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How to Use This Guide @.BEETS

This purpose of this guide is to provide all BEETS users with a basic understanding of BEETS and how to work within
the system. The guide will provide you with step-by-step instructions on most skills needed to process applications, but
there are some program specific nuances that are not addressed in this guide. For more program specific guidance, visit
the BEETS home page for additional resources or contact your Energy Efficiency Representative for assistance.

TIPS:

 We recommend all new users of BEETS scan through the document and table of contents to orient

themselves on the content covered.
» Utilize ‘Ctrl - F’ to search for topics or terms you may be seeking guidance around.

* C(lick on Hyperlinks throughout the document to take you to other relevant information.

* C(lick on ‘Return to Table of Contents’ button at the bottom of each page to help navigate.

Return to Table 2
of Contents
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Introduction

Background information on BEETS
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What is BEETS? @.BEETS

What is BEETS? The BPA Energy Efficiency Tracking System (BEETS) is a reporting system launched in fall 2022 that enables

BPA & our Utility Customers to optimize the conservation acquisition process through submitting, managing, tracking,
and reporting of energy efficiency activity in one location.

@lBEETS

BPA Energy Efficiency Tracking System

Establish & Submit Review Manage

validate applications &

measures & budget & Analyze
business rules measures

budget process performance
payments

Return to Table 7
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Important Note about BEETS @\BEETS

BEETS is comprised of custom configuration and development of VisionDSM,

an off-the-shelf commercial Demand Side Management (DSM) portfolio

WORK
IN
PROGRESS

e

solution. As VisionDSM was originally built for a different purpose than

BEETS, you will see some native functionality that does not apply to BPA

and our customers. While these elements can be distracting, they are

cosmetic in nature and do not impact the core functionality of BEETS. BPA

will continue to work with the VisionDSM vendor to improve BEETS and

provide a more streamlined and relevant experience for BEETS users.

Return to Table 3
of Contents



BEETS Glossary @.BEETS

See below for a reference of common terminology in BEETS. NOTE: Due to some constraints around the off-the-shelf nature of Vision DSM,
some terminology could not be adjusted for BPA, so some may be different than in the past.

Application Reported measure or project

Equipment Equipment = Measure; used interchangeably in BEETS

Form Component of BEETS that stores application data

Invoice Request for reimbursement (and/or documentation of self-funding); this is now a separate step
from the application approval process in BEETS

T Types of reported measures/projects that share common reporting requirements, calculations,

and business rules (i.e. group of UES related measures now encompass the UES program)
Premise (Address) Address of site where measure is installed or facility where project is located
Widget Dashboard components designed to facilitate easy access to common functions and reports

Sequence of tasks included in the application process from submittal to invoicing where data is

Workflow
passed between users and/or systems

Return to Table 9
of Contents



B O N N E V I L L E P O W E R A D M I N I S T R A T I O N

Getting Started

Basics for getting started in BEETS




Getting Started - BEETS One-Time Setup @.BEETS

BPA Energy Efficiency Tracking System

e I e mr e i et — < o — i = _

W Bonneville Energy & services Environmental initiatives Learn & participate About Q, ®
POWER ADMINISTRATION

Power Services ~  Transmission Services ~  Energy Efficiency ~  Rate & tariff proceedings ~  Customer & contractor services ~

The first time you log into BEETS, it is HIGHLY 1Reporting . o .
recommended that you complete the ‘One-  ‘ejrecins BEETS Tralnlng Materlals &

Time BEETS One-Time Setup Checklist’ found | SUppO rt Resources
on the BEETS Training Materials & Support M

. . - Additional Materials in Devel t
Resources website. This will ensure you have dditional Materials in Development
. . . . . ![y
everything easily accessible and optimized
o o . . 1 Manual - . .
before you Smelt you fIrSt Gpp/ICGtIOH. General Training Materials & Reference
ites

BEETS One-Time Setup Checklist: Instructions on performing one-time set-up when first
logging in to BEETS

Energy Conservation Annual Review

BEETS Navigation Guide: Written guide including step-by-step instructions on how to navigate and work
Interim Solution 2.0 Files within BEETS

[VIDEO COMING SOON] Getting Started with BEETS (~40 mins): Full walkthrough of BEETS to orient
new users on BEETS functions and navigation

Policy Engagements

Energy Efficiency Action Plan [VIDEO COMING SOON] Finding Applications using Work Center Filters (~13 mins): Video walkthrough

of how to build and save WarkCenter filters to easilv access aonlications in BFFTS

Return to Table 11
of Contents
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Logging In To BEETS

BPA Energy Efficiency Tracking System

Steps on how to log in to BEETS.
Logging In To BEETS:

1. Enter the following URL in your browser:
https://us.visiondsm.com/

\ R
\\

~
~
-

-

’ &
LTI

 Bookmark this URL for future use.
The industry-leading

portfolio management

2. Enter your username into the username field and
platform

click the Next button.

* If you have forgotten your username, contact

BPA.
3. Enter user password into the Password field and click the Sign In button to log

into your account.

4. If you have forgotten your password, click on Forgot Password? button and
complete requested validation fields; reset instructions will be sent to the
registered email address. If an email is not received promptly, check ‘Spam’

folder.
5. Once you log in, you will be taken to the Dashboard page in BEETS.

Return to Table
of Contents

A %

:\WISIONDsM

Sign in to your account

@°
=g

:\Y/SIONDSM
Welcome

® «kwhitey 2

Password

Forgot password? m

12



https://us.visiondsm.com/

Logging Out of BEETS @BEETS

Steps on how to log out of BEETS.

Logging Out of BEETS:
1. From the BEETS Home Page, click profile icon in the upper-right hand corner.
2. Select Log Out from the dropdown.

3. You will return to the sign-in screen.

AWISIONDSM  pasHoaR

& Profile

] Log out

Return to Table
of Contents
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Resetting Password @\BEETS

Instructions for resetting your password after you are logged in to BEETS.

-:Q:— If you have forgotten your password, follow
* instructions for logqging in to BEETS.

Summary of Steps:

1. From BEETS Home Page, click profile icon in the
upper-right hand corner.(2)

Hello, Jen Mancke!

2. Select Profile from the dropdown. CHANGE PROFILE DETAI([() CHANGE PASSWORD

3. Click on CHANGE PASSWORD tab.(C) N

4. Complete Old Password and New Password fields. (D) New paseword *

5. Click Save at the bottom of the form(E) @ oE:dmdbt ol Captal, Lowecsee

6. Your new password is now set and should be used Rpt:wd S
the next time you log in. .

G -
Return to Table
of Contents 14




Adjusting Profile Settings @.BEETS

This section tells you how to adjust your profile settings.

:)!SIONDSM
Steps to Adjust Personal Settings: T Log out
1. Click Profile Icon in the upper right-hand corner of e time
the BEETS home page. (1) Jmancke@utility
First Hame *
2. Click Profile from the drop down }
3. Under Change Profile Details, adjust as needed. @ Last Name -
* Click the Optional Fields text to edit address ©F  vancke
information as needed. (D) Email
" ilmancke@bpa.gov

4. Click Save profile changes button to save updates. ®

m @ Show Optional fields &)

@Sare profile changes =™ Revert Changes
Return to Table 15
of Contents




BEETS Profile Customization @.BEETS

This section tells you how to change the personal ‘look and feel’ of BEETS. These settings will save the next time you log in.

Steps to Change Layout:

1. Click Gear Icon in the upper right-hand corner of the BEETS home page.

2. The following customization options will appear: LAYOUT R I
 LAYOUT: Select ‘Full Screen’ or ‘With Borders’ view. EONT 578 @ | @
* FONT SIZE: Select Normal or Large Font
© THEME MODE
e THEME MODE: Allows you to choose the normal background or
switch to a ‘lighter’ background view. COLOR THEMES Default (2)
* COLOR THEMES: Select from the multiple color theme options to ASK FOR CONFIRMATION WHEN
: . CLOSING ALL OPEN TABS co
customize your experience.
* ASK FOR CONFIRMATION WHEN CLOSING ALL OPEN TABS: Enables ADLSTTIME FOR MY TIMEZORE ®)

feature to ask for confirmation before closing a tab, so you don’t
lose unsaved work

« ADJUST TIME FOR MY TIME ZONE: Enables feature to show times in
the time zone you’re working in. *RECOMMENDED*

Return to Table . Note: Historic 1S2.0 data times are in Eastern time zone 16
of Contents



B O N N E V I L L E P O W E R A D M I N I S T R A T I O N

Global Navigation Search

Finding applications using Global Navigation Search




@.BEETS

Using Global Navigation Search in BEETS (1 of 4)

There are multiple ways to find applications in BEETS. This section tells you how to search for items in BEETS using the Global
Navigation Search functionality, which is a great way to search broadly across the system.

Summary of Steps:

1. Click on the Search icon in the top right corner of
the BEETS home page.

2. The search window will appear. Type or paste
search term in keyword field.

* The quickest way to find an application is
using the 16-digit Application Number (or
sometimes called Project #), which is found
in all email notifications that are distributed
when you need to take action.

Hello,

BPA has returned the project named Air-Source Heat Pumps with PTCS
with Project #: VBUEPS 1550044720 during compliance review. The
reason(s) for this are:

Continued on next page....

Return to Table
of Contents

@0
&

Where to search?

Everywhere Application Form Applications CIS Search Contacts Customers Equipment

Equipment Attributes Events Files Invoices Rebates Utility v

Keyword to search Everywhere

VBUEPS1550044720] a

RECENT SEARCHES
Everywhere: Everywhere: Everywhere: Everywhere: Everywhere:

VBUEPS1550044720 XTUEPS1550038158 TWUEPS1550000845 Y1UEPS1550043474 XTUEPS1550038224

!
TIP: Click on one of these boxes to see recent search results

.. If you know you will want to access the same type of
‘Q.‘app/ications on a regular basis, try using Work
~ Center, which allows you to save your searches. )))
18




Using Global Navigation Search in BEETS (2 of 4) @.BEETS

Summary of Steps, continued:

3. OPTIONAL: The default is to search across the entire system (i.e. ‘Everywhere’). If desired, refine your search
results by:

» Selecting a ‘Where to Search’ button to limit search results to one area of the system.

» Selecting a ‘Utility’ from the drop down to limit search results to one utility only. This will only be relevant to
those users who have access to multiple utilities.
4. Click on the blue Search
icon to show search results.

Where to search?

Everywhere Application Form Applications CIS Search Contacts Customers Equipment

Continued on next page....

Equipment Attributes Events Files Invoices Rebates Utility v

Keyword to search Everywhere

VBUEPS1550044720| g
.+ If no search results are returned, be sure that |

',O,"Everywhere’ is selected in the ‘Where to

Search’ section as you may have |
unintentionally limited the search results. ) XTUEPS1550038158 TWUEPS1550000845. VIUEPS1550043474 XTUEPS1550038224

Return to Table »>

of Contents 19




Using Global Navigation Search in BEETS (3 of 4)

@.BEETS

BPA Energy Efficiency Tracking System

Summary of Steps, continued:

5. Results will then display as shown below. The bolded search results will show you which field in the system your
results were found. NOTE: Be sure to review the referenced field name to avoid accessing the wrong result.

6. Once you identify the desired result, hover in the upper right corner of result box and an Open icon will appear;
click on Open icon to open the result.

7. If needed, click the ‘See all results’ link at the
bottom of the page view to expand your

Search results.

Continued on next page...

'

. _< If you search ‘Everywhere’ by
Application #, the results will always
include at least two search results as
the Application # is stored in both the
Application Form and Application
Information data. You can select either
to go to that specific application page.

Return to Table
of Contents

/'

ion Form

pplications

verywhere:  VBUEPS1550044720 g X

Search
Results

BPA-Benton REA UES Measures

_rhvhs12988_7/25/2022_081220222050

VBUEPS1550044720

BPA-Benton REA UES Measures

N79 rhvha17QRR 7/25/2N27 NR122027220580

(® Add More Search Criteria

®

VBUEPS1550044720 Revisions Required
Application #

VBUEPS1550044720 Revisions Required

See all results >

49-07-44

49-07-44

Open




Using Global Navigation Search in BEETS (4 of 4)

BPA Energy Efficiency Tracking System

Summary of Steps, continued:
8. The Application Page will open.

9. To return to your previous search results from Application Page, click on the
Search Icon in the upper right hand corner.

10. To perform a new search from the Application Page, click X icon in upper right.

11. The search screen will appear:

* If you want to perform a new search, be sure to click the X next to the
previous results to remove.

e If you would like to close out of search, click the X in the upper right hand

corner.
L END_

Everywhere.  BPC1CR1550085028 & X ®

Search
Results

Return to Table
of Contents

0 M X
By O o & &

> 0 Flags 0 Tags ®

Contact >

Payments

Close

21



B O N N E V I L L E P O W E R A D M I N I S T R A T I O N

Page Views and Customizations

Navigating pages and customizing views




Navigating Pages @.BEETS

Review guidance below to understand how to navigate page views in BEETS.

Page View Navigation:

* When a page view is opened in BEETS, a AW/SIONDsM  ProotA @66
‘breadcrumb’ of each page will appear at the T =N [ coskmarks | D) Recet Applcations 5 New Application 3 Scan Queue
bottom of the screen, allowing you to 8 Exporosv
naVigate baCk a nd fO rth between pages. PROJECT NAME APPID UTILITY PROGRAM PROJECT NUMBER PREMISE MAME DATE CREATED DA > @

. . . Q
* Click on tab to view or on Xicon to close;
. . Self Funded proje_.. 02331B... Bannewill. Man Reside... BPLCCR1548908282 Self Funded proje... Mar 17, 2022, 5. n
NOTE: one breadcrumb will always remain )
Dioc Test 0552FE... Bonrevill. Re-Conduct... EPRTPS1548304234 Alder Mutual Lig. Dec 28,2021, 12..
O p e n ' C1 Commercial OCETI. Baonnevill. Customn Pro... BPCI1CR13548738529 2232 NE 19th fve. Feb 235, 2022, &:1.. j
5
° SC ro I I d OW n u Si n g t h e SC rol I b a r O n t h e rig ht to 115976... Bonnevill. Mon Reside... BPLCCR1548921305 Self Funded proje... Mar 22, 2022, 3-.
Vi eW m O re res u |ts . a 13769. EL:;:-;M - 2. BPLCCR1548810109 City of Idaho Fall... Mar 4, 2022, 5:4.
JM - C1 CPP Option 1 Pro... BPCI1CR1348391733 2232 NE 19th Ave [ - 1 |

* Multiple page results are visible in a vertical e Mane

side bar; click on page number to move to soesnonmocessne BPOICRTSAmass () [pEp
#.  Assigned Applications 65 BPCICR1548391

next page.
m ‘ e Toreturn to the dashboard, keep on

' clicking on the leftmost breadcrumb until

you return to the home screen.
Return to Table
of Contents

23



Customizing Columns

@.BEETS

BPA Energy Efficiency Tracking System

Throughout BEETS, when you see a results grid, you will also see a Gear icon in the upper right-hand corner that indicates you can
customize the columns in your view and optimize the display. Which columns are available vary by location in BEETS.

Summary of Steps:

1. To configure columns displayed or reorder
columns, click on Gear Icon to view.

2. Click on the column name to toggle

between show and or hide column (if

unchecked, column is hidden)

Return to Table
of Contents

Configure Columns

®) project name
0 appid

) u

&) program

®) project numbe

r-

Maowe

Up/Down

All Tacoma UES

Select applications to update:

PROJECT NAME PROJECT NUMBER STATUS

0O 000

)

3. Hover over the

51 Configure Columns
) project name

- Ag OD appid

e @Y chow column

& program

) project number

& Export Csv

o

@ Export C5V

icon to the right of the column name and the
cursor will turn to a ‘hand’.

4. Drag and drop to reorder columns.

24



Split Screen Functionality (1 of 2) @.BEETS

The split screen feature allows you to view two different applications in BEETS on the same screen; this includes the ability to synchronize
scrolling on two forms in different windows.

R i R Rt s

F - Admin F # Edit Form
Summary Of Steps: orm: Admin Form

APPLICATION

1. Open the two applications you would like to view on U s [t BPRTPS1548394..
the same screen; an application tab will open for

each at the bottom of the screen.

2. Click on one of the application tabs to open. e 0 8 & © Split Screen - switch ON

3. Click on the Split Screen icon in the upper right hand

corner activate split screen. —
PROGRAM Re-Conductor &
Custom Projects Transformer
4. Click on the other application tab at the bottom; you Option 1 Upgrade
o o CLETOMER CLSTOMER
will now see both windows on the screen the Jen Mancke Nate's Doc Test
. . . . APPLICATION APPLICATION
applications tabs will be linked. - BPCICRIS483917 . BPRIPS154839

BPRTPS1543394 55 89 4934 b'e
]

Continued on next page...

»

Return to Table 25
of Contents



Split Screen Functionality (2 of 2)

@.BEETS

BPA Energy Efficiency Tracking System

Summary of Steps, continued:

5. To synchronize scrolling, click on the
Forms tab in both windows. (D)

6. Click on the H icon between the two
application tabs to scroll both Forms
in a synchronized manner.@

e Click the H icon again to
remove the synchronization.

7. Toremove the split screen view, click
on the Xicon at the bottom right, the
application on the left will cIose.@

Return to Table
of Contents

sreucanon #FBPCICR1547670367 | st Propomd Complence Rvies

Wark? - Formsa Haotaa E o guipmmrt Documan >
Forms
FROJECT IKNFORFATION - START HERE FE0JECT FROFOSAL FEOPOSAL FUNDING >
| |
@ “ichighied fuida merkazweh (B crwcdeiniazmtion end com nat b to el e,

Project Information - Start Here
Project Comtacts

3 Froject & Propoasl Completion Report or Scopieg? =

Custom Project Propasal {CPF)

APPLICATION

BPRTPS15483%:4

asvucamion FEPCTCR1 546651519 | swi popoml complanca e O 3 [l

® —
Workflow A Farms Motax L Equprmam & Cecumasn > L

Forms

PROECT IMFORKATION - START HERE PROJECT FROPOSAL PROFOSAL FUNDING b
& =igtighaad finlda medend whE I'EI =rw e2minrtresive god mre et ahzen oz ol v
Project Information - Start Here .

Project Contacts

s Projeci & Fropoadd, Corpleilcn Report or Socping? =

Cousborm Prapect Proposal (CPF) -

PROGRAM
Custom Projects:
Option 1

CLUSTOMER
Jen Mancke

AFPLICATION
BPCI1CR1348397
55

26



B O N N E V I L L E P O W E R A D M I N I S T R A T I O N

Dashboards

Viewing customizable reports and widgets on the BEETS home
page




BEETS Dashboard Overview

@.BEETS

BPA Energy Efficiency Tracking System

BEETS includes a dashboard reporting feature that allows utilities to access updated data around energy-efficiency
application status, budgets, and invoice payments. The dashboard screen across users may look different as this
screen can be customized to individual preferences.

Benefits:
* Data updated daily
e Allows utilities to analyze performance at a glance

* Customizable — Users can select from many pre-built
reporting “Widgets” that can be displayed on the
same or multiple dashboards; order and sizing can be
adjusted to users preference

* Programs & applications can be bookmarked for quick
and easy access.

Return to Table
of Contents

UTILITY AND

APPLICATION

DASHBOARD

B3 Application Dashboard [7

| My Applications

A UTI-. PROG...

4D. Bon DEMO ...

70. Bon. Strate...

82 Bon Re-Co

| Application Progress

Select application type

Existing Applications

o 1

PROCESSING

B3 My Dashboard

PROJECT NUM...

BPC1CR15467.

BPEMCR15482...

BPRTPS15482

B3 My Dashbo

PREMISE N...

test AEG

My Applications - Total
Applications & Avg Time

PROGRAM

MANAGEMENT

ard

DATE CREA...

Mar 24, 202

Dec 8,2021...

Dec 8,2021...

Select period

This Month

DATE EDI...

=

Dec 8, 20

Dec 8, 20...

Dec 8, 20

STA...

Proj.

utili.

Add

@ Export CSV
T. cy W

28
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Dashboard Widget Options

BPA Energy Efficiency Tracking System

There are many dashboard widgets, or components designed to facilitate access to the most used functions, that are available to users
within the BEETS system. Customers can determine which widgets are always accessible on their Dashboards when they log into BEETS.

Required Dashboard Widgets*:

 Application Bulk Uploader (Customers Only): Widget required to submit applications via bulk upload

* Budget & Savings Dashboard (PowerBI Report): Summary of utility budgets and savings data; reference to
/ verify budget before invoicing. See Invoicing and Performance Payment Guide for details.

* Invoice Dashboard (Paginated Report): Summary of invoice details; See Invoicing and Performance Payment

Guide for details.

Widgets that may be helpful (based on user preference):

* Application Summary: List of applications by program and status
* Bookmarked Applications: List of all bookmarked applications
* Bookmarked Programs: List of bookmarked programs

* Bookmarked Utilities: List of bookmarked utilities (most helpful if you
work with multiple utilities)

* Recent Apps: List of applications you personally have recently accessed

Return to Table
of Contents *Setup of these required dashboards covered in the BEETS One-Time Setup Checklist

Widgets to Ignore (i.e. not
relevant to BPA): X

Application Activity Graph
Assigned Apps

Bookmarked Contact Invoices
Bookmarked Utility Contracts
Scanned Apps

Text

30
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Adding a BEETS Dashboard @BEETS

Guidance for adding your personal BEETS dashboard(s) to the home page when you log in.

Summary of Steps: AW/SONDSM  oasonm

B2 My Dashboard [

1. From the Dashboard tab on the BEETS home page,
click on the white Gear icon in the upper right-
hand corner. (A)

Configure Dashboards

Add Dashboard
ADD DASHBOARD x ashboard (B

Name *

2. Click on Add Dashboard. pre— ST ©
3. Type in Name field to create unique dashboard = O setasperaul
name. |
Set Visible O set As Default
. . (® Add widget
4. Click on Add Widget. (D) Widges v (©)
Type * X
5. Select report from Widget Type dropdown. @ Select widget type o@)
Filter List Q
6. If desired, click Add Widget again to add an Appliction Aty Graph If you haven’t already, we
additional widget to the same dashboard. (D) Applicaton Summary recommend completing the
Assigned Apps BEETS One-Time Setup
7. Click Save button; your Dashboard will now be T Checklist for guidance on

which key dashboards are
needed for Invoicing.

visible on the Dashboard tabs at top of screen.

0 HF;:WCA

0 SAE'QT\CATIDNS APPLICATIONS
Return to Table
Of contents My Applications - Total 31



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

Customizations of BEETS Dashboards

BPA Energy Efficiency Tracking System

Dashboards provide easy access to the relevant information in fewer ‘clicks’. BEETS allows users to customize the home page display
after log in. These personalized dashboard views can be created with one or more sections (or ‘Panels’) to display programes,

applications, and/or functionality in a single page view.

Configuration Options: From the dashboard home page,
click on the white Gear icon in the upper right hand corner

to see configuration options.

Click Edit Delete
APPLICATION =
Dashboard to add . Dashboard y

or remove widgets)

Click to Show or | ‘
I Conh Dashboard
Hide Dashboard onfigure Uashiboards

(unfilled is hidden) |

oms i

Il

0 Applications

D £ |

® My Dashboard ~2° 7 *¢

Set as Default

= Add Dashboard
Drag and drop to Reorder .
Dashboard tabs up top i

— P

Return to Table
of Contents

Dashboard

Ui

Move or Resize Dashboard Panels: From the
dashboard home page, you will see the options
below for each panel displayed.

Drag and Drop the
Dashboard Panel to |
move panel up or

82 Applicatio dO Wn _ m
|

U ZFriications U sFriicamions
My Applications - Total
Applications & Avg Time

Existing Applications v This Month "
: ! 4
Click and hold to | P
Move or Resize J
Dashboard

32



Adding Bulk Uploader Widget to Dashboard (also covered in BEETS One-Time Setup Checklist) @BEETS

Follow the steps below to perform the one-time process of adding the bulk upload widget to your BEETS Dashboard. This must be
completed before you can upload a template into the system. NOTE: If you do not see this option available, it is likely a permissions
setting that needs to be applied. Please contact your EER for assistance.

Summary of Steps:

1. From the Dashboard tab, click on the Gear icon in the
upper right hand corner and a Configure Dashboards
screen will appear.

Click on Add Dashboard.
A new screen will appear, click on Add Widget.
Select Application Bulk Uploader from the drop down list.

If desired, add a custom title reference in the Title field.

Click the Save button at the bottom.

You will be returned to the Dashboard screen, and
the Application Bulk Uploader widget will now be
visible and ready upload your program template(s)

N o kA W D

ype *

Widgets

Type *

Application Activity Graph

Application Bulk Uploader

Application Summary

Widgets

X

Application Bulk Uploader w

itle

Bulk Uploader

Configure Dashboards n
ADD DASHBOARD

(x) Add Dashboard
Name *

by Dashboard

O Set As Default

(Z) Add Widget

:/sIONDSM

B2 My Dashboard [

Return to Table
of Contents

See Application Entry via BEETS Upload Template’ for instructions on how to upload.

Bulk Uploader

Select Utility *
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Creating applications in BEETS




Types of Application Entry in BEETS @\BEETS

There are two ways to enter applications in BEETS. The entry method varies depending on the program type and
must be followed to ensure application is processed properly:

Bulk Upload Manual Entry

UES Measures ¢ For Bulk Upload Programs, application

e71try must be done through the Bulk Upload
Template and should not be manually
entered directly in the system. If this entry
guidance is not followed, the workflow may
not work properly.

Non-Residential Lighting Program
Custom Projects Option 2 (C2)
Non-Reportable Program

BPA Managed Programs (BPA ONLY)
Custom Projects Option 1 (C1)

NI N NN

Step by Step Instructions:

* |Instructions for Entry via Bulk
Upload Template

Custom Programs
Small Compressed Air (SCA)

e |nstructions for Manual Entry
via ‘New Application’ button

Energy Project Manager (EPM)

Strategic Energy Management (SEM)

Re-Conductor & Transformer Upgrade

AN NI N NN YR

Performance Payments

Return to Table
of Contents 35
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Application Entry via BEETS Bulk Upload Templates (1 of 3) @.BEETS

UES, Non-Residential Lighting, Custom Projects Option 2, BPA Managed and Non-Reportable program applications must be entered via
template and uploaded into BEETS using the bulk uploader widget.

-SOME IMPORTANT THINGS TO NOTE:
. Once in the system, each line item will be split into a separate
1. Once you have completed the BEETS Upload ‘application' in BEETS and will process independently.

Template for specific program, log into BEETS. * Upon upload, you will not immediately see your data in BEETS as
data is updated in the system; see here for timing information. Y,

Summary of Steps:

2. You will be directed to the Dashboard screen
(or click on the Dashboard tab if you're
already in the system).

W/SIONDSM

3. From the Bulk Uploader widget (or =2 My Dashboard [
whatever you named it), select the
appropriate Utility and Program from
the drop downs. Seiect sy * Select Program *

BFA-Tacoma Power w UES Measures w

| Bulk Uploader

4. A Select File section will appear. Click
browse or Drop a file to attach to add e o ;
the template to the system. e B — ;

Continued on next page....

>

Return to Table 37
of Contents
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Application Entry via BEETS Upload Templates (2 of 3)

@.BEETS

BPA Energy Efficiency Tracking System

Summary of Steps, continued:

5. The file name will appear in the section indicating it is ready for

upload. (D)

6. Click on the Upload File button (which will now be blue). ®

7. The confirmation screen below will appear; do not re-upload if you
receive this confirmation as it may result in duplicate applications

in the system.

Continued on next page....

Return to Table
of Contents

v

Thank you. Your file has been queued for processing.

< Do another Bulk Application Uipload

If you receive the ‘File Upload
Failed’ error, you may have
attempted to upload a duplicate
file. If truly not a duplicate, try © Flosze o
changing the upload file name

E2 My Dashboard [

| Bulk Uploader

Select Utility Select Pr
BPA-Tacoma Power w LUES I
Selact File =

€ Please select an ads or adsx file which doesnt excesd 20ME in size

® =D

Select File *

i) BEETS UES_Measure Upl
Revisions Reguired messa

act an s or odsx fi

and re-uploading. '@ = upiosdfailes )))
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Application Entry via BEETS Upload Templates (3 of 3) @.BEETS

Summary of Steps, continued:

8. Applications are loaded into BEETS in batches and are not immediately viewable in BEETS upon load; timing on how
soon applications will be viewable in the system varies by program.

* UES, C2, Non-Reportable and BPA Managed: loaded 3 — 4 x per day (recommend you check back the next day);
Click here for exact timing.

* Non-Residential Lighting Calculators: can take 2 — 3 business days to load; email notification will be sent

(pending)
R T T —

9. After the data is loaded into BEETS, an application is created and M e 111 11
viewable in BEETS. Follow instructions here on how to find and @ el 8 $~—
access the application. S N e R R
* If there are no issues, the application will proceed to BPA for W°”‘f.;w ressms e Foms

COMPLIANCE REVIEW. No further action is needed at this | g
time. D
» If revisions are required, you will receive an email notification Swtch o ek o se th st

QC Tech Review

indicating changes are needed, and your application will move
to REVISIONS REQUIRED status; log in to BEETS to correct.

Return to Table m 39
of Contents
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Manual Application Entry via ‘New Application’ Button (1 of 4) @.BEETS

Custom Projects Option 1 (C1), Energy Project Management (EPM), Custom Programs, Strategic Energy Management (SEM), Small
Compressed Air (SCA), Re-conductor and Transformer Upgrade (RT), and Performance Payments must all be manually entered via the
‘New Application’ button accessed from the Application Processing tab.

Summary of Steps:

1. Once you Log In to BEETS, click on Application Processing tab and click Bassas MANAGEMENT
the ‘New Application’ tab.

[ Bookmarks '3 Recent Applications R Mew Application [ HEESeTRTT

Create New Application

2. Select your Utility from the ‘Select Utility’ dropdown. NOTE: Due to ®
system requirements, all Utilities in BEETS start with the “BPA-" prefix.

'

3. Select the appropriate Program from the ‘Select Program’ dropdown. Setect Uty
o EPA-Benton REA
4. Select option that includes “Start Here” ‘from Selct ppicaton Forn
Project Information - Start Here [~] "
the ‘Select Application Form’ dropdown. You - 5 S
must select the option that includes “Start vt nformaton -Sart e . Gustom Projects Option 1

Here” every time you use this manual entry
method to ensure the application is
processed correctly.

"

Salect Application Form

Project Information - Start Here

® DO NOT USE

. canee »

5. Click on “Continue with Creation’ button to create new application.

Return to Table Contlnued on NeXt Page"" .
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Manual Application Entry via ‘New Application’ Button (2 of 4) @.BEETS

) Customer Search _
6. Complete Customer Search section: Functional

€ Please enter Account Number, Email or Last Name to e

Summary of Steps, continued: & Ignore; not J

a) Enter First Name/Last Name

Account Number Emiail
b) Click ‘Search Customer’ button.
c) If no customer name is found, a new customer will be o .
Irs AMe * A5 A= =
created.
Mickey Mouse
d) If a single customer name is found, the customer will o
be linked to the application (click ‘Unlink’ to create a et e
new customer instead)
First Name * Last Mame * Clear
Jen Mancke
@ This customer will be linked to this application. Unlink if you want to create a %

new customer instead. R
75 Select Customer

e) If multiple customer records are found, click the: & s=e

button and a ‘Select Customer Screen’ will appear. AeTAE PUSTOMEROMEER s S =
f) Hover over the record and click the plus symbol to add R s e @ 1
customer to the application. )))

Continued on Next Page....

Return to Table
of Contents




Manual Application Entry via ‘New Application’ Button (3 of 4) @.BEETS

Summary of Steps, continued:

El Project Information - Start Here

7. Scroll down. Complete the Project Information —

Start Here section; minimal information is O s @ s o
completed at this point; fields marked with a red Project Information - Start Here

asterisk * are required and must be completed to Project Contacts

proceed. s Projec Praposal, Complation Regartor Sccging?

Custom Project Proposal (CPP)

8. Scroll down. If desired, click ‘Add

. . ) Equipment

Equipment’ (i.e. Measures), and/or

‘Upload Files’ buttons, but you will et e ©
have the oppo rtunity to prOVide this CATALOGID PRODUCT CATEGORY NAME REFID DATEENTER_ 1 : OUANTITY &
information later in the process. C

Continued on Next Page....
B Files
_____ Files T
] l FILE... FILE MA... FILE ACCE . FILE SECURI... FILETY... FOLD... REF.. T- LS. =

Return to Table »>
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Manual Application Entry via ‘New Application’ Button (4 of 4) @.BEETS

Summary of Steps, continued:

9. Once all information is provided and all required fields

are complete, scroll to the bottom of the application. Cancel

10. Click ‘Create New Application’ button. @

11. An ‘Application Created’ confirmation screen will
appear:

 Click on ‘Open Application’ to view application © Application Created

data. You will be taken to the Application o
Application 0EFF946BASBE409EADAESZE13AS4FE63
Page, or @ succesfully created.

Would you like to open it or create another application?

e Click on “Create Another New Application’ to

start a new application. ()

o learn how to find your application at a later time, reference the Application Processing section of this guide.
eturn to laple
of Contents

QPEH Application [A (¥) Create Another Mew Application
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Application Processing Home Page @\BEETS

The Application Processing page provides access to features allowing you to view and process applications through BEETS. This can be
accessed by clicking on the Application Processing tab from the BEETS home page.

Application Processing Options:

* Click on Work Center to build and save AAWISIONDsM
personalized application filters w FUSNIIPN © Accin:(Adpiications | [] Bookmerks | Recent Applications 3 New Applicaton
. - - - SR—— my shared filk=rs &
* Click on Bookmarks to view applications UES Tacoma
APPLICATIONS TASKS Select applications to update:
you have bookmarked for easy access
O 4ny
* Click on Recent Applications to view O Unassigned & exporicsv
applications you personally have recently O fssion=d PROJECT NAME PROJECT NUMBER P
opened O Eresed 0 2q,

PROGRAM 3

O UES Measures TWUEPS1 546920483 VES Messure v, o
 Click on New Application to start a new o E= A e

Tacoma Power

APPLICATION
AL ICATION TWUEPS1 5489204

application. NOTE: This option should only
be used for programs NOT requiring Bulk TWUEPS1548902.. 7
Upload Submittal. ‘ Y

.. Every time you open a new application, a ‘breadcrumb’ will be
@~ created at bottom for easy access to multiple applications. Click
b3y Ignore; not J on tab to open application or X to close.

Return to Table Functional
of Contents

APPLICATION PROCESSING
"‘ Work Center
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@.BEETS

BPA Energy Efficiency Tracking System

Work Center: Finding Applications via Work Center Filters

Work Center is a feature within BEETS that allows users to easily build and save filters to find and access subsets of applications. Some
key features are listed below. Continue onto the next pages for more detailed instructions on how to use Work Center.

Further refine filter results by defining criteria in the
application fields headings; be sure to use asterisks

before and after search term (i.e. *Miller*)

Export search results

Center [A ‘a'l Assigned Applications [l Bockmarks ™ Relyt Applications Mew Application E3 Scan Queus

Create custom filters based
on Utility, Program, and s

my shared fiters e-
shared fitars from othars e

Filter "UES Tacoma" o\, UES Tacoma

Project Status

C1 Tacoma Liility
EPA-Tacoma Power PROJECT NUMEER STATUS Configure Columns
© UES Tacoma )
Program *Smith* @) project name
UES Measures
APPLICATION TASKS LES_PEK_022022_D600am__Maha. TWUEPS1548957710 Project Revisions | @D project number

® Madification, Invalid Data, Address Not D assigned
/ gnore, not Validated, Non-Reportable Application UES_PEK,_033022_D600am_Pode. TWUEPS1548957714 Compliance Inftial e e
. Completed, Project Revisions Required,
FunCtIOna/ = Document Upload Required, Data JM-Test 031621 TWUEPS1548902:

Return to Table
of Contents

(2} Add New Fitter

S = 0o

Project Statuses

Application Completad, Application
Cancelled, Admin Hold, Application
Denied, Ready to Invoice, Invoice
Received, Oversight. Correction-
Application in Progress, COTR
Correction Review, Correction-Return for
Modification, Project Submittal, Project
Upload Submittal, Compliance Initial
Review, Application Approved, Pending

Validation Check, Oversight Ukility
Retumn Review, Mizaing Required Fields,
QG Tech Review, Compliance Utility
Return Review, Compliance BPA Return
Review, Oversight BPA Return Review,
Oversight Document Upload, Return
Tech Review Oversioht Selected Field

Eelect applications to update:

JOOO0OO0OODOODODODOOOoOOD.

UFG_032X22_AM_Missing Site ID_.

UFG_032222_AM_Invalid RefMo_C...

UFG_032222_AM_Future Completi.

UES_JM_032922_01 00pm_Invelid.

UES M 032922 (01 00pm._Imvalid.

UFG_032222_AM_Invalid Refho_B...

UFG 032222 AM Missing Site 1D

& Export CSV

TWUEPS1548020483 Complisnce Initial 0 sians

& utility

TWUEPS1548020426 Compliance Initial

00 program

TWUEPS1 548920466 Project Revisions |

0D premize nams

TWUEPS1548932734 Compliance Initial

Configure columns to
mwersisesss cystomize the fields you see

TWUEPS1 34852045

LANTIE e 1| rE:: E‘-‘ B T el

TWUEPS1548920427 Comoliance Initial Review BPA-Tacom:
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Work Center: Adding a New Work Center Filter (1 of 2) @.BEETS

Work Center allows users to create custom application filters based on Utility, Program, and Project Status. These filters will be saved

in your account for future use.
y f f = Add Mew Filter . ‘
Summary of Steps: AWIsiONDsm oy - Tvpe into form
yrll e (5) Assigned Applications MY EPA-Tacoma Power = f ields to f llterf eir

1. From BEETS home page, click on Application more specific results.

Program =

my shared fiters G

Processing tab; you will automatically be

3 Filters . - : :
shared fiters from othrs 5 Cust Er Op 2 K
taken to Work Center. : e
e Project Statuses *
2. Click Add New Filter text. COmpliance ® Filter List c[/
UES Tacoma B S=lect Al
3. Select the desired Utility, Program, and UES Tacoma A B Airecs Not \alidatnd
Project Status from the drop down menus. I- S

B :pplication Cancelled
B :pplication Completed

4. |If desired, click Add Program to Filter text to add an additional program
and/or Utility to the same filter.
{=} Add Program to Filter

5. Click Create Filter button at bottom.

Continued on next page.... Create filter Cancel

Return to Table »)

of Contents




Work Center: Adding a New Work Center Filter (2 of 2)

@.BEETS

BPA Energy Efficiency Tracking System

Summary of Steps, continued:

6. Enter the Filter Name when prompted, and click the Save button.

I ‘k Work Center [/ @ Assigned Applications D Bookmarks D Recent Applicat m |
Cancel

my shared filters @
shared filters from others e

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

8. Click Show Results button on
bottom left to see results.

‘:O:- If you cannot see your filters here
= after creation, try zooming out

using the Ctrl + Minus (-) keyboard

shortcuts for a better view.

J

Return to Table
of Contents

49 Filters

(® Add New Filter

Benton REA - UES
Benton REA - UES_C1_NRL
Blachly-Lane UES
Blachlv-Lane UES C1 NRL

APPLICATIONS TASKS

O Any

O Unassig®
Assigne
@) to:

Created
O by:

Filter "Benton REA - UES"
)< )T)(®

Utility
BPA-Benton REA

Program
UES Measures

Project Statuses

Final Data Mismatch, Final Data
Validation, Application Completed,
Application Cancelled, Admin Hold,
Application Denied, Ready to Invoice,
Invoice Received, Oversight,
Application Form Correction
Processing, Correction Compliance
Review, Correction-Return for
Modification, Project Submittal, Project
Upload Submittal, Compliance Review,
Application Approved, Pending
Modification, Invalid Data, Address Not
Validated, Non-Reportable Application
Completed, Revisions Required,
Technical Review Documentation
Upload, Data Validation Check,
Oversight Revisions Required, Missing

= Create Filter

Filter Name *

y

<] R
-'O'-C/ick on the blue < icon to hide the

LA filter details from view and
expand the search results window.

X Ignore; not FunctionalJ
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Work Center: Filter Options @.BEETS

See below for options available to customize the Work Center filters you created. R—

DASHEDARD
PROCESSING

-l AR S (C) Assigned Applications [[] Bookmarks =

Steps to access Work Center Filter Options.

1. From the Work Center page, click on the filter you would like to edit or delete. 2 Fmer; ddN“Fh =
2. Click onthe ' symbol to Show Filter Details. ;L:Tm . ———
3. You will now have the following options to adjust existing filters:
* Edit Filter: Edit existing filters (see next page for instructions)
. Sha@ter: Ignore, not functional
* Delete Filter: Permanently remove filters. y = a;:;c;rting ‘
« Set as Starting Page: Filter will automatically show when y Edit Filter | Filter "UES Tacoma’ >
you access Work Center. B Ak bise Fi P ® 0 o
Delete Filter |

Return to Table Functional
of Contents

® Ignore; not J
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Work Center: Editing Filters

BPA Energy Efficiency Tracking System

See below for how to edit Work Center Filters you created.

Steps for Editing Filters:

1.

2
3
4.
5

7.

From the Work Center page, click on the filter you would like to edit.

If filter details are not showing, click on the (%) symbol to expand details.

Click on the ¢ symbol to Edit Filter.
Make changes to filter as desired, click the Save button when complete.

A Save Filter form will appear; adjust Filter Name (if desired).

Select “Save as new filter” to keep Save Filter
previous filter, or “Update existing

. . Filter Name »
filter” to overwrite. ki
1 IT-EGDI'I’E
Click Save; your filter changes will O Saveasnewfiter @ Update existing

remain the next time you use it.
m m Cancel

Return to Table
of Contents

AW/SIONDSM DASHBOARD PRoCESS

v Work Center [7 ‘a’l Assigned Applications [ Bookmarks G

2 Filters i 2
() Add New Fitter
C1 Tacoma 2]
€& UES Tacoma Show Filter Details
Filter "UES Tacoma® o r
& = T Q
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Work Center: Showing Filter Results @\BEETS

After adding creating a filter in Work Center, which is accessible from the Application Tab in BEETS, follow the steps below and show and
refine results to easily access applications.

Summary of Steps:

1.

Also Helpful:
* How to Refine Work Center Results

From the Work Center screen, click on the Filter you would like to run. * How to Customize Work Center View

Click the Show Results button on the bottom left.

You will now see the filter results to the right. ‘D:‘ S o1 W12 (203 < 12 B0 etz -
= the filter details from view and

expand the search results
window.

C||Ck on PrOject Iters ..“-T.I-:r-_:_'-,:: g Filter "UES Tacoma” Oém

Number to Open (& Add Mew Fitter 7 < 09 e

application. [acoma Liility

BPA-Tacoma Power PROJECT NAME PROJECT NUMBER PROGRAM STATUS TAGS

APPLICATIONS  TASKS Program O
_— UES Measures P
- o
o My Froject Statuses (0 UESPEKD3E0ZZ_. EPSISABOSTTI0  UESMe "O: Click here to Export a CSV
Application Completed, &pplication = f' f
() Unassigned Cancelled, Admin Hold, Application O urcoszze am_. TWUEPS1543920483 UES Mez Ile Y the SearCh re'SUIts'
Denied, Ready to Invoice, Invaice Ed
e Received, Oversight. Correction- [0 urGoszzez AMI.  TWUEPS1548920428 UES Messures  Complianc.. Mar 22, 2022, 11— 4
e Application in Progreas, COTR 5
Created Cormrection Review, Correction-Return for e e e " - =
P . - . URG_03Z222_AM_F. WUEPS 1348920466 UES Measu Project Rev_. omplet_. Mar 22, 7022, 11-_.
o by Madification, Project Submittal, Project O - N e FasE ’ Sl e ]
i Upload Submittal, Compliance Initial 7
(O With Notes Review, Application Approved, Pend O ues_mo3zozz0 TWUEPS1548952734 UES Measures Complianc... Mar 29, 2022, 5:5..
Maodification, Invalid Data, Addresa Mot
() Ready for Status Change Validated, Mon-Reportable Application |:| UES_PEK_D33022_. TWUEPS13548957714 UES Measures Complianc... Mar 30, 2022, 11-_.
Completed, Praject Revisions Required,
(O With Tags Document Upload Required, Data O M-Testozis2 TWUEPS 1545902440 UES Measures  Application..  Measur. Mar 16, 2022, 1=
Validaticn Check, Oversight Lkility
Ret Review, Missing R ired Field
e i [0 ues.Mo320720.  TWUEPS1548957726 UES Measwres  ProjectRev_  Measwr.  Mar20 2072 55
Show Resdta OC Tech Review, Compliance Utility
Ret to Tabl Retumn Review, Compliance BPA Returm
eturn to lable e - M ez 027797 s TIAN P SARGINAL [ FR— Preinrt B [ F—— Aar 97 WP 11 53
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Work Center: Refining Results @.BEETS

Learn how to refine your search results in Work Center, which is accessible in the Application Processing tab in BEETS.

Summary of Steps:
1. Enter exact search terms in the header fields, or;

2. !I'IMPORTANT !! Utilize asterisks before and after the search term to broaden search to include results that
contain (not just match) the search term. (i.e. *Miller* will expand search to include any results that contain
Miller in that field).

. Ifyou do not see Project Number in your

3. Press Enter key on your keyboard to refine results. - search result screen, go here to learn

4. Click on Project Number to go to the application page. how to add columns to your view.

Optimize your view by double-clicking between the
columns (three vertical blue dots) to Expand
Columns, or click and drag to Reduce Column Size. ‘

@ Export CSV

PROJECT NAME : DATECREATED T} : PROJECTNUMBER : STATUS : PREMISENAME : ASSIGNED : Tz ) &3
O *Smith* double click to expand the column B Q
Tacoma_wx_self 202 Click arrows to b AM TWUEPS1550000.. Readyt... BURRIDG...
O | @
Sort Ascending or |
— Descending. :

Return to Table m
of Contents o4



Work Center: Customizing View (1 of 2) @.BEETS

Options to customize your view in Work Center, which is accessible in the Application Processing tab in BEETS.

@ () https://visiondsm programprocessing.com A Q W e & 7= -4

UTILITY AND

AN, APPLICATION

- Optimize your view by double-clicking between the
’ columns (three vertical blue dots) to Expand
Columns, or click and drag to Reduce Column Size.

Serners

To add or remove columns from your view, click on

N the blue gear icon at the top of Configure Column
window will appear. These settings will be saved
until you adjust.

IJ‘;“I LIV A= ==

shared filters from others @

o applications to update:
Add New Filter

[ Export CSV
CIiCk On the blue arrOW STATUS PROJECT NAME . TAGS F Conﬂgure Columns *
g Click on the #» symbol to the
to Show or h’de .f'lter D 0 ) Reset Column Widths
details right of the column names to
’ i >.) tat =
D Complianc... elc tacoma file RES_1226 Show or Hlde COIumn from q e
results window. ® project na =
O Any D Ready to I... MJP_UIR 3 EVL2 XTUEPSTSS03TZ3T6 Sep 18, 2027, 8o d
project number =
O Unassigned D Complianc... MCP Oversight Flag test 2... XTUEPS1550777849 Nov 4, 2022, 5:50 ... §
Aesioned @) datecreated =
ssigne
O w: D Readytoll.. MJP_UIR 6 EFF xTUErs1 To reorder COIumns, move cursor over =
Created — . .
Oy (O complianc..  elc RES_123050 «uees: the = icon until a hand icon appears, _
then drag and drop column name to N
(O oversight Mike P UIR 2 test9_15_22_..  XTUEPS1 g P =

reflect desired order.

Return to Table 55
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Work Center: Customizing View (2 of 2) @.BEETS

See below for some recommended columns that contain helpful application identifiers.

Scroll down to view Some Key Recommended Columns:
more column options
« status: application Workflow status (i.e. where the application is in the

Export CSV process)
TE = Configure Columns e * project name: user created identifier provided at application entry
) Reset Column Widths * project number: system-generated unique identifier (aka application number)

@®) project name

n datecreated: date and time application was entered into BEETS

@®) project number
2,9:

®) datecreated

import date: for bulk upload programs, contains date and time the import
was picked up by the system

2 » tags: for bulk upload programs (i.e. UES), contains information around
@®) import date . .
revision needed

2,6
®) tags = . . . . ..
» refid: for UES applications, unique system generated ID containing the
291 o) refid = following information:
| Template  pjegsyre Completion Upload Date &
22 o utility -

line item # Re[No Date Time (EST) m
{_A_\ [ 1M : 1 : 1
003_RHVHS1299 272022 0322202211540
Return to Table
of Contents
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Application Processing:
Application Page Navigation & Customization



Application Page Navigation @.BEETS

When you open an application, you will be taken to a landing page specific to that particular application. This is where you can navigate
around application data, check status, and complete tasks required to move the application forward. The page is segmented into
multiple sections. The next few pages dive deeper into how to customize your views and work with applications in BEETS.

Key Sections of Application Page

Application Page
arpucaTion. H#TWUEPS1548952727 | Sisus: Projet Reisions Requied ———rY

Py . i .
dated: Mar 39, 2072, 736 PA Lact Edited: Mar 29, 2072, 7:36 P4 mmmread: MarZ > EES L.I E:;] L l:a' Q Optlons. Lets users

Application Information

. _ customize page

Section: Displays system UES_JM_032922_0100pm_FutweCompletionDatel # | 14CE1BDIJFD7454EBG71 1FSAESECOABE | Tacoma > il Flag= [T © and bookmark,
and user generated data '

g Tags (1) Completion_Date_is_future_date (£} (2 pr’nt, Share, or

unique to application copy application.

Workflow # Forms MHotes L Equipment 4 Documernts Payments Contacts

Sheow Sidebar ()

Workflow
h . Current status ) ) o
F E't:n' 0: Project Revisions Required Ap P lication Data Tabs:
S Srandard Help you navigate to
Workflow & Tasks = 30 T S| T application data
. 0 TASK @ AUTDRAATED () DEFEMDENT B ALTOMATED . .
Section: Allows users to O Dependent including Forms, Notes,
view status and perform A _ Application Form Field Entry Task T e ’ Equipment, and
g o T-AE P - applicable
tGSkS needEd tO move Completed tasks nstructions for Resalving Found Issues e T (T TS E T - Documents
application forward. = — .
Application Form Field Emtry Task - .. _ e Dtz
M e Mar 29, 2022 0 dave nit
O Skipped £ Do youwant to start over? If s, indicate 36 P — applicabie
cancellation reason to move to Application
Cancelled status

Ss=igned Too UTILITY GROUP;

Return to Table 58
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Customizing Your Application Page (1 of 2) @\BEETS

As with many screens in BEETS, the Application Page is highly customizable. See below how to optimize your view.

To customize which tabs (or Widgets) appear in your view,
click on the blue gear icon in the upper right hand corner of the
application page and a Configure Widgets screen will appear.

The tabs above the workflow give you quick

. . . . | Status: Revisions Required (@ 13 Similar Premises
access to various data within the application :

. 11, 2022, 12:02 PM Received: Aug 11, 2022, 11:50 AM Entry Point p
as Categorlzed by the header. ﬁ $ D @ “K' @ @
rroeCTT T P c| Configure Widgets ) % ; \ e e
UES Measure Test 0811222 # 9B6F14A947404DEASVD20E841C66AESB ( .
Click ‘For All Programs’ to save
FOR ALL FOR CURRENT 0
Tags ) _Completion Dat ore_effactive_data 3 (3 E PROGRAMS PROGRAM .‘\ these SettlngS across a”
applications or ‘For Current
Workflow Forms 2 Equipment Documents LAYOUT 1;”.:.5# [E m Programl to save SettingSfOr
| Pin to the Sidebar this application only.
| |
Workflow = @) Forms
Show Current status :3 ment
History e:) Revisions Required = @) Notes »*
Processing mode: Standard z_
To Do tasks 0
— JRY
e RE— = OaEauibment © Click on the ®¥ symbol to the
e left of the column names to

To reorder columns, move cursor over the = icon
until a hand icon appears, then drag and drop column
name to reflect desired order.

® | Show widget Show or Hide Widget (or tab)
from application page.

®) Payments

Return to Table
59



Customizing Your Application Page (2 of 2)

@.BEETS

BPA Energy

Efficiency Tracking System

Click pushpin icon to Pin (or Unpin) to Sidebar to
have tab information show up in the sidebar to
the right. Pinning the Forms tab is particularly

helpful for easy access to application data.

Return to Table
of Contents

Project Name

UES Measure Testing_081122_2 #

Tags (1) Completion_Date_before_effective_date

Workflow

Workflow

Show
History

To Do tasks

Task

A
AD

D

B6F14A947404DEABTD20E841C606AESE

Forms

=

Equipment

Pin to the Sidebar

Current status

Revisions Required
mode: Standard

TASKS TO DO

33

O TASK @ AUTOMATED © DEPEMDENT

Documents #

TASKS COMPLETED

& AUTOMATED

sions Required @ 13 Similar Premises

@ 0 8 & O €

Utility Program R
BPA-Expedition UES Measures 00 > 0 Flags 1 Tags @
Payments Contacts Notes » Location >
Hide Sidebar (3)
Equipment

Click Hide Sidebar to collapse sidebar and increase the size
of the Workflow screen. Click again to Show Sidebar.
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Application Page: Application Information Section @.BEETS

The Application Inform section is at the top of every application page and contains unique application identification |-~~~ - > P

data. about the application. e
Snapshot to show o el

where on the page the! | -

q . . . . o/ uide is referencin

Application Number is the unique identifier J i /

assigned by the system to this application only. This

Time stamps show field is the best way to search for vour application. _~<>r_ Click > to see
date and time of key = more data.

application actions*

arrucaTioN FTWUEPS1548920424 | | St=tus: Project Revisions Required @ 19 Similar Premises
Undated: Mar 22, 3032, 12:41 PR4 Last Edited: har 22, 2027, 12-41 PM Recemvedt Mar 22, 3022 11:50 A Entry Poimt: mporied Entm=re=d Byv- SYSTEM I:a D

Ignore this application

UFG_N32222_AM_invalid Refo_MANCKE & 3&&6#@34344%4% number, less helpful coma Power BPA-Tacoma Power UES Measures
than the one above.

003_RHVHS1299_2/17/2

Tags 11} _Bdeazsure RefMo_invalid (5} (2

Workflow o Forms Miotes E Equipmert

Project Name is the '@'For UES applications, the unique system generated Ref ID
customizable name has some useful information to help relate the application
assigned by the back to the upload:

user during Template  Measure Completion Upload Date &

application entry. line item # Re{‘No Date Time (EST)
[ ¥ 1

DO3_RHWHS1299_21 7 2022 _ 0322202211 '=|:] |/

Tags will note any
revisions required

61
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*Time will automatically be EST unless you have configured BEETS your local time zone (see BEETS Profile Customization).



Application Processing:
Completing Tasks and Workflow Steps



Application Page Workflow Overview @\BEETS

The Workflow and Tasks section allows users to check the status of their application and to perform all essential S e e
tasks required to move the application forward. Key elements are noted below. e
- Snapshot to show S
-()- See Workflow Status Reference Guide on the BEETS Training where on the page the
Materials page for more guidance on Workflow status and owners J guide is referencing

Click on the Workflow Tab to

Workflaw TS naVigate baCk to the WOfkf/OW ents Payments Contacts Location History o+ Events >
screen. .
Tasks are actions that are taken to
Workflow licati thin th
. A Cumrent status Workflow Status tells you move application within the
To Do tasks Project He"‘rl_ﬁ-m:;'?_ Required where the app/ication is in the WOI‘kf/OW. Click on task to view
m— —_— process. instructions and/or complete. (See
ask 27 .:—@r"*ﬂ”' e .®E Workflow Tasks for more detail.)
[ Dependent
- - = o
' #@: Application Form Field Entry Task r.-1;r=‘2;:i-:liz Term e 15-
: g o 12:47 Pl 0 days appicails
Colpleted tasks Instructions fior Resolving Found |ssues T
O \Veutomated Created _ Due Dase =
; Application Form Entry Task r.-1ar-22:-.-:li_2 ; .._ T 15
O £ o 12:42 PM il appiicakle
'Q‘TaSk bOX mUSt Updzte Required Fields Scciomed To: UTILITY GROUE:
be checked for _ - ;
ta.SkS to be Application Form Field Entry Task r.-1;r=‘2;:i-:liz T SR 1:
] i o 12:42 B Lin= applicable
VIeWGbIe Do you want to start over? If 5o, ndicate cancelletion reason 1o move to Application Cancelled status

Assigned Ta: UTILITY GROUE,

Return to Table (& Ignore, not helpful J 63
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https://www.bpa.gov/energy-and-services/efficiency/bpa-energy-efficiency-tracking-system/beets-training-materials-and-support-resources

Application Page Workflow: Task Navigation @\BEETS

somchon STWUEPS1S489S2727 | e oot i bt

Tasks are assigned to users or user groups when actions are needed to move the application forward. See below PSS
for details on what information is included in the Task. Tl e IS

Task Type: Detail what type of action
can be performed within the task.

Snapshot to show

Task Description: Summary of where on the page the
—

what info or action is needed. guide is referencing
TSRS T TrSS CORFLETED: . .
o 7esl @ CQhoreren o pepenent 2 )= Assigned To: Details
which group(s) can
Crmated - Dum Dase
Perform Tack e, E - complete a task.
80 8:40 AM e appicabls ‘
Fdd or Update Measures on Project fssigned oo BPA CE EWGIMNEERS; ESICS

EWGIMEERS; UMLITY EROLU=;

This ta=k is a remindsr o review all of your mformation befors you submit.

legse add the measures and eguipment to the project if you have not already done so. For this Project Proposal you only nes
ESTIMATED valuss on all mezsures before con@nuing to the Proposal. Click on the equipment takb and then click the add Equi

gdd Eguipment to the Proposal. Or click the pencil icon next o existing eguipment on the pr
_‘ . '_ . Current status
Q Click on task Compliance
0 . Initial Review

for gu’dance On NO7’;E' lf ylfu see ;creen Processing mode:  Standard

how to complete. to the rignt, you have no S TN e
open tasks to complete, o o @

[ | certify that this task is completed and your application has
moved forward to the
Cancel (& Ignore, not helpful J f , . .
next Step n the Workf/ow. Switch ON tasks to see the list
Return to Table 64

of Contents



Application Page Workflow: Task Types

@.BEETS

BPA Energy Efficiency Tracking System

Tasks types indicate what type of action can be performed within the task. Knowing these is helpful in determining
if actions can be performed in the Workflow screen, or if user needs to go to another part of the application to

complete.

Common Task Types (FOR REFERENCE ONLY):

1. Application Form Field Entry Tasks: Tasks provide
guidance on what action needs to be taken, but users
will need to leave the Workflow screen to complete.

2. Application Form Entry Tasks: Tasks with pop-up forms
that allow you to perform actions in Workflow
window.

3. Perform Tasks: Tasks in which you confirm that all
required information has been provided. Click on task
to certify, submit, and move forward to the next step.

4. Document Upload Task: Assigned when documents
are needed. Click on task and an document upload
screen will appear.

Return to Table
of Contents

wmcann STWUEPS1548952727 | e Pofut i St

Task Type: Detail what type

of action can be performed

within the task. Snapshot to show
where on the page the

guide is referencing

TESES TO DO - TARS DORFLETED:
e ——— il I S—
0 TASK ) AUTORASTED () DEQEMCEN B AUTORATED
Perform Task il 29, 2021 = -
3 0-85 B e oclicakbl=
-] (4] o= Al SEEIERTIE
Add or Update Measures on Project Lzsigned To: BPA C5 EMGINEERS; 25105

ENGIMEERS; UTILITY GROUR:

This task i= a reminder to review all of your information before you submit.

Please add the mezswres and equipment to the project if you have not already done so. For this Froject Proposal you only mes
ESTIMATED walues on 2ll mezsures before oontinuing to the Proposal. Click on the equipment tab and then click the Add Equi
#dd Eguipment to the Propaosal. Or dick the pencil icon next to existing eguipment on the project to edit equipment attribute

] | certify that this task is completed

Cancel
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Application Page Workflow: Completing Tasks @.BEETS

Users must complete assigned tasks to move the application forward in the Workflow. where on the page the

Summary of Steps to Complete Tasks:

1. Click on first task in Workflow.

2. Ifinstructions appear, review and complete action(s)
as requested.

3. If a form appears, complete inputs as requested
from the Workflow screen.

4. Once complete, from the Workflow screen, click on
the task again, and click Save to close task.

5. The Workflow engine will run and a green
confirmation notice will appear at the bottom of the
screen; the task will disappear if complete.

Task successfully updated

6. Complete any remaining tasks in the Workflow

screen until you have no tasks left.
Return to Table m

of Contents

Snapshot to show T ——
guide is referencing

Q If you have multiple tasks in
your Workflow, work through them
o= from top to bottom as some are

5 ... _dependent tasks and may not be
needed. y,

Applicationr

yments Contacts # Location

Ll B not
9:02 AM Uik applicable

-]
2 o
3
Instructions for Resolving Found Issues Assigned To: UTILITY GROUP; UTILITY NO-
EMAIL;

BEFORE COMPLETING THIS TASK, please follow these instructions below to resolve the issues that were found in this application. Once you
are finished making changes, complete this task to move on to the confirmation task.

Utility Review
System |dentified Issues

Instructions To Correct Application Issues

Invalid Future Completion Date - To correct, find the task following this instruction to edit and populate the Completion Date to a
date in the past.

NOTE: If you see screen =
g .. the right, you have no ™2™
open tasks to complete, = o floiine
and your application has
progressed to the next e O sk 0 sce te s
step in the Workflow.
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Application Processing:
Viewing & Editing Application Data



Application Page: Accessing Application Data via the Forms Tab

@.BEETS

BPA Energy Efficiency Tracking System

Application data is stored in ‘Forms’ in BEETS. These forms vary by program and can only be edited by the user
group that is assigned to that specific Form (i.e. Utility, COTR, QC Engineer, etc.) See Common Form Types on next
page for more information on owner and purpose of common Formes.

APPLICATION Status: Revisions Required @ 5 Similar Premises

Click on the Forms Tab to
view application data.

ed: Oct 17,2022, 2:50 PM Point: Imported

Project Name

Villalobos_EE B57BF30F6

ed By: SYSTEM

Q Hover over Forms tab and click | ,,.

@ N a & O

on X to pin Forms tab to Sidebar
Tags Model_Missing () _Cost_Missing ® @ T . . .
@ 9 Va / for an easier viewing and access
Workflow Forms * Notes »* Equipmen.

Forms

BPA COMPLIANCE REVIEW
4

UES IMPORT FIELDS UTILITY REVIEW @ FUNDING DETERMINATION

© Highlighted fields marked with (B administrativand are not s.hown to all users.

'Q The | symbol indicates that
the form is view only and cannot be
edited at that point.

UFES Imnor#Fields
Click on each Form to view
different data inputs entered

BPA OVERSIGH >

at different points in the
application process.

Form: UES Import Fields| [P 0da

> 0 Flags 2 Tags @
Hide Sidebar (3)

Forms

UESWgport Fields >
Utility Review >
Click on > to view >
more Forms. >
BPA Oversight Review >
QC Tech Review >

At different points in the process, form
owners will be allowed to edit data by
clicking on the Edit Form button.

Return to Table
of Contents

somchon STWUEPS1S489S2727 | e oot i bt

Snapshot to show where on the
page the guide is referencing
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Application Page: Common Form Types (1 of 2) @.BEETS

wmcann STWUEPS1548952727 | e Pofut i St

Tags () Model_Missing (x)  Installed_Cost_Missing & (&

Workflow Forms »* Notes * Equipment Documents Payments Contacts

Snapshot to
Forms show where on
the page the
guide is
UES IMPORT FIELDS UTILITY REVIEW ¢ FUNDING DETERMINATION BPA COMPLIANCE REVIEW BPA OVERSIGHT REVIEW QC TECH REVIEW > .
4 4 4 4 4 referencing

Some common ‘Forms’ are described below. The Form names vary slightly by program but generally follow a
common naming convention:

* Import Fields Forms (i.e. UES, LC): Contains a majority of the descriptive application data submitted by utility via
bulk upload including project name, completion date, address, etc. OR

e ‘Start Here’ Forms (i.e. Project Information — Start Here): Contain a majority of the descriptive application data
submitted by utility via manual entry including project name, completion date, company and facility address, etc.

» Utility Review Forms: Auto-populated reference form that displays various system identified issues within
application (i.e. revisions required, duplicates, address validation, etc.)

* Funding Forms (l.e. Funding Determination, Completion Funding, etc.): Auto-populated forms containing estimated
savings and payment information based on EEI% provided by utility.

Continued on next page.... )))

Return to Table 69
of Contents




Application Page: Common Form Types (2 of 2) @.BEETS

s STWUEPSISABIS2TZT | oo o et

Tags () Model_Missing (x)  Installed_Cost_Missing & (&

Workflow Forms »* Notes * Equipment Documents Payments Contacts

Snapshot to
Forms show where on
the page the
guide is
UES IMPORT FIELDS UTILITY REVIEW ¢ FUNDING DETERMINATION BPA COMPLIANCE REVIEW BPA OVERSIGHT REVIEW QC TECH REVIEW > .
4 4 4 4 4 referencing

Continued from previous page:

« BPA Compliance & Oversight Review Forms: Forms completed by COTR that contain compliance and oversight
approval comments and information.

 QC Review Forms: Forms completed by the BPA QC Engineer that contain technical review approval comments and
information.

* Technical Review Forms: Completed by ESI CSE (ESIP) or BPA CSE that contain technical review approval comments
and information.

Return to Table 70
of Contents



Application Page: Adding Notes

@.BEETS

BPA Energy Efficiency Tracking System

Notes allow users to add additional commentary to the application. NOTE: These notes are not personal and will
be viewable by all individuals involved in the application processing.

#Twﬂglpm 548957710 Click on the Notes tab to
view or add notes

(& 17 Similar Premises Status: Project Revereeerreeems . —et30. 2022, 10:104  Click Add Note to

. add new note.
Show detail

@ ADDNOTE

Maote *

R I U § | = ‘=

IHIMPORTANT!!: All notes can
Workflow o Forms 2 Notes  # Equipment Docu be viewed and/or edited by

Snapshot to show
where on the page the
guide is referencing

any user that has access to

application, reqardless of if it

is marked public or private )

Notes (¥) Add Mote @ Export CSV || body
. f
DATE T i USER NOTE REFTYPE @ | —
. ote Type *
Click Export CSV to — : I’
. . m private ) public .
export note details. | = |
Apr14, 2022, 3:56 _ Meed to add o 7 .
AN jmancke S Application E
Apr14,2022,9:47 — ¢ Click to Edit (or | - I |
AM mEEEEEE U View) Note. [p featien Click on =3 to hide, unhide or reorder
columns from Notes window.
E

Return to Table
of Contents

I
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@.BEETS

BPA Energy Efficiency Tracking System

Application Page: Equipment (i.e. Measures) Tab Navigation

The Equipment (i.e. Measure) tab is where application Measure information is stored and can be viewed or edited.

] httpsy//fvi— -7~ — e . e ~ |
Click on the Equipment Tab to

view or add measures.

- For more guidance on how G

to add or edit equipment, see Add VUEPS1549211631
Equipment or Edit Equipment. RS- R SN

Siatus Sratus Updat=d: Agpr 15, 303 P
CShow details
The REFID listed here is a unique

Equipment = Drocur

Snapshot to show
where on the page the
guide is referencing

| ast Edited: Apr 15, 2022, 3:02 A >
Click Export CSV to
export measure details.

system assigned identifier and is only
relevant for UES applications (where it .

Click Compare includes the Measure RefNo). B Export CSV

Equipment to
view measure
details. NOTE:
check box must
be checked.

Return to Table ® Not applicable to BEETS end users.
of Contents

Equiprment
T celected

T Delete Equipment
CATAL . PRODUCT CATEGORY MAKE

67690 LIES LIES - Al

Click to Edit Equipment (or |
View Equipment details) |

Click Add Equipment to
add new measures.

|_|:..:.a®:rnent T  Add Equipment (2

REFID DATEENTERED T§ > &£
Q
RHVHS13664_1 g AL T Al

duplicate)

Click on =1 to
hide, unhide or
reorder columnes.

Click to Clone Equipment (i.e.

Click to Delete
Equipment
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Application Page: Adding New Equipment (i.e. Measures) (1 of 3)

From the Application Page, follow the steps below to add new equipment (i.e. measures) to your application. This part of the system is

particularly constrained by the of-the-shelf dependency, so please follow the instructions carefully.

Summary of Steps:

appucaTion #YAUEPS1550350641 | status: Revisions Required

Sep 28,2022, 9:39 AM Sep 28, 2022, 9:39 AM Sep 28, 2022, 8:50 AM Imported >

@.BEETS

BPA Energy Efficiency Tracking System

PREP: Have the Measure RefNo from the approved
measure list ready.

1. From the Workflow screen, click on the
Equipment tab.

2. Click on the Add Equipment text. NOTE: Some
Programs have an ‘Add Approved Equipment’
option. Do not use this option; it doesn’t work.

3. Select the appropriate equipment type from the
drop down selection(s). Other
4. Click on the Apply Approved Equipment button .
at the top of the ‘Add Equipment’ screen that
appears.
X
Continued on next page... e @ eny e e
| quipment BPA REFERENCE NUMEER
5
Return to Table UES

of Contents

sdfsdf & B13BBFDA9BFB4A1188863C10D104E99D

Tags (2) Missing_or_Invalid_Premise_Address () Measure_RefNo_invalid (S

| (= ADD EQUIPMENT

BPA-Snohomish UES Measures 001_AIRHA4(

l

Workflow Forms b.g Notes Equipment Documents Payments
Equipment B export csv
Select W,
Equipment Add ,c.p uipment (®  Add Equipment ()
PRODUCT CATEGORY NAME REFID DATEENTEF ) 53
b
RECENTLY USED MOST COMMON &" Q
O
s 3 uss (0 Do not use,
P UES- Agrcaiure not functional
¥ UES - All
UES - Commercia @
LES - Industrial Add Eguipment

»
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Application Page: Adding New Equipment (i.e. Measures) (2 of 3) @.BEETS

Summary of Steps, continued:

5.

Return to Table
of Contents |

Continued on next page... B ™=

Select the Measure Type from the dI’Op Epmem ;F’:__LI;S (o) Ejrfm-::u-_'c:uac LIH_:EC:UE@ — ®
down (frequently only one option). BPA_UES .

, =y
Paste the valid Measure RefNo from the (& Do not use,
approved UES measure list in the Ref ID not functional.
field. NOTE: The measure search

functionality within BEETS is not robust
so we do not recommend searching
using BEETS to find a RefNo.

Click the blue Search button to view selection.

The measure you inputted will appear; hover to the right and click Apply Approved Equipment’ to select this measure
(or click View Equipment to view measure details).

LI

& (1) L L | |1r

ROWID REFID MANF MODELMUM

Apply Approved Equipment

64 :  ANDMOA0060 :  Motor Rewind :  Motor Rewind ;))
Apply Approved Equipment
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Application Page: Adding New Equipment (i.e. Measures) (3 of 3) @.BEETS

Summary of Steps, continued: | 8 ® R ——
9. Anew ‘Add or Edit Equipment’ screen with the measure e semen )
information will appear. | oo
- EFA REFERENCE NUBABER
10. Scroll down to view measure details, and click the blue Add | =~ Aowoa00s |
Equipment button to add the measure to the applicatiot B B
11. The Equipment screen will appear with the new measure
listed, indicating that the measure has been added to the :
application. -
12. Return to the Workflow screen to complete any remaining b
tasks (as applicable).
Equipment B Eocsy
||:| PRODUCT CATEGORY NAME REFID DATE ENTERED 1 QUANTITY | % 5 =
D - o |
0 790 UES UES- A 40SDSEEC-274. Jun 20,2022 6:45 &M | —1 | = =

Return to Table 75
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Application Page: Editing Equipment (i.e. Measures)

@.BEETS

BPA Energy Efficiency Tracking System

NOTE: If you are editing equipment as a
result of an invalid refno, visit here for more

detailed instructions.

To Edit Equipment:

1. Click on the Equipment tab.

2. Hover to the right of the measure in the
Equipment screen; some icons will appear.

3. Click Edit icon (i.e. pencil).

4. The ‘Edit Equipment’ screen will appear.

5. Click ‘Apply Approved Equipment’ to input a

new measure.

6. Proceed with Step 5 of the Add New

Equipment Instructions.

—

Tags (1) | Measure_RefMo_invelid & (@

Workdflow Forms -
Equipment
Select
Equipment
CATALDGID PRODUCT CATEGORY
O
[0 &76a0 : UES
X
V4

Edit Equipment

UES-All
RHVHS12992_002

A~

1

A
Aug 20,2022, 9:02 AM

Aug 20,2022, 9:03 AM

MEASURE NAME

Notes Equipment Documents Payments Contacts
Q Export CSV
Upload Equipment T Add Equipment ()
HAME REAID DATE ENTERED T , QUANTITY o3
= o]
. UES-Al : BATIDZT-C. N EHAM B S @ T =
Apply Approved Equipment Edit
ROW NUMBER
2 .
BPA REFERENCE NUMBER
RHVHS12992
Please select from the Approved Measure List above to select a reference number.

Ductless Heat Pumps Manufactured Home - New or Existing

SECTOR

Residential

HEATING ZONE

Return to Table

of Contents

Heating Zone 1
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Application Page: Deleting Equipment (i.e. Measures) @.BEETS

Tags (1 kleasure_RefMo_invalid () ((2) ‘
Workflow Forms » Notes Equipment Documents Payments: Contacts
To Delete Equipment:
. . . Equipment B Eort sy
1. From the Application Page, click s e
H Equipmen phoad Equipment T Add Equipment
on the Equipment tab. e ! ’
CATALOGID PRODUCT CATEGORY NAME REFID DATE ENTERED 1} QUANTITY @
2. Hover to the right of the measure O = Q
in the Equipment screen, some O &m0 : UES : UES-Al : BATIIDZEC. : amA2ERAM 9 (2 B T . =1
icons will appear. () Ar -

3. Click Delete icon (i.e. garbage can).(®)

4. Click Yes to confirm you want to
delete equipment. ()

0 Delete Equipment

#]

=
— Do you want to delete equipment UES - All?
£:59 AM ® £ ® 70 : ==l

Delete © m e

& Do not use, not functional.
Return to Table 77
of Contents



Application Page: Viewing Equipment Information (i.e. Measures)

@.BEETS

BPA Energy Efficiency Tracking System

From the Application Page, follow the steps below to view, edit or delete equipment that has been added to an application. This part of
the system is particularly constrained by the off-the-shelf dependency, so please follow the instructions carefully.

Summary of Steps:
1. Click on the Equipment tab.
Check the box to the left of the measure.

Click Compare Equipment button.

2
3
4. The measure details will appear in a new screen.
5

Click Close button to return to the equipment

screen.

Return to Table

of Contents

Tags (1) Measure RefMo_imalid &) (2 |

WarkcFlos Forms E 4 MNotes Equipment
Equipment
uiprmernt - . .
1 iecl::tec > oo Compare Equipment T Delete Equpment
CATALOGID PRODUCT CATEGORY HAME READ
‘ 2% COMPARE EQUIPMENT
67630 UES 1 Epmenttem—
10 Attributes |
ANNUAL SAVINGS @
& BPAREFERENCE NUMBER GENERATOR BLISBAR
L O CALCULATED BUSBAR { L.
- - FACTOR ANNUAL SAVINGS @ SITE
‘Q‘ CheCk or B COMPLETION DATE (HAHAR)
. B COOLING ZONE BPA REFERENCE NUMBER
Uncheck to view or , :
B LELsUREelE COMPLETION DATE
h I de da ta. — ROWHUMEER COOLING ZONE
@ SECTOR
= TOTAL CO2 FEDUTTION HEATING ZONE
O TOTALDISTRIEUTION
SYSTEM PEAK LOAD MEASURE MAME
REDUCTION (KW)
SECTOR

TOTAL INCENTIVE

TOTAL KWH

Documents

DATE ENTERE

% |

Yy Add mone items to compare

=3 202z
UES - all

2139

All Cooling Zones

All Heating Zones

Gasket Replacement Replace
Pipe Section Gasket WheeHi

Agricultural

2139

Close
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Application Page: Uploading or Viewing Documents (1 of 2)

@.BEETS

BPA Energy Efficiency Tracking System

The Documents Tab is where customers can load supporting documentation for the application; these documents
are viewable by all users who have access to the application (unless Restricted Access is defined, see next page).
Customers can load documentation at any time during the application process. NOTE: This is the method used to

upload oversight documentation.

Return to Table
of Contents

dated: Apr15, 2022, 3:02 P Last Edited: Apr 15, 20F2, 302 P

UES_PEK_(40522_1100am_Mancke_3_DUPE_041522 9am < DSADDDICOEIASE

Click on the Documents

Tab to view or add

documents related to app

somchon STWUEPS1S489S2727 | e oot i bt

Snapshot to show
where on the page the

a 1
Flags Tags -] guide is referencing

Tags (1) = Unigue_Site_ID_Missing (=) (2 /
Workflow Form . HTIEE Documents
Click on Correspondence
to view app notifications
Documents A sent via email
TYPE CONTENT TEM RECIPIENT
FILES sl b Apr-13 202 2<br /= <br f= Pr... Notification to Litity UTILITY GROLIF; R
DATE TJ FILEID FILE HANE FILE ACCESS FILE SECURITY
FILES
Apr19°8g2, . Q3GOFCS0HFRE. § lighting_immice_temp All Access

Q If documents hdve been loaded, this -
FILES icon will appear. Click on this to
expand and view documents.

Payments Click to Upload Files; the
filed upload form will

appear (see next page)

Download All & | Export CSV

FILE TRRE > &
n C
Click to Download All

Documents into a zip file.

Continued on next page... )))
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Application Page: Uploading or Viewing Documents (2 of 2) @\BEETS

Continued from previous page.... NOTE: File Upload
| 2 FILE UPLOAD X Options may vary
. Drag and Drop files or slightly depending
|
| N Browse to upload here. on the program.
—@_ D _E]_nfn_ (E:J_Q_ — T Drop files to attach, or browse i
b e e e e e e e e e e mmmeae ]
Folder + Folder defaulted to Files, no
9ABDDFO7EB9980 > 0 Flags 1 Tags @ FILES y other option.
‘ File Type *
4 ) Select File Type for your reference.
Documents Payments Cont=g: >
A . ) Tags
Click to Upload Files; the file — O Add personalized Tags to help identify or
upload form will appear categorize documents.
Upload FilesB®  Download All & § Export CS5)f T File Access * . .
: (2 File Access Not Functional:
FILE SECURITY FILE TYPE S @ = ’ select any option.
c File Security *
- All Access [~ ] . . . i
e e File Security determines who can view
All Access uppaorting D . ..
’ AllAccess ‘ document; select Restricted Access to limit
Restricted Access *access to those with sensitive document
Click Upload to Upload Docs — | . privileges for a specific utility.

will then appear in FILES list | Cancel m

Return to Table
of Contents
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Application Page: Payments Tab @.BEETS

The application payments tab displays the EEl payment and status of payment for that specific application. See Invoicing and
Performance Payment Guide for more information around how payment processing works in BEETS.

Tags (1) oversight_conducted ® @& Y
Workflow Forms » Equipment # Documents # Payments Contacts
EEl Payment Amount;
o u7ayt ejwhen L Q ) Payment Status:
pop .. F’aym ents ez, et i Ve, J * Entered & Approved: Date that
I (oS e application approved by BPA (i.e
READY TO INVOICE ' PP PP y o ke
. S 861 7 Total Payment S 0 ‘t. ‘@ Payment moved to Ready to Invoice)
: . Available . ‘ aining * Committed: Date the customer it
approved invoice for payment.
Payee:
Populated with Expedition Power J—
payment information | AugT1,2022,5:46 AM
after payment is Payment Type: Check Payment o iﬂsfﬁ:ﬁ'gml 546 AM Amount:
Processed by BPA. _Z heck Date _I neck # 1eck Amount G ga;nﬂiﬂ;gﬁl 550 AM 3861 .70
E Status:
e e o Rebate Approved
Return to Table 81

of Contents



Application Page: Adding or Viewing Contacts

BPA Energy Efficiency Tracking System

The Contacts Tab holds the contact information of various locations associated with an application. This contact information is

populated at application entry.

Edited: Agr 25 3027 492 PM

F'-_:'E:_-: S T R T T JE8FT3ATEBBBAEBFEZ4
Primary Contact Card is auto-
populated by BEETS with the
utility contact information
associated with the application.

BEETS.

Equiprment

o
=

PRIMARY
Tacoma Popser Tacoma Bower

Tacoma Paower

Primary
PO BOX 11007, TACOMA, WA, 38411
10370

Return to Table
of Contents

apPucaTioN FTWUEPS1549252010 | Ststus: Project Revisions Required @ 22 Similar Pramises
' Click on the Contacts Tab to view contacts

ed: Apr 25, 20X 50 P

Tacoma Powe

Documents

S @ €

0 Flags 1 Tags @

assigned to this application.

DO NOT EDIT CONTACTS IN THE
e CONTACT SCREEN; this can cause
unnecessary errors to be triggered.
Contacts should instead be edited in
the FORMS tab.

ek

© Mo contact assigned.

Payments

Portland, OMagZ212

22342 HE 159th fee.

27132 AEs gn contact from thie Other Comtacts li5t O Create new.
Premise Contact Card holds the
contact information of the ® Not applicable to
location of the project or where BEETS end users.
the measure is installed.
82



Application Page: Other Tabs (Location, History, Events, QC) @BEETS

Some additional tabs are available, but have less relevance to BPA customers. If not helpful to you personally, we
recommend you hide these tabs.

R If desired, click on gear icon
8 to hide unused tabs.

y Point: Imported En > @3 D IE] @

Utility Program > 1 Flags 0 Tags @

BPA-Tacoma Power UES Measures

specific action; typically used by system
administrators to help troubleshoot

® Not applic@ble to BEETS end users.

Location History

Location shows address
information around the premise

iated with the application
aSSOC a e e pp C O RTH PLAIN United S(a!es 2
VILLAGE  Postal Service <> SYSTEM = Sent Email: Notification . To: amgarton@bpa.govarlewis... Aug 11,202
| 3
” eass art
yetemyuancelver, v Neighborhood Market
= I Brlo | < » SYSTEM = General Stored Procedur... Aug 11,202 &
2 ARNADA Clark College Stepki Fort Vancouve
HOUCE AN 9 w < 14 School Cents s
ortland VA Medical R < » SYSTEM = Completed Task: Run Ca.. Aug 11,202
Center Fisher House e Burnt Bridge CI Tt
HEIGHTS
HudsonsBayQ < » SYSTEM B Changed App value:EEI_ No Aug 11,202
o / High School @
Google if ez 0ogle Soogle
,,,,,, sy Kerbousc alceicuss S M s 2022 Gooole ETeme o€ Uss < > SYSTEM Changed App value:EEL No AUGTL202 4
2110 E 4th Plain Blvd., Vancouver, WA, 98661 .
of 9

Return to Table
of Contents 83



B O N N E V I L L E P O W E R A D M I N I S T R A T I O N

Common Revisions Required

Correcting common errors to move application forward

Return to Table

of Contents



Revisions Required Workflow Status Overview @\BEETS

s STWUEPSISABIS2TZT | oo o et

‘Revisions Required’ is a Workflow status that is owned by the user who is submitting the
application (i.e. project or measure) to BPA. This status is triggered when additional information or
revisions are needed before the application can proceed to BPA review. While this status can be
found in any of the programs, it is typically triggered in the Bulk Upload programs as part of the
initial data validation performed by BEETS. Users will be notified of any revisions needed via email.

Snapshot to show where on the
page the guide is referencing

appuication FTWUEPS1550000853 | status: Revisions Required
Aug 8, 2022, 9:07 AM Aug 8, 2022, 9:07 AM Aug 8, 2022, 8:50 AM > 5ol QLR QS @3S @ S

Common Revisions Required (click on each for
instructions on how to correct):

1a_Wx_Self 20224 £ 2BC6F93971F44CCEIIF2644F0166CC54 Tacoma Power Tacoma Power BPA-Tacoma > O Flags '3 Tags ©

Workflow Forms Notes » Equipment # Documents Payments Contacts 4 >
e Invalid or Missing RefNo — Measure RefNo not Show Sidebar ©
identified by BEETS rkﬂow Current status
y QD Revisions Required
« Duplicate Applications — Multiple potential otasks o o
duplicate application has been identified = - 31/ omiex @ sowsrm 0 oreror | © | @ anowsren
Dependent
. . . T Application Form Entry Task u_g_ 2 c_:a‘s n(; ’
 Invalid Address — Premise address provided : g o T
. pleted tasks Update Required Fields Assigned To Lé:dlk:-ll:v GROUP; UTILITY NO-
does not match one in the USPS database o | | -
. Application Form Field Entry Task S%_g? ir%quzz C_ ;Ia,as apphcallrl;;
i M|SS|ng ReCIUII'Ed FIE'dS - RGQUIFEd data IS Skipped : Zancel,qpplca-_'on Assigned To: UTILITY GROUP; UTILITY NO-
EMAIL;

missing from the application.

Return to Table 85
of Contents
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Common Revisions Required — Invalid or Missing RefNo (1 of 5)

@.BEETS

BPA Energy Efficiency Tracking System

Most programs in BEETS will require inclusion of a measure (or Equipment) with the application. If an application does not include a
valid measure, BEETS will create a task in the REVISIONS REQUIRED workflow status for the user to correct.

Summary for Steps:

1. User will receive notification via email that the application

has a missing or invalid Refno.

Hello,

BPA has returned the project named Valid Expired 0331 No Previous_081911 with Project
#: XTUEPS1550094638 during compliance review. The reason(s) for this are:

e Missing or Invalid RefNo - To correct, identify a valid RefNo from the UES
Measure list. Then, from the Equipment tab: click Edit Equipment > Apply
Approved Equipment > paste correct RefNo in RefID field > Search > (+) Apply

Approved Equipment > Save to update.

3. Loginto BEETS, and locate and find the application.

4. You will be directed to the Workflow screen, and the
Workflow Status will be in REVISIONS REQUIRED,

indicating revisions are needed.

5. Click on the task and review the instructions.

Continued on next page...

Return to Table
of Contents

#XTUEPS155009463 Status: Revisions Requiced @ 16 Similar Premises
husg 19,2022.1 Aarg 19, 2022, 1201 PM Aug 19, 2022, 11:50 AM — ==

9, 2022 1201 Fm

Valid Expired 0331 Mo Previcus_081511 & BAS44ZBETISSLGAEEN 1 ADSTIEIZFTI 14 BFY-Expedition UES Measures 003_CREPR20157_2/2/2022 08192
Tag e 1@ &
Workflow Ferms Hotes - Equipmern o Docurnents Fayments Car -, Location
Workflow
Sheow Currees. stanss )
Higtony ﬁ Revisions Required
Standard
To Do taskes
) Taga3 v 523 LR
B Task a3 4
O TASK W AUTOMATED © DEPENDENT @ AUTORIATED
O tepend
) Aesoen Appl Formi Fiald Entry k
...... ¥ GROUP. UTILITY HO-
Ca pd
O sencmaned
BEFORE COMPLETING THIS TASK, please follow these instruclions below 1o resolve the issues thal were found in this applcabon. Once you

are finished malking changes, complete this task o move on to the confirmation task

Utility Review

System Identified Issues

Missing or Invalid RefNo - To correct, identify a valid RefNo from the UES Measu st. Ther
Equipment > Apply Approved Equipment » paste correct RefNo in RefiD field > Search

»
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Common Revisions Required — Invalid or Missing RefNo (2 of 5) @.BEETS

Summary for Steps, continued: Tags () Messue ReMoineid @ @ Y
6. C“ck on the Equipment ta b. Workflow Forms » Notes Equipment Documents Payments Contacts
7. Hover over the measure listed in the Equipment PN
Equipment screen. Select |
Equipment Upload Equipment T Add Equipment ()
8. Some icons will appear, click the Edit CATALOGID PRODUCT CATEGORY NAME REFID DATE ENTERED 11 QUANTITY &
icon (i.e. pencil). 0 = Q
O &m0 : UES : UES-Al : BATHDZIC. : 22684 8 (2@ T ;=1

Edit

9. The ‘Edit Equipment’ screen will appear. 1 7 ool Rppreved Bapment

Edit Equipment ROW NUMBER

10. Click ‘Apply Approved Equipment’ button to » 2 2

input a new measure. -
. Ues-al RHVHS12992
Contln ued on neXt page"' ° ;%H-V:HS12992_002 Please select from the Approved Measure List above to select a reference number

Return to Table
of Contents

»
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Common Revisions Required — Invalid or Missing RefNo (3 of 5) @.BEETS

Summary of Steps, continued:
11. Another ‘Edit Equipment’ screen will appear.
12. Select the Measure Type from the drop down (frequently only one option).

13. Paste the valid Measure RefNo from the approved UES measure list in the Ref ID field. NOTE: The measure search
functionality within BEETS is not robust so we do not recommend using BEETS as the Measure RefNos source.

14. Select the desired Quantity (if not ‘1’).
15. Click the blue Search button.

Continued on next page...

X
I y Measure Type * Ref.ID Manufacturer Model

BPA_UES v RHVHS14246 ® ®

Q. Search Reset

Edit Equipment

UES

uES- Al
| Rt &0 Do not use,J

;{;VHSMZ‘LUN .
not functional.

A

1

A

»

Return to Table 89
of Contents



Common Revisions Required — Invalid or Missing RefNo (4 of 5)

BPA Energy Efficiency Tracking System

Summary for Steps, continued:

16. The measure you input will appear. _
17. Hover over the right of the measure and
click Apply Approved Equipment’ to .

select this measure (if desired, click View .
Equipment to view measure details).

18. You will be returned to the Edit Equipment screen;
click the Save button at the bottom to add the
updated measure.

19. You will return to the Equipment screen, the updated
measure will appear.

20. Click on the Workflow tab to return to the Workflow.

Continued on next page...

Return to Table
of Contents

Tags (1 hsure_RefNo_invalid & (®

Workflow

Equipment

Select
Equipment

PRODUCT CATEGORY

O ues

: Motor Rewind

NAME

UES- All

@

!
| L+)

Maods

Apply Approved Equipment

Equipment #

REFID

RHVHS1424_001

.l T SR T TO U IS I

Documen ts Payments #

Conta

Show Sidel

Q Exp|

Add Approved Equipment G) Add Equipm)

DATE ENTERED T2

Sep 1,2022,10:16 PM

QUAN >

»
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Common Revisions Required — Invalid or Missing RefNo (5 of 5) @.BEETS

appucanion #XTUEPS1550118954 | status: Revisions Required @ 66 Similar Promises

Summary for Steps, continued:

21. From the Workflow tab, click on the Application .
Form Field Entry Task — Instructions for Resolving Wordlgue , s

ey &
Found Issues. :

22. Click Save at the bottom to close out the task.

Utility Review

System Identified Issues

is: Revisions Required (@ 66 Similar Premises.

23. A final confirmation task will appear. _—

n Test 082422 6 & DSFD726935F045AD866A7 SCEEBDE4062 Bonneville Expedition

Tags () Measure_RefNo_invalid ® (@

24. Click on task and certify and submit to move e
application forward. e s

25. If all issues have been resolved, the application will EERRRE] || oo s o s s s e
move forward to the appropriate BPA review. 0 s

Return to Table
of Contents
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Common Revisions Required — Duplicate Applications (1 of 6) @.BEETS

For programs entered via bulk upload, BEETS will perform some validation to ensure potential duplicate applications are flagged to the
user. The common fields used to identify duplicates vary between programs, but tend to involve some combination of duplicate Measure
RefNo, Completion Date, Quantity, and/or address. If a potential duplicate is identified, BEETS will create a task for the user to either
confirm the application is NOT a duplicate, or if an error occurred, direct the user to cancel.

Hello,

Summary for Steps: _ . .
BPA has returned the project name UES Measures with Project #: YIUEPS1549991007

1. If3 potential duplication application is during compliance review. The reason(s) for this are:
entered into BEETS, the user will receive _ Duplicate project found.
notification via email.

To view the project please log into BEETS at visiondsm.programprocessing.com and search
for Project #: YIUEPS1549991007

2. Log into BEETS, and copy and paste the
application number from the notification
email into the global navigation search
window to open the application.

Thank you and have a great day!

Curment status

Revisions Required
Standard

3. You will be directed to the Workflow 3g | g | s
. © TATH @ AUTOMATED © DEPENDENT ® ALUTCHSTED
screen, and the Workflow Status will
. . . . . Created - Luyelat it o
indicate that revisions are needed (i.e. _ Application Form Field Entry Task sz go ot
i o 5059 P i zpplicable
REVISIONS REQUIRED) ) Confirm Application Mot a Duplizate Assignad To IE'r'II:'IL"-" GROUP; UTILITY NO-
Continued on next page... ﬂ )))

Return to Table
of Contents
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Common Revisions Required — Duplicate Applications (2 of 6) @.BEETS

Current status
Revisions Required
Standard

TASES TO DD TASES CONFLETED

33 4

O TASK @ AUTOMATED O DEPEMDENT @ ALUTOMATED

Application Form Field Entry Task Aug 12, 2022 5 e : -1-c.t
i o 6:00 PM — zpplicabls

Summary Of Steps’ continued: Confirm Application Mot a Duplicate

ned Ta: UTILITY GROUP; UTILITY MO-
EMAIL;

4. Click on the task referencing a
potential duplicate and review the
If this application is not a duplicate, please enter comments below to confirm and clarify why a similar application was entered. If application

i 1] St ru Ct|0 ns. is a duplicate, please complete the cancellation task below or contact your COTR for assistance.

You may have submitted a duplicate application. Please click on the Forms Tab > Utility Review Form and scroll down to find the application
identified as a duplicate. Search for and open the potential duplicate application and review to determine if an error occurred.

5. Click Cancel button at bottom to - '
close task screen. Utility Review

Duplicate Projecis
Continued on next page....

Reason why this is not a duplicate

Cancel )))
Return to Table

of Contents 94



Common Revisions Required — Duplicate Applications (3 of 6) @.BEETS

Summary of Steps, continued: T ' sl A T2 22, S0PM  Evey Pk Impord - Errat

‘u'ariahle Speed Heat Pumps with PTCS & OFBO227D10014BC6IFBASI01 26506440 BF‘A-.Benwn REA UES- Measures 030_rhwhs11705_7/25/2022_031

6. To view the potential corresponding

Workflow Forms MNotes » Equipment # Documents Payments Contacts Location
duplicate application number, click Forms
tab and click on Utility Review form. (E) Foris

UES IMPORT FIELDS y UTILITY REVIEW ‘ FUNDING DETERMINATION y EPA COMPLIANCE REVIEW 4 BPA OVERSIGHT REVIEW 4 QC TECH REV' >
7 SC ro | I d OW n to t h up/ica te 0 Highlighted fields marked with l@) are administrative and are not shown te all users.
Projects section. Utility Review

8. Copy application number in | T 1L 7y 2.t B pp—

the Dup/icate Project Found setwsupsetsd Aug122022 609PM  LostEdted: Aug 12 2022 6:09PM  Feceved Aug12,2022.550PM 3 @ 0 B & 0 ¢
box. (Keyboard Shortcut: Ctrl -._..... -
Varizble Speed Heat Pumps with PTCS & DFE0227D100714BCEIFBASIN 26506440 BPA-Benton REA > 0 Flags 2 Tags ©
+C) ©)
Workflow Forms Motes o Equipment Documents Payments Contacts o L

9. Click on the Global A Hide Sidebar §)
Navigation Search icon to

. Notes
open the search window.  (F) puplicate projects
) . o (¥) Add Note
Cont’nued on next page".. Duplicate Project(s) Found
@ VBUEPS1549959330

Return to Table
95




Common Revisions Required — Duplicate Applications (4 of 6)

@.BEETS

BPA Energy Efficiency Tracking System

Summary of Steps, continued:

10. Click on Applications in ‘Where to search?’
section.

11. Select ‘Project Number’ under Applications

Search Criteria.

12. Paste ‘Project Number’ (i.e. Application

Number) in keyword search field.

13. Click blue search icon.

14. You will be taken directly to the Application

page.

15. Review application Form information to
determine if duplicate occurred by clicking on
the Forms tab; use the breadcrumbs at the

bottom to compare the two applications.

Continued on next page....

Return to Table
of Contents

Where to search?

Everywhere Application Form Applications CIS Search Contacts Customers Equipment

Equipment Attributes Events Files Invoices Rebates Utility v
Applications Search Criteria

O Everywhere (J AppID ([ AppRefiD (J App Tags Project Number

Keyword to search Project Number in Applications

XTUEPS1550523729

#V/BUEPS1550

ad: Aug 12 2022,

| Status: Revisions Required @ 1 Similar Premise
>

APPLICATION

044721

:09 PM 2 Aug 12, 2022, 6:09 PM eceived: Aug 12, 2022, 5:50 PM

& 0O & O 8
>

Project Nama App IC Lhilit - 3 .
Variable Speed Heat Pumps with PTCS & OFBOZZ7D1 00 14ECEIFBATI0 26506440 EPA-Benton REA Flags 2 Tags (2

Workflow Forms Notes b g Equipment Documents Payments Contacts L >
- |
System Identified Issues Hide Sidebar (3)
Instructions To Comect Applicaticn [ Notes
UES Measures

APTLICATION
VBUEPS15500447

& APPLICATION

~ VBUEPS15499...




Common Revisions Required — Duplicate Applications (5 of 6) @.BEETS

apeuication. #\VVBUEPS1550044727 | Swtus: Revisions Required @ 1 Similar Premise

Summary Of Steps’ continUEd: atus Updated: Aug12,2022, 6:00PM  LestEdited: Aug12.2022 6:00PM  Received: Aug12,2022, S50PM 3 iy S [ = - @' 2
15 Once you have Conf”"med’ return to Or|g|na| Janahlespe;d Heat Pumps with PTCS & -’.;;E:IG:ZZ'."D1EG14BC&9FE.A59012650&—1AD o 8P Benton REA > 0 Flags (2 Tags ©
application USing the breadcrumbs at the Workflow Forms Motes - Equipment # Documents Payments Contacts L>
bottom of the Workflow screen. System Identified ssues | s
Instructiona To Correct Application EEEErEIN
16. If you have confirmed this is not a duplicate: TN © 5.
a) From the Workflow screen, click on the
duplicate task and enter comments as to SopuadsFom PRSI er AT TS
why not a duplicate; NOTE: be as SN RS D i
descriptive as possible to avoid application
being sent back for more information. Utility Review

Duplicate Projects
b) Click Save to close out task.

his is not a duplicate

c) From the Workflow screen, complete any Same messure, but different project

remaining confirmation tasks to move
m Cancel )))

application forward.
97

Continued on next page....
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Common Revisions Required — Duplicate Applications (6 of 6) @.BEETS

Revisions Required

Summary of Steps, continued: Standard
. . . . 33 ';Sﬂ.S-T::\D: - R . 4 -;SG_:flﬂjl:tlT‘ED
17. If application is a duplicate, complete o e ammemT o =
the Steps be,OW or ContaCt your COTR Application Form Field Entry Task _J;H-: 2022 ."_-= e n;t ’
. . i o 6:09 PM ——— apglicable
for ass’Stance' : Confirm Application Mot a Duplicate Assignad To IE:I'JI:I'II:‘r' GROUP; UTILITY NO-
a) Click on the Application Form Field  Application Form Field Entry Task ooz oo o
i O 6:09 P applicable
Entry - Cancel ApplicatiOn task Cancel Application Assigned Tc E;l'ill__':[T GROUP: UTILITY NO-
b) P rOVi d e Cance/lation REGSOI’) as Complete this task only if you wish o cancel the application. Please input 'Cancellation Reason’ below. Once you click Sawve, the application will
move to APPUCATION CAMCELLED stafus.
requested.
g Utility Review
c) Click the Save button to close out Cancellation Reason
task.

Cancellation Reason

m D.Jp|iI:-E|tE
Vz

m Cancel

98
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Common Revisions Required — Invalid Address Error (1 of 3) @.BEETS

Some programs within BEETS validate premise addresses against the USPS database. If a match is not found, an Invalid Address task
will appear. User may choose to correct the address if a mistake was made, or verify that that address as provided is correct.

Current status

Summary of Steps: Address Not Validated
Standard
1. User will receive notification via email that an application s [ =
has an address error. o :
Application Form Field Entry Task Aug 20,2022 erm -
g o 724 AM Dz applicable
2. Loginto BEETS, and copy and paste the application R s To UTLTY GROL
number from the notification email into the global
. . . . . Workflow Forms Notes Equipment # Documents Payments Contacts  # Location
navigation search window to open the application.
Workflow
3. You will be directed to the Workflow screen, and the i @0 address Not validated
Workflow Status will indicate revisions are needed. @ o Y I N
O Dpependent — _—
4. Click on the Perform Task - Review Invalid Contacts task ~ °“ (B)" A el
and rEVIeW InStru Ctlons (Ve rbiage may Va ry Slightly by 0 Automated After reviewing the invalid contact noted in the step above, please update the address and complete this task to proceed back lo Project Entry
program.) O s
5. Press Cancel at bottom of task to close task.
O 1 certify that this task is completed
6. As directed, click on the Forms Tab. pancel )))

returmtoTable | CONtinued on next page....
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Common Revisions Required — Invalid Address Error (2 of 3) @.BEETS

S u m m a ry of ste ps’ co nti n u ed : Workflow ~ Forms  Notes »* Equipment # Documents el [es— »*
Forms

ppppppppppppppp

7. Click on the relevant form that contains the application

© Highlighted fields marked with @) are administrative and are not shown to all users.

addresses; this can vary by program, but is typically the leftmost Project Information - Start Here
form (i.e. ‘Start Here’ or ‘UES Import’ form). NOTE: You must
make the changes in the form; DO NOT CHANGE ADDRESS IN (ot
THE CONTACTS FORM, as it may cause Workflow errors. )
Workflow 3 Forms Notes » Equipment # Documents Payments Contacts  # Loca
8. Scroll down form to review facility or premise address to
determine if correction is needed.
a) If correction is needed, click Edit Form button and correct
and Save changes.
b) If address is valid, no action needed. e
9. Return to the Workflow screen.
Continued on next page....

Form: Project Information - Start Here @ )))
Return to Table
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Common Revisions Required — Invalid Address Error (3 of 3)

@.BEETS

BPA Energy Efficiency Tracking System

Summary of steps, continued:

10. Click on invalid address task to open the task,
and click Save to close.

11. Complete any remaining certification tasks to
move the application forward.

12. If you did not make any updates to the address
because it is correct as written, you will receive a
final confirmation task indicating that you
confirm the address should remain as inputted.

13. Once complete, the application will proceed to
the next step in the Workflow.

Return to Table
of Contents

Current status
Address Not Validated
Standard

ks TODD TAEKS COMPLETED
10 1
© TASK @ AUTOMATED © DEPENDENT ® AUTCMATED

Application Form Field Entry Task

Review Invalid Contacts

The applicafion has identified

one or more conlal
this window. After updating the identified Contacts field. please

the entered addresses

Admin
Address Validation

Invalid Contacts

Premise Invalid

m e

Current status

Address Not Validated
Standard

TAZKS TOBD

O TASK @ AUTOMATED © DEPENCENT

Application Form Field Entry Task
io

Confirm Addresses are Correct

Admin
Address Validation

Confirm Addresses are Valid

8 valiid

Address Not Validated

Created Standard
Aug 21,2022
720 AM
TASKS TODO TASKS COMPLETED TASKS SKIPPED
ed To: UTILI 9 1
O TASK @ AUTOMATED O DEPENDENT O TASK @ AUTOMATED ® AUTOMATED
tacts with invalid addresses. They will be liste
complete the next step, "Upc
Qi Geriomiazk Aug 20,202 0dere not
2 ¢ AM ¥ applicable
L n Contact =
Update Invalid Con e To UTILITY GROUP:

After reviewing the invalid contact noted in the step above, please update the address and complete this task to
procead back to Project Entry status

@ | certify that this task is completed

ubmit Cancel

signed To: UTILITY GROUP:
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Common Revisions Required — Missing Required Fields (1 of 4)

@.BEETS

BPA Energy Efficiency Tracking System

BEETS prevents users from moving forward in the process until all required data are provided. For applications that are entered into the
system via Bulk Upload (i.e. UES, Non-Residential Lighting, Custom Projects Option 2, etc.), if required data has not been provided, the
users will receive an ‘Update Required Fields’ task, prompting the users to provide missing data before the application can move
forward to BPA review. Complete the steps below to resolve.

Summary of Steps:

1. User will receive notification via email that
the application is missing required data.

2. Loginto BEETS, and open the application.

3. You will be directed to the Workflow
screen, and the Workflow Status will be
REVISIONS REQUIRED.

4. From the Workflow tab, click on the task
directing you to provide missing data or to
update required fields (task name and
instructions may vary slightly by program).

Continued on next page....

Return to Table
of Contents

appucation FXTUEPS1550097112 | status: Revisions Required @ 1 Similar Premise

Aug 20, 2022, 8:50 AM Imported

Aug 20, 2022, 9:.02 AM

invalid Addjk_os2022_1 £

4
Workflow

Workflow

Show
History

To Do tasks
Task
O Dependent

O automated

Completed tasks

[ Automated

Aug 20, 2022, 9:02 AM

D35556F4B6BB41E18602855291F9788C BPA-Expedition UES Measures

Forms Notes » Equipment # Documents Payments
Current status
Revisions Required
Standard
33 TASKS TO DO TASKS COMPLETED
O TASK @ AUTOMATED O DEPENDENT @ AUTOMATED
Application Form Created: Term Due Date
Entry Task Aug 20, 2022 . not
s ) ays o
Y 2:02 AM applicable
2 c
Update Required
Fields Assigned To: UTILITY GROUP; UTILITY NO-
EMAIL;
Application Form ~rested Term Jue et
Field Fntru Task Aug 20, 2022 Lo not )))
104



Common Revisions Required — Missing Required Fields (2 of 4)

@.BEETS

BPA Energy Efficiency Tracking System

Summary of Steps, continued:

5. If you have an Application Form Entry task and

an ‘Edit Form’ appears:

a) Scroll down to review form for missing data

as indicated by a red asterisk*.

b) Provide missing data and click Save button
at bottom (which will turn blue when

changes made to form).

Perform Task

TASK

Confirm All Project
Revisions Complete

Aug 20, 2022
9:02 AM

0 days

not
applicable

gned To: UTILTY GROUP; UTILITY NO-

im} W VisionDSM x |+

(%) https://visiondsm.programprocessing.com

ated: Aug 20,2022, 9:02 AM

appucation #XTUEPS1550097112 | status: Revisions Re
Last Edited: Aug 20, 2022, 9:02 AM Re 022, 8™

Invi | d Add s_082022_1 # D35556F4363541ETESOZHESZQ‘I F9788C

Workflow Forms Notes » Equipment #
Workflow
She Currern ?tstus .
History Revisions Required
Standard
To Do tasks
TASKS TODO TASKS COMPLETED
Task 83
© TASK ® AUTOMATED © DEPENDENT ® AUTOMATED

O Dependent

O Automated

Completed tasks

0O Automated

O skipped

Complete this task to confirm all required revisions have been addressed and the applicatio

for BPA review.

Submit

Return to Table
of Contents

Cancel

Application Form Entry A.WZVO 202 Term: Due Dj
UG
ek Odays applica

TASK.

Update Required Fields d To: UTILITY GROUP; UTILITY NO-

EMAIL;
Application Form }; ’;ﬂ :2022 Term -
i ug 20, no
5 fle\d Entry Task S 0days e
Cancel Application S d To: UTILITY GROUP; UTILITY NO-
EMAIL;

Aa X B8 = @

EDIT FORM UES IMPORT FIELDS

Invalid Address_082022_1

EEI Percentage (%

100

Completion Date *

10/03/2021

Federal Facility? *

Yes

Unique Site Iy

Site Name

McDonalds

Street *

Cancel

c) You will return to the Workflow screen. Click on
the ‘Confirm Complete’ task.

d) Click the blue checkbox to certify and submit.

e) If all changes needed have been completed, the

application will move forward to BPA review.

Continued on next page....

»



Common Revisions Required — Missing Required Fields (3 of 4) @.BEETS

Summary of Steps, continued:

6. After clicking, if you see an Application
Form Field Entry Task with instructions:

a) Scroll down to review instructions to
determine what information is
needed. Be sure to note which Form
needs to be updated and which field
needs completion.

b) Click Cancel button to close task
window (NOTE: if you click Save, the
task will disappear, but will reappear
later in the workflow if you try to
move forward without providing
information).

Continued on next page...

Return to Table
of Contents

Application Form Field Entry N Due Date
Yask = Createc I Term Due _n.c;t

10:06 AM 0 days applicable

TASK

Instructions for Resolving

Found Issues Assignad To: UTILITY GROUP:

Utility Review

System ldentified Issues

The below fields indicate issues identified by business rules programmed into BEETS. These issues
require resolution before your application can be submitted to BPA for review:

Instructions To Correct Application Issues

Federal Property Indicator Missing - On the Project Application form page, enter a value into the
Federal Property Indicator field.

»
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Common Revisions Required — Missing Required Fields (4 of 4) @.BEETS

Summary of Steps, continued:

c) Click on the Forms tab to access application data.

d) Click on the specific form that you were directed to

review in the instructions.

e) Scroll down to identify missing field (as indicated by red

asterisk), and click Edit Form button.

f) Provide missing data and click Save.

0 - required property

Form: Project Information - Start Herd m Cancel

g) Return to the Workflow screen and,as instructed, close

out remaining confirmation tasks.

h) If no further changes are needed, the application will
proceed to BPA review (i.e. Compliance or Technical

Review). m

Return to Table
of Contents

Batés Health Science Center & A1FAACB42F0442FF84319A46B54B8404 Tacoma Power Tacoma Power BPA-Tacoma Pc¢

Workflow s Notes b4 Equipment # Documents Payme
Forms

PROJECT INFORMATION - START HERE UTILITY REVIEW BPA COMPLIANCE REVIEW BPA OVERSIGHT REVIEW
’ | 4 4

© Highlighted fields marked with @ are administrative and are not shown to all users

Project Information - Start Here

Site Information

Primary Building Use *

University

Project Information

Form: Project Information - Start Here [l =013

3ates Health Science Center & 4THFAACB4ZH0A442HHB4319A40B5488404 lacoma Power lacoma Power BPA-lacoma Power Custon
Workflow Forms Notes » Equipment # Documents Payments
Workflow
| Current status
show .. .
History Revisions Required
Standard
To Do tasks
TASKS TODO TASKS COMPLETED
Task 30

O TASK @ AUTOMATED O DEPENDENT ® AUTOMATED

O Dependent

Annlication Form Field Entry

107



Oversight

Uploading required Oversight documentation
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Oversight in BEETS — What’s Changing? @.BEETS

Oversight is the review process that BPA performs on a sample set of applications and projects to verify that measures were ordered,
purchased and installed in compliance with BPA’s statutory and financial obligations. In BEETS, if applications are selected for oversight,
customers will receive an automatic notification and then should proceed to upload Oversight documentation* directly into the system.
Customers should NOT use the Bulk Uploader to submit oversight documentation as you will need to resubmit, and it will slow down

the oversight process. Step-by-step guidance follows this page.

What’s changing (and what’s staying the same)?

I1S2.0 (Previous) BEETS (Current)

Reference for Oversight Customer references the IM
. . Customer references the IM.
Documentation Requirements (no change).
. . Oversight selection is based on contents  Individual applications (i.e. measures or
Oversight Selection : . : : .
of a single invoice package. projects) will be selected for oversight
ek . Customer receives a single email Customer receives an automated email
Notifications of Oversight re s . : e
. notification of oversight selection from notification from BEETS for each
Selection . :
COTR. application selected for oversight.
Oversight Documentation Customer submits documentation via  Customer uploads documentation directly
Submittal physical mail or Dropbox. into BEETS
. COTR emails customers with oversight Oversight results are stored in the
Oversight Results - :
results. application page in BEETS for reference.

Re:;’é';:t’eﬁ':'e *Customers should reference the Implementation Manual on BPA.gov for specific Oversight documentation requirements. 109



Oversight in BEETS (1 of 7)

@.BEETS

BPA Energy Efficiency Tracking System

Oversight is performed by completing the step-by-step instructions below.

Summary of Steps:

1. If one or multiple applications have been selected for
oversight, you will receive an automated email for each

application selected.

Compile oversight documentation per the
requirements defined in the Implementation Manual
(found on BPA.gov).

Once all required documentation has been
compiled, log into BEETS.

Open the application by copying and pasting the
application # (or project #) from the notification
email into the Global Navigation Search field in
BEETS. (If needed, more detailed instructions on
how to open the application here)*!

Continued on next page....

Return to Table
of Contents

Tue 10/25/2022 9:51 AM

donotreply@programprocessing.com

[EXTERNAL] An Option 2 Custom Project has been Manually Selected for Oversight in BEETS
To M Mancke,Jennifer L (CONTR) - PEH-6

Retention Pc xpires  10/25/2029

Project # (i.e. Application #) {

FETTIVA

This email is to notify you that the project named small project 6 with Project #: BPC2CR1549658654 has
been manually selected for oversight by BPA. To view the project, please log into BEE 1> at
visiondsm.programprocessing.com and search for Project #: BPC2CR1549658654.

Thank you and have a great day!

@.BEETS

BPA Energy Efficiency Tracking System

B Invoice Dashboard

*Users can also view and access applications by program and status from the Utility & Program Management tab.

x  + - O X
ndsm.programprocessing.c.. A QY e & 1= >

UTILITY AND
PROGRAM
MANAGEMENT

APPLICATION
PROCESSING

83 Bulk Uploader

89 My Dashboard



https://visiondsm.programprocessing.com/

Oversight in BEETS (2 of 7) @\BEETS

appucaTion FXTUEPS1552366164 | si=tus: Oversight Document Upload @ 172 Similar Premises

Status Updated: Jan 24, 2023, 3:38 AM Last Edited: Jan 24, 2023, 3:38 AM Receved: Jan 23, 2023, 6:45 AM Entry Point: Imported Entered By: SYSTEM
Summary of Steps, continued:

TEST_012322_fam_1 & ZD0ABZSTEFI5471C9AFEBEB2Z0215EERBFD Bonneville Expedition UES Measures 001_CHVHI20388_2/1
5. After opening the application

Tags iy (®)

page, you will see your application
iS in OVE RSIGHT DOCUMENT Workflow Forms » Equipment Documents Payments Nates
UPLOAD status.

Workflow
. . Shaw Current status

6. Click on the task to view the Freery & Oversight Document Upload

. . Processing mode: Standard

instructions. To Do tasks

. . . @ T Ry —

7. Per the instructions, click on the O Dependent _ _ .

Documents tab to proceed with O Asomated j Pretorm Teck g gl

uploading OverSight Completed tasks Upload Oversight Documentation Assigned To IEHEI'II:‘FGRCILP:U'I'IUTH' NO-

documentation. O Task

Your application has been selected for Oversight. Please reference the 'Implementation Manwal' for specific
document requirements. Then, click on the Documents fab to upload Oversight Documentation. Once complete,

O Automated retum fo the Workflow fab to close out remaining taskiz) and send the application back to BPA for Oversight

Continued on next page.... Review

O skipped

»
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Oversight in BEETS (3 of 7) @.BEETS

Drag and Drop files or y
Summary of Steps, continued: Browse to upload here. F FILEUPLOAD
8. The Documents screen will appear; click on Upload Files. et Folder defaulted
-~ ~_~ toFiles, no other
Tags i (B 1 L Drop files to attach, opfOws .
R option.
Workflow Forms o Equipment Documents Payments Se/ect File Type for Folder * Bl
your reference. FILES .
Documents
File Type *
FILES CORRESPONDEMCE Jpload Files T Add personalized Tags .
DT FILE ID FILE MAME FILE ACCESS FILE SECURITY FILE TYPE FOLDER REF ID T to help identify or Tags
Categorize documents' ADD NEW SELECT FROM EXISTING
9. The File Upload screen will appear; upload &) File Access Not Flle Access *
: : i . Publi .
document and complete all required fields by | FunCtIOﬁG/, e  Public
selecting the appropriate responses from the drop SIEEE El) O, File Security
downs. NOTE: File Upload options may vary All Access °
slightly by program. All Access .

File Security determines who can view
document; select Restricted Access to
limit access to those with sensitive

Continued on next page.... document privileges for a specific utility. Cancel )))

Return to Table
of Contents 112

Restricted Access

10. Click Upload once complete.



Oversight in BEETS (4 of 7) @.BEETS

BPA Energy Efficiency Tracking System

Summary of Steps, continued:

11. After upload, your documents will appear in the Documents screen.

12. As needed, repeat steps 8 — 10 until all required documentation has been uploaded.

13. Once complete, click on the Workflow tab to return to the Workflow screen.

Continued on next page....

Tags o) (x)
Workflow Forms » Equipment Documents Payments Motes
Documents
FILES CORRESPONDENCE . Export CS
Hover over document name to view shortcuts @ !
pti - FED - FLENaME - FLeaccess - O Edit, Download, View, or Delete. - B
B FILES * C
Jan_ : DCAD. i December: i3 . All Access . QCDocu_ : FILES w & + @17 .
Edit

Return to Table )))

of Contents 113



'Oversight in BEETS (5 of 7)

@.BEETS

BPA Energy Efficiency Tracking System

Summary of Steps, continued:

14. From the Workflow screen, click on the task.

15. If you are ready to submit to BPA, click the Certify and
Submit options at the bottom of the task.

16. Your Workflow screen will clear, the
COTR will be notified, and your Workflow

application will move to E'Ii-l:t:uw @
OVERSIGHT status.

To Do tasks

Continued on next page.... O Dependent

O aAutomated

Mominlafad faeks

Return to Table
of Contents

Perform Task .-a '..':_:1'2023 """ n ctt
+} 330 AM zoolizable
Upload Qversight Decumentation Assigned To: UTILITY GROUF; UTILITY MO-
EMAIL

Your application has been selected for Oversight. Please reference the 'Implementation Manual' for specific
document requirements. Then, click on the Documents fab to upload Oversight Documentation. Once complete,

retumn to the Workflow tab to close out remaining taskis) and send the application back to BPA for Oversight
Review.

certify that this task ia completed
Submit Cancel
Current status
Oversight
Processing mode: Standard
TASES TC DO TAIKS COMPLETED
B AUTOMATED O DEPEMDENT W AUTOMATED

»

114



Oversight in BEETS (6 of 7) @.BEETS

Summary of Steps, continued:

17. Your COTR will then review your oversight documentation and make a determination.

18. If approved, your application will move to READY TO INVOICE status; your application is now ready for the
payment approval (i.e. invoicing) process (see the Invoicing and Performance Payment Guide); oversight is

complete. [END]

19. If NOT approved, your application will move to

OVERSIGHT REVISIONS REQUIRED status.
Proceed to step 20.

20. You will receive and automated email
notification stating that your application has
not passed oversight.

Continued on next page.....

Return to Table
of Contents

Thu 11/10/2022 11:18 AM
donotreply@programprocessing.com
[EXTERNAL] [BULK EMAIL] A UES Project has not passed Oversight in BEETS

To Mancke, Jennifer L (CONTR) - PEH-6
Retention Policy BPA Capstone - 7 Year Paolicy (7 years) Expires 11/10/2029

© Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of

some pictures in this message.

Hello,

This email is to notify you that the project named Testaeg with Project #:
BPUEPS1550812635 has not passed BPA's oversight review. The reasons for this are:

test

To view the project please log into BEETS at visiondsm.programprocessing.com and
search for Project #: BPUEPS1550812635.

Thank you and have a great day!

»
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Oversight in BEETS (7 of 7) @.BEETS

Summary of Steps, continued:

~# EDIT FORM UTILITY REVIEW x
21. Open the application and click on the task to view the form p
containing the oversight comments (alternatively, you may need comerieEedtion
to click on the Forms tab as this can vary by program). Compliance Review Revisions
22. Scroll down the form to the section marked ‘Oversight’ to review
oversight comments (naming varies slightly by program). TS ————
T g g 7~
23. Address each comment by providing a response for each finding e
as requeSted . Oversight Review Reasons
24. Once complete, click the Save button. e U GO UTuTY o, | BPAResten forRemingsppctonto iy forFevsins
_— Due Data Please provide & response for esch finding:
25. From the Workflow screen, upload documentation via the
document task as needed. e /
26. Close out remaining tasks in the Workflow screen to return e | | Ceelton Reasor
application to your COTR; the application will move to CanceeionRessen
OVERSIG HT Status- Cancel
Return to Table 116
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B O N N E V I L L E P O W E R A D M I N I S T R A T I O N

Utilities and Program Management

Accessing applications by utility and program




Utilities and Program Management Page @.BEETS

This page provides quick access to all applications by utility and program. Some functionality within this area is less relevant to BPA
customers, however, this also enables access to utility specific payment functionality that is needed in the invoicing process. The
following pages provide more detail around each screen.

A - While multiple utilities are shown,
Utilities: T o _
ProcessNG , PROGRAM users will only have access to their

dh All utilities [ [RAIZINETS [ Bookmarked Utilities [ Bookmarked Prog _ j specific utilities as assigned at Setup.
Programs:

| B ™W BPA-TW 131 @ . Q [Tl X
UTILITYID T} iOUTILITY i UTILITY CODE
Ll Ll
programs Fayment agprovals | Applications:
E E— - B Start El €§3 D
BPA-Tacoma Power UE 2600 CA1C18C703E44F4BBDBD20AIT8AASI68 Sep 30, 2021, 9:00 PM Sep
154 BPA-Expedition XT Programs
Snapshot Budgets Applications Payments
148 BPA-Grays Harbor Yz STATUS PROGRAMID PROGID UTILITY F
136 BPA-ldaho Falls Power VY Ap plications (@ Create New Application @ Export CSV
143 BPA-Klickitat Y1 UTl.. STA.. A.. PROG... PROJECT # CREATED T 2 PROJECT NAME PREMISELAST| > £
active 2707 B6682ADOF54.. BPA-Tacoma P... )
147 BPA-Peninsula YP Q
active 2594 1C9F7C56725.. BPA-Tacoma P... )
144 BPA-PNGC YM BPA... Ove.. 1F. UES M... TWUEPS1550000845 Aug 8, 2022, 8:50 AM Tacoma_Wx_Self_2022_5 (1)
Active 3046 CA9702CF751... BPA-Tacoma P... F
2
137 BPA-Seattle V8 BPA... Rea... 07... UES M... TWUEPS1550000870 Aug 8, 2022, 8:50 AM Tacoma_Wx_Self_2022_6
Active 2597 CO9E7316D3C... BPA-Tacoma P... F
138 EPA-Snohomish Y4 BPA... Rea... 12. UESM... TWUEPS1550000841 Aug 8, 2022, 8:50 AM Tacoma_Non-Wx_self_2...
Active 2508 0C1F24F3009. BPA-Tacoma P... $
131 BPA-Tacoma Power ™ BPA... Rea... 16... UES M... TWUEPS1550000837 Aug 8, 2022, 8:50 AM Tacoma_Non-Wx_Self_2..
active 2599 9F5BD240F74... BPA-Tacoma P... £
T TR R L PROGRAM UTILTY BPA... Rea.. 1D... UES M... TWUEPS1550000875 Aug 8, 2022, 8:50 AM Tacoma_Wx_Self_2022_4
All utilities UES Measures BPA-Tacoma Pow... active 2600 CA1C18C703E... BPA-Tacoma P... L
-
BPA_. Rea.. a7. UES M... TWUEPS1550000851 Aug 8, 2022, 8:50 AM Tacoma_Wx_Self_2022_6
\" UTILITY AND PROGRAM M. PROGRAM uTiiTY BPA.. Rea.. 39.. UESM... TWUEPS1550000867 Aug 8, 2022, 8:50 AM Tacoma_Wx_Self 20226  amm 1
e All utilities: UES Measures BPA-Tacoma Pow... ==
_— 1 20

7\" UTILITY AND PROGRAM M... PROGRAM UTILITY PROGRAM
oreed All Utilities UES Measures BPA-Tacoma Pow... UES Measures

Return to Table e -
of Contents




Utilities and Program Management: Utility Page @.BEETS

Once a Utility is selected, a Programs page will appear. This allows users to select a specific program to view all applications within those
programs. This also provides access to the Payment Approvals functionality, which is needed to approve invoices. See Invoicing and

Performance Payments Guide for more information. .
Q Click on the gear icon

| Payment Approvals tab is where a customers goes
to hide all widgets except

PR D o to approve invoices. See Invoicing and Performance
.. . N S| Payment Guide for more information; this tab is only Programs and Payment
ilities [2 [ rograms okmal ilities okma g .
viewable to users who have invoice approval Approvals; others are not

value add to BPA users.

_ _ permissions.
UTILITYID 1] iUTILITY i UTILITY CODE
wanen DA IQeUIIa uvwelr m
e ent Folder J
154 BPA-Expedition XT 4E30D44DF12 BRATw 191
148 BPA-Grays Harbor vz 0C351F78ERT Programs Payment Approvals Col‘lﬂgurWidge‘S O% | A
136 BPA-Idaho Falls Power VY B204A5CFF1B FORALL FOR CURRENT
143 BPA-Ifkitat ¥1 A702EOF8578) Programs = o SWO‘ Export CSV
147 DDA Daninasls vo CDBFCAE . . = O Cosily ort CSV
From the Utility and Program Click on a Program Name to view | o | = » p?ims ol| ©
2A154791 =
Management Page’ CIiCk on a o A/l App/iCGtiOnS Within that = @) Payment Approvals Q Q
Utility Name tO VieW a /ISt Of 75257321 Se,eCted Ut’l’ty and Program | Non Reportable P.. B
Programs USEd by that Utlllty' ZrDZDATORS active 2594 1CO9F7C56725.. MNon Residential .. Custom Reb... LC
M' o . o ive 3046 CA9702CF75). BPA-Tacoma P... Performance Pay... Custom Reb... PP
— ® Utility names in BEETS always begin : '
with “BPA ", which is a requirement of ~ = - Click and drag between column S i
the system and irrelevant to end users. e headers to expand or reduce column . Prescriptve..  CA
size to make data more visible. )
Return to Table 119
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https://www.bpa.gov/energy-and-services/efficiency/bpa-energy-efficiency-tracking-system/beets-training-materials-and-support-resources

Utilities and Program Management: Applications Page @.BEETS

After clicking down into a specific utility and program from the Utilities and Program Management page, you can access
all related applications in a list format by clicking the Applications Tab.

procram UUES Measures Click on a Applications Tab to

view all applications within that

Utility Code C Mumber Start
EPA-Tacoma Power UE 2600 CA1C18C703E44F4BEDAD20A978AASSAS sep 30, 2021, 9:00

selected utility and program.
@shot Applications Payments
Click on blue
. . i . . i ® Crea@«.&pplication Q Export CSV gear Iicon to add’
Optimize your view by remove, or reorder
double-c/icking between APPID PROGRAM PROJECT # CREAT... 1: PROJECT NAME APPRE » {8 columns from view
the columns (three +2022_6 @aaQ
vertlcal blue dOtS) to it . 1F716E.. UES Measures TWUEPS1550... Aug B, 2022... Tacoma_Wx_Self_2022}5 007_F 1) C/ICk on SCI‘O// bar or
Expand Columns, or _ A | 2 page numbers to view
click and draa to Reduce I 07BC47... UES Measures TWUEPS1550..  Aug 8,2022.. Tacoma_Wx_Self_2022 § 022_F
g ] more applications.
COIumn Slze, I... 129D3F... UES Measures TWUEPS1550... Aug 8,2022... Tacoma_Non-Wx_Self_2002_5 005_(
EFA-Taco.. Ready 1o ... 16B824... UES Measures TWUEPS1550.. Aug 8,2022... Tacoma_Non-Wx_Self_2032_4 nng

Use headers to search
within results; to do so,
either enter exact field
BPA-Taco... Ready to |.. 398E072.. UES Measures TWUEPS1550... Aug 8,2022.. Tacoma_Wx_Self_2022_¢ VGIUES, or uti/ize asterisks
before and after the search
term to search for partial

&) Not functional; data within a field.

Votcomems | G 0

Click on PI'OjECt #or Project | UESMeasuseed TWUEPS1550.  fhug8,2022.  Tacoma Wx_Self 2022_4

Name to open application. | ) )
UES Measures TWUEFS51550... Aug 8, 2022... Tacoma_Wx_Self_2022_6




Key Links and Support Resources

Key links and information on finding help using BEETS




BEETS Key Links & Support Resources @.BEETS

BEETS Landing Page — Main BEETS informational site on BPA.gov including
announcements, information, and links to training and support resources.

BEETS Site — Submit EEl reporting and invoices

BEETS Reports Portal = Run reports on EEl reporting and invoice data

BEETS Training Materials and Support Resources — Find answers to common questions
and access training resources

Additional questions? Contact your EER.

Return to Table
of Contents 122


https://www.bpa.gov/energy-and-services/efficiency/bpa-energy-efficiency-tracking-system/beets-training-materials-and-support-resources
https://us.visiondsm.com/
https://rp.programprocessing.com/Reports
https://www.bpa.gov/energy-and-services/efficiency/bpa-energy-efficiency-tracking-system/beets-training-materials-and-support-resources

Appendices

Other reference information
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BEETS Bulk Upload Timing @.BEETS

Applications that are bulk uploaded into BEETS do NOT appear in the system immediately, but rather are loaded in batches throughout
the business day. This timing can vary based on the program. See below for the batch times that these are loaded.

HIMPORTANT!! These loads are done across all VisionDSM customers, including those outside of BPA. During busy times, these
loads may take longer to process and there may be a delay in applications showing up in BEETS. If you do not see your upload
appear within the timeframes detailed below but want to confirm, please contact your EER to verify.

DO NOT RE-UPLOAD without checking or duplicate applications may result. D

Non-Residential Lighting Program Timing:

UES, C2, Non-Reportable, and BPA Managed Timing:

When bulk upload is When applications are

When bulk upload is When applications are

picked up (i.e. deadline | loaded into BEETS (i.e. picked up (i.e. deadline | loaded into BEETS (i.e.
to load files) when it shows up) to load files) when it shows up)
8:45 AM PT 9:00 AM PT 8:45 AM PT
11:45 AM PT 12:00 PM PT 11:45 AM PT
2:45 PM PT 3:00 PM PT 2:45 PM PT 2 — 3 Business Days
5:45 PM PT 6:00 PM PT 5:45 PM PT
8:45 PM PT 9:00 PM PT 7:45 PM PT
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Change Log

@.BEETS

BPA Energy Efficiency Tracking System

Version

9/30/22 1.0

11/15/22 2.0

1/26/23 2.1

5/8/23 2.2

Return to Table
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Original Publishing Date

Adjusted list in ‘Application Bulk Entry vs. Manual’ to include SCA, RT
Added Bulk Upload timing slide in appendices

Added new page on common forms and use

Added slide on recommended columns in Work Center

Added some references to the BEETS One-Time Setup Checklist

Added change log
Application Entry via Manual Entry — Added clarification to click on the ‘new application’ tab
Added Oversight Section

NOT YET PUBLISHED:

Removed BEETS@bpa.gov as support resource
Updated BEETS URL

Updated with note about IS2 data in Eastern time zone
Miscellaneous icon and word corrections

Jen
Mancke

Jen
Mancke

Jen
Mancke

Pia
Pimputkar
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