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Purpose of Checklist @.BEETS

The purpose of this checklist is for customers to perform-tinge setup the first time they log into BEETS
to better optimize the views and settings of BEETS. This document addressdsransetup activities
only and is not intended to provide instructional guidance on using the system*.

TIPS:
A UtilizeW/ ¢aN@ (2 a S| NOK ybEZmay bie2deking guidancelaroundiy a

A Click orHyperlinksthroughout the document to take you to other relevant information.

A ClickotPw S (1 dzNJ/ (0 2 puiton @tltie bokof©fleach gage®o return to the checklist.

e *SeeBEETS Training Materials and Support Resoforgaidance on system use. ,

Checklist



https://www.bpa.gov/energy-and-services/efficiency/bpa-energy-efficiency-tracking-system/beets-training-materials-and-support-resources

OneTime Setup Checkilist @.BEETS

BEETS/isionDSM Setup

REQUIRED BEETS SETUP:
C Logging into BEETS for the First Time

C Setting Local Time Zone

C Adding Bulk Uploader Widget to Dashboaapplicable for those entering UES, Ne@sidential Lighting, Custom
Projects Option 2, and NdReportable applications

C Setting up Key Invoicing Dashboa(Budget & Savings and Invoice Dashboard Widgapplicable for those who
need to view utility budgets, savings, and invoice detail.

RECOMMENDED BEETS SETUP:
C Setting upyour Utility & Program Management Pages

C Settingup Work CenteFilters and Results Screen

BEETS Reports Portal (SSRS) Setup

C Confirmincaccess to the BEETS RepBudgal- required for those who need to run reports on BEETS activity
3




RequiredBEETS Setup

Required setup needed to complete key application and
INvVoIciNg processes




Logging in to BEETS for the First Time
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' Logging in to BEETS for the First Time (1 of 2) @,BEETS
Steps on how to log in to BEETS. _ B |
= C | https://visiondsm.programprocessing.com QL w 3 o= -3
Logging In To BEETS:
1. Request your username from your Energy Efficie KT,
:\WISIONDSM

Rep (EER). \
2. Enterthe following URL in younrowser: \V) Sonneyesee

https://visiondsm.programprocessing.com The industry-leading Frveyour semame

_ portfolio management

ABookmarkhis url for future use platform
3. Enter your username into thesername fielchnd

click theNextbutton. {QBON DSM
4. Thefirst time you log in, you will need to cliok Forgot Passwordutton Welcome

and complete requested validation fields; reset instructions will be sent to the
registered emaiaddress.

Continuel? y Y SEG LJ 3SXo

Return to Setup
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@ jmancke@utility £

Enter your password

orgot password?

»


https://visiondsm.programprocessing.com/

'Logging in to BEETS for the First Time (2 of 2) @,BEETS

. . . . ] donotreply@programprocessing.com Mancke, Jennifer L (CONTR) - PEH-6 5/20/2022
Logging In To BEETS for the first tirmentinued [EXTERNAL] Client Password Reset Request
Retention Policy BPA Capstone - 7 Year Policy (7 years) Expires 5/20/2029
5. Youwillreceive @/ f ASY G t I & & ¢ @ridiRrony S § @ miz e v
d On Otre ply@ prog ram proceSSIng . Com . A request. was r.eceived to reset your passwc.m-:l for Vis-ionDSM. If-you did not.make this requn-est, you can -
ignore this email. Contact your system administrator if you continue to receive further emails.
6. CIiCk On the Iink in the email to reset your paSSW( j. Please click on the following link if you'd like to reset your password.
The password reset link will only be valid for 1 hour.
7. If you did NOT receive this email, complete the following Click here to reset your password:
h k https://visiondsm.programprocessing.com/resetpassword/699F765D20464C899861F0279F481612/7F565EE4 |,
CNecCkKSs

a)/ KSO1 @e2dzNJ W{ LI YQ 2N WWdzy {1 Q T2t RSN &2dzNJ SYI At

b) Search?! f f &V AR Sy W2 NI aa g 20dHuretiete s o rueSapties seiding it to
another folder in your email box.

c) If you still cannot locate this email, contact your EER for assistance.

UTILITY AND

4 APPLICATION

;"\"ISION DSM DASHBOARD EaSEEEG PROGRAM
MANAGEMENT

8. Once you successfully log in, you will be taken tc
the Dashboardage in BEETS; which will be blan
the first time you log in

Return to Setup v
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Setting your Local Time Zone



' Setting your Local Time Zone @.BEETS

Follow the instructions below to ensure tist@mps in BEETS will reflect your local time zone.

Stepsto Change Layoult:

LAYOUT

1. After logging into BEETS, clig&arlconin the upper right 5 ®
hand corner of the BEETS home p&A2.

2. An options screen will appear; click aJUST TIME FOR MY Defautt ©

3. A confirmation notification will appear; click thedbutton to o
confirm.(L) [ Switch ON |

WITH FULL
BORDERS SCREEN

FONT SIZE ®m  [a]
THEME MODE
COLOR THEMES Default &)

4. Thisoption will now be selected; time stamps throughout the .., ox conrrmamion wie o
system will now reflect your local time zoni- CLOSING ALL OPEN TABS

ADJUST TIME FOR MY TIMEZONE [ 8=

Return to Setup
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Key Dashboard Widgets:
Adding Bulk Uploader Widget to Dashboard

ttttttttttttt



'Adding Bulk Uploader Widget to Dashboard (All Customers) @.BEETS

Someprogramsrequire applications to be submitted via Bulk Upload (& TS Navigation Guide > Application Horidetails). Follow

the steps below to perform thlene-time proces®f adding the bulk upload widget to your BEETS Dashboard. This must be completed
before you can upload a template into the systeM®OTE: If you do not see this option available, it is likely a permissions setting that
needsto be applied. Please contact your EER for assistance.

Summary ofSteps:

1. From the Dashboardtab, click on tGearnconin the
upper right hand corneand aConfigure Dashboards
screen will appea . F

Widgets My Dashboard

Click omAdd Dashboark Type X Tl

2

Configure Dashboards

ADD DASHEOARD x|

(x} Add Dashboard

A new screen will appear, click duld Widge. )

SelectApplication Bulk Uploadé&mom the drop down list e R e

Application Bulk Uploader r

If desired, add a custom title reference in thilefield.

Click theSavebutton at the bottom. x| AWIsIONDSM
You will be returned to the Dashboard screen, anc == ===~ 1 Sl —
the Application Bulk Upload&idget will now be ol Uplosce] Bulk Uploader
visible and ready upload your program template(s’ N
=\ID,

N o oA W N

SeeBEETS Navigation Guide > Application Fotinstructions on how to upload.

Returnto Table 11
of Contents
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Key Dashboard Widgets:
Setting up the Budget & Savings and
Invoice Dashboards

ttttttttttttt



' Dashboard Widgets Required for Invoicing @,BEETS

There are many dashboard widgets, or componeletsigned to facilitate access to the most ufatttions, that are available to users
within the BEETS system. The following Dashboard Widgeteeded to perform the invoicing procegsstructions on how to setup
these keyinvoicing dashboaravidgets follow.

Key Invoicing Dashboard Widgets:

Budget & Savings Dashboard (iowerBl
Report):Summary of Utility EEI and performance
payment budgets and savings data; referenced to
ensure utility has enough funds prior to invoicing.

SAWISIONDSM

89 Budget & Savings

[ File v = Export ~ [ View Page 1 of1 % Parameters

Invoice Dashboardi.e. Paginated Report): v, come - e
Providesvisibility into the invoice status ’

BPA Invoice Detail Report

and lineitem detail of applications included

i I |invoice Date
. . . .
I I l a p art I‘ u Iar I I lVO I C e R @ 10354-07192022-00001 BPA-Snohomish-07192022-EEI Progress 83 07/19/2022
8PA-Snchamish 10354-08012022-00007  BPA-Snchomish-08012022-EEI ompleted $19,226.51 08/01/2022
BPA-Snohomish 10254-08252022-00001 BPA-Snohomish-08252022-EEI pleted $64, 11 /25/2022
8PA-Snohomish 10354-09062022-00001 BPA-Snohomish-09062022-EEI mpleted $150.00 09/06/2022
BPA-Snohomish 10354-09072022-00001 | BPA-Snohomish-09072022-PERF lled /07/2022
BPA-Snohomish 10254-09092022-00001 BPA-Snohomish-09092022-EEI pleted $3,472.00 /09/2022 -
>
Page 10
Return to Setup 4
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'Setting up Invoicing Dashboard Widgets (1 of 3) @,BEETS

Guidance for setting up dashboards that are key reference points in the Invoicing Px@g€Rss.If you do not sékese options
available, it is likely a permissions setting that needs to be applied. Please contact your EER for assistance.

APPLICATION

Summary of Steps: AW/SIONDSM oasseowm - A77cATIN

1. FromtheDashboardab on the BEETS
landing page, click on the whitgeariconin
the upper righthand corner.(2) Configure Dashboards

% E) Add Dashboard @

B3 My Dashboard [

ADD DASHEOARD

2. Clickon AddDashboard®) _—
@ Budget & Savingg ‘

Set Visible (O set As Default

3. Typein Namefield to create unique o et
dashboard/  YS 6 A ®S®d Y. dzZRIS
51aKo2FNRQ 2N WLTTO2AO0S O © ruvee DO

4. Click orAddWidget(©)

| taa |

»

Return to Setup
[ Checklist ] 14




'Setting up Invoicing Dashboard Widgets (2 of 3)

@,BEETS
Summary of Steps, continued: e
5. SelectPowerBIRepot from Typeand BPA Dashboarfiom Report NOTE: yodo 0 sethe vt
not need to enter data iitle, Entity Type, or Entity Number (©) Wicgets

6. Click theSavebutton(F)

UTILITY AND
AWISIONDSM DASHBOARD oSSl PROGRAM

PROCESSING

7. TheBudget & Savings Dashboard
tabwill appear at the top of your
home screel©)

NOTE Your Budget & Savings
Dashboard will nodisplayany data
until your first applicationis entered
into BEETS.

| 2YUAYdzSR 2y GKS y¢

MANAGEMENT

BEETS

Budget Gverview

wite

......................

Return to Setup
Checklist

PowerBl Report

Title

Report *

BPA Dashboard

L Entity Type

Select Entity Type

»
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'Setting up Invoicing Dashboard Widgets (3 of 3) @,BEETS

Summary of Steps, continued:

8. Repeat steps ¢ 4. e

9. SelectPaginatedReportfrom Typeand BPAInvoice Dashboaréfom Report .
NOTE: you dblOTneed to enter data ifitle, Entity Type, or Entity Numb “' )

10. Click theSavebutton! et

11. Thelnvoice Dashboaraill appearon your homescreen (shown below).
NOTE Your Invoice Dashboard will not reflect any data until your first invoice is
created in BEET{[EN))

B8 Budget & Savings Dashboard [ [ Cancel

SeeBEETRBwvoicing and
= Performance Payments
e ’ — Guide > Key Invoicing
Utility Company Required - Invoice Number  Required 4 Null View report Dashboardmr guidance
Invoice Approved Date From  Required i To Requirec fm On hOW '[O use these
Dashboards.

Return to Setup
Checklist 16
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RecommendeBEETS Setup

Optional, but recommended setup to optimize your BEETS
experience.




Setting up your Utility & Program
Management Pages

ttttttttttttt
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'Setting up your Utility and Program Management Pages (1 of 3) @.BEETS

The Utility andProgram Management tab in BEETS allows you to access applications by Utility and Program and to complete the
payment approvals (i.e. invoicing) proce€amplete the following steps to hide out of the box functionality that is not relevant to BPA
CUStomerS. UTILITY AND /\

Summary Of Ste pS: & Anutilities [7 IRIEE [ Bookmarked Utilties [1 Bookmarked Programs [1 Bookmarked Invoices
1. Fromthe BEETS home page, click on o
the Utility and Program Management i fj
tab up top(®)
154 onnevilleExpedition XT ?
2. ¢ KBt W Pdgaviliagpsacick . i
on the name of your utilityNOTE: :
vou will only see utilities you have I L
access to)é | oenempeaon | 54 & n
3. TheUtility Pagewill appear;
click on theGearlcon in the FUSTEINS §>@ |
upper right hand corne(©) o |
/ 2 y L,J 7\ y dZS FIQ 2 y y S E L] active 2958 770DAS0ET Bonneville E BPAManaged ..  Prescripti..  BM Sep 30,2022 |
" e 19




'Setting up your Utility and Program Management Pages (2 of 4) @.BEETS

Summary of Steps, continued: _E-

Configure Widgets D) ¢ I

4. AConfigure Widgetaindow will appean

FOR ALL FOR CURRENT

5./ 2YLX SGS GKS F2fft20Ay3 ai€ddR 2 K wor | B He B S Wiy
widgets; which are not relevant to BPA customers: (B snapshor ort CSV
) €3
o . . . v A 3 onfi
a) Hover over the¥{ y | LEn6n2Hid@Widgetico ® untiMal A R S o .
2 A R h&tice@ppears; click tohid¢ { v I Liédéer (2 Q =® g
= = @) Payment Approvals
b) Repeat steps above to hidonfigdvidget also. 22 = @) Financials
6. Click out of theConfigure Widgetaindow; now only
ProgramsPayment ApprovalandFinancialsabs X BPAExpediion i
will appear in your Utility screelNOTE: The tabs RN oectooose | Fnancas

you see may vary depending on your permissions; if
you do not see these tab options, but believe you Programs
ShOUId, Contact your EER for Support STATUS PROGRAMID PROGID uTILITY PROGRAM TYF )))

| 2y iAYydz2SR 2y GKS ySEG LI ISX0

Return to Setup
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'Setting up your Utility and Program Management Pages (3 of 4) @.BEETS

ututy Bonneville Expedition R

Summary of Steps, continued:

Code Client Folder Utility ID
XT BPA_Expedition 154
7. Click on thé’rogramgab (if not already selecte(-) @ o
rograms Payment Approvals Financials
8. Click on thdProgram Namef any progran( )
9 y prog Programs
D
active 2958 770DAS0... Bonnevill... BPA Managed Programs
active 2950 09E0462... Bonnevill... Custom Programs
] . . active 2949 B6C3DFE... Bonnevill... Custom Projects Option 1
9. TheProgramsage will appear; click on tigearicon in the

upper right hand corne()
procrem Custom Froiacts Option 1

| 2y GAYdSR 2y t

Uit y LoOde w

¥ Ndimioei Start End
Bonneville Expedition C1 2949 B6C3DFE423BA4057991DEBD386ECF476 Sep 30, 2021, 9:00 PM Sep 29, 2022, 9:00 F > @B D

Snapshot Budgets Files Applications Payments

21
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'Setting up your Utility and Program Management Pages (4 of 4) @.BEETS

Summary of Steps, continued: e
10. AConfigure Widgetwindow willappear. Configure Widgets 0 X
11. Completethe following steps to hidevidgets that are NOT 19| FORALL oroonn | | Configure Widgets D 2
relevant to BPA customers: | JE—
>4 =Y Shapsho FOR ALL FOR CURRENT
a) Hover over théV { y | LEhénHid€Widget icc®) _ o[ Fide widge rocrAve ProcRAM
untilaWl A RS rotic&apedrsixlick to hide - 2 = 0 snapshot
L|J{ y‘ | L\ﬂw@ﬂ O] ay = ® Files = o Budgets
b) Repeat steps above to hide¢. dzR 3 S (i a @iddety R W = @ /wpiestions = o Files

also @®) Payments

®) Applications

12. Clickout of the Configure Widgetaindow; now only
ApplicationandPaymentdabswill appearon your

Programsscreen (1)) NOTE: The tabs you see may Procrav Custom Projects Option 1

vary depending on your permissions; if you do not

®) Payments e

See these tab 0pt|ons but be“eve you Should Bonnewlle Expedition C1 2949 BﬁCSDFE423BA4057991DEBDSSEECF476 Sep 30 2
contact your EER for suppor Applications SO

SeeBEETHNavigation Guide > Utility and
Program Managemerfor more guidance.

Return to Setup
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Setting up Work Center Filters

ttttttttttttt



'Setting up Work CenteFilter (1 of 4) @.BEETS

Work Center help users more easily find applications by creating custom application filters based on Utility, Prograsjecand Pr
Status. After setup, these personal filters will be saved in your account for future use.

=) Add Mew Filter

Summary of Steps:

1. From BEETS home page, cliclApplication S gy CTecoma Power
Processingab; you will automatically be | I o Program *
3 . y shared fiters
taken toWork Center Filters = mam hes @ Custom Projects Option 2
) A w Filter ot Statuses *
2. ClickAdd New Filtetext. e
COrmpliance @ Fifter List Q
3. Selectyour Utility, desiredProgram and P .
. Salect A
Project Statufrom the drop down menus N
HEs fEemE S B Address Mot Validated
' . . B Admin Hold
.‘Q_ TIP:Recommend selecting all statuses until you ] 2 cation Approved
"% become more familiar with the Workflow statuses. = S —

4. If desired, cliclddd Program to Filtéext to add an additiongbrogram _
and/or Utility tothe same filter. © Add Program to Fitter

5. ClickCreate Filtebutton atbottom.
| 2y GAYdzSR 2y ySEG LI ISXD —— Gancel )))

Return to Setup
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'Setting upWork CenterFilters @ of 4) @,BEETS

© 2

Summary of Steps, continued

6. When prompted, entethe FilterName and clickhe Savebutton.()

7. You will now see your filter
show up on the left under
the Work Center tab each

time you log inT)

8. Click the blue < icon to hide
the filter details[-)

9. ClickShow Resultsutton on
bottom left to run filter(])

| 2y iAydzSR 2y Y SE

»
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