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1. Document Overview

The Online Lighting Calculator (OL.C) User Manual is a comprehensive resource for users of the Bonneville
Power Administration (BPA) OLC. BPA Customer Utilities and Trade Allies can use this manual to navigate
the OLC and submit lighting projects to BPA for approval in BPA Energy Efficiency Tracking System
(BEETS). Trade Allies should work directly with their utilities when working on OLC projects to ensure they
are meeting utility specific requirements. Utilities may have additional qualifications for OLC projects and
measures outside of BPA’s requirements.

Please ensure you are using the latest version of the OLC User Manual saved on the Commercial
Lighting homepage.

Follow the instructions below to begin a hew project. Each section contains relevant screen shots where
the buttons to click are highlighted with a blue oval and the order of the steps is listed with red numbers.

2. User Roles

These are the user roles in the OLC:

1 BPA User: Can view, create, and edit all projects for all utility and trade ally organizations.

1 BPA Administrator: Can view, create, and edit all projects for all utility organizations; view, create,
and edit utility and trade ally (TA) organizations and associated user accounts; and configure
default energy rates, project-level caps, and measure level incentives for all utility organizations.

1 Utility User: Can view, create, and edit all projects for assigned utility organization; approve or
reject invoiced projects; and submit projects to BEETS.

9 Utility Administrators: Can view, create, and edit all projects for assigned utility organization;
approve or reject invoiced projects; and submit projects to BEETS.

1 Trade Ally Users: Can create and edit projects for all utility organizations; view all projects created
by other users associated with assigned trade ally organization; and submit projects for utility
review.

1 Trade Ally Managers: Can create and edit projects for all utility organizations; view all projects
created by other users associated with the same trade ally organization; and submit projects for
utility review.

Note

Currently Utility Administrator and Trade Ally Manager roles do not have distinguishable permissions
within the OLC; however, these roles may be utilized in the future to provide additional functionality to
designated administrative or managerial accounts within organizations.


https://www.bpa.gov/energy-and-services/conservation/commercial/online-lighting-calculator
https://www.bpa.gov/energy-and-services/conservation/commercial/online-lighting-calculator

3. Glossary of Terms

The OLC has been built on an existing software platform. As a result, some of the terms used in the past
with Lighting Calculators (LCs) are different in the OLC.

Online Lighting Calculator
Previous Lighting Calculator
Hancock Cloud MINT
Incentive Willingness to Pay/Total Cost | Willingness to Pay/Total Cost
Invoiced (e.g. sent to BEETS) Submitted to BEETS
Submitted for Utility Review Invoiced (TA to Utility)
Measures Measure ltems
Project Application + Project
Report Report Proposals
Space Area Areas
Utility Energy Consumption
Version (e.g. LC) Allocation (Rate Period)

Hancock Cloud vs. MINT
The OLC is comprised of two components: the Hancock Cloud and MINT.

o Hancock Cloud: This is a web-based portal, accessible via a web browser. It is used to perform
administrative functions, such as creating new projects, reviewing existing projects, assigning
funding sources, and submitting projects for utility review, and to BEETS.

o MINT: This is a downloadable application for a tablet, laptop, or desktop. It is designed for use in
the field, especially in environments with limited internet connection. MINT is the engine that
calculates energy savings and incentives.

The workflow begins in the Hancock Cloud where applications and projects are created. Users then sync
these projects to MINT for data entry and calculations. Subsequently, the updated projects are synced
back to the Hancock Cloud for review and submission to BEETS.

OLC User Manual Updates

Manual Version Release Date Changes Made Sections Updated

3.3 Oct. 17, 2025 Added Sections 4.3 Utility Configurations, 6.3 Assign
to Agency, 8.6 Add a
Decommissioning Measure

3.3 Oct. 17, 2025 Removed Section 12 Adding Users, 13 Utility
Administrator Functions

4.1 Jan. 15, 2026 Section Updates 8.7 Add a Decommissioning Measure
- Updated instructions

4.2 March 26, 2026 Added Section Added section 9.2 for Documentation

Uploads in the Hancock Cloud
4.2 March 26, 2026 Revised for Clarity Entire Document




4. How To Get Started

4.1 Accessing the Hancock Cloud

The Hancock Cloud is accessible using any standard web browser. To log in, click the following link:
https://bpa.hancocksoftware.com/HEEC/#/login.

- -
o fritn' 0 @

Hancock Cloud - Bonneville Power
Administration - Production

Login Name
Password

Change password | Forgot password?

4.2 Requesting an Account

To request an account for an organization or an individual you will email BPA at lighting@bpa.gov. BPA
creates all new utility and trade ally accounts. BPA will create any new Organizations if a new utility or
trade ally requests to be added to the system. The utility and trade ally must provide the name and email
address of each individual to be added.
1 The first individual entered for any organization will be the administrator or manager for that
organization. Other users will be entered as regular users unless otherwise requested.
1 These roles do not presently have distinguishable permissions or settings within the OLC but may
be used in the future to provide additional functionality to designated Admin/Manager accounts at
organizations.

Email your request to lighting@bpa.gov and provide the following:

1 New organization request:
o Organization long name (e.g. Bonneville Power Association.).
o Organizations Short name (e.g. BPA.).
o Theinitial user’s full name and their email (This individual will be designated as the

administrator or trade ally manager for the new organization.).

o Organization type (e.g. Utility or Trade Ally.).

M New account request:
o User's full name.
0 User's Email address.
o Requested account type (e.g. Admin/Manager or User).

New users will receive an email from BPA with their login credentials.
M You must reset the temporary password that is provided.
1 The same user ID/password will be used to get into both the Hancock Cloud and MINT.
o When you change your password in the Hancock Cloud, the updated password is
automatically synchronized with MINT.


https://bpa.hancocksoftware.com/HEEC/#/login
mailto:lighting@bpa.gov
mailto:lighting@bpa.gov

4.3 Changing Utility Configurations

Utilities can request modifications to the following settings within the OLC:
1 Measure level: This pertains to utility pass-through incentives.
1 Project level: These refer to the willingness to pay caps.
1 Default utility rates.
1 Utility contact information for reports.

4.4 Installing and Updating MINT: Apple and Macintosh

You can download the MINT app onto an iPad with the following steps:

1 Open the Apple App Store and search for Hancock MINT Mobile Note
Intake Tool. Mint is not compatible
1 Download and install the app to your iPad. with an iPhone.
o The Apple App Store provides the latest version of the
MINT app.
o Ensure automatic updates are enabled or be
prepared to check for updates each time you use TRy
the app.

o If automatic updates are disabled, manually check
and install updates when available.
91 Fororganizations that do not permit individuals to install
their own software, contact your IT department to ensure
the correct version is installed.

4.5 Installing and Updating MINT: Microsoft
Windows

You can download the MINT app onto your device with the
following steps:
1 Visit the Hancock Software download page:
https://bpa.hancocksoftware.com/mint/.
M Select the appropriate version of the installation for your
desktop.
M1 Download and run the .exe file. An installation wizard will
guide you through the setup process.
1 For organizations that do not permit individuals to install their own software, contact your [T
department to ensure the correct version is installed

Note
Current MINT version: build 1520 (Updated May 19, 2025)

5. Project Flow in the Online Lighting Calculator

5.1 Project Creation and Submission Overview
The following outlines the standard process for creating and submitting a project in the Hancock Cloud
system, as part of the OLC workflow:

1 Step 1-Initiate: The project can be created by either a utility or trade ally user in the Hancock
Cloud.

1 Step 2-Build: The project details for the lighting calculations are entered in MINT.

0)]


https://bpa.hancocksoftware.com/mint/

T
T

Step 3-Submit: The project is submitted to the utility for review in the Hancock Cloud.
Step 4-Upload: Once the project is reviewed and approved, the utility uploads the project to
BEETS

5.2 Project Visibility and Access

All Trade Ally and Utility Users, Administrators, and Managers must have active OLC accounts. Project
visibility is determined as follows:

1
1

= =4

If a Utility User creates the project in the Hancock Cloud, any user or administrator within that utility
organization can see it.

If a utility organization is assigned to the project in the Hancock Cloud, any user or administrator
within that utility organization can view it, regardless of project status.

If a trade ally user starts the project in the Hancock Cloud, any user or manager within that trade
ally’s organization or assigned utility can view it.

If a trade ally is to be involved, they must start the project, as utilities are currently unable to grant
access to an existing project to a trade ally.

BPA users can view all projects at any stage of the project.

BPA’s BEETS will only display a project after the utility clicks the Upload Project button in the
Hancock Cloud.

6. Starting a Project in the Hancock Cloud

6.1 Starting an Application

After logging into the Hancock Cloud, you will land on the Application screen below. Follow these steps to
create your initial Application:

il

Click Application in the left-hand navigation menu to begin.

.l HANCOCK™ 0
= APPLICATION RAINER_UTILITY_AOMIN N Support Sign out
w il SOFTVAKE = c @ st 4 s
[P
3 Mo [ Process All 10 Records A - | e || cioa SaveProfile | Now Application
Frjec
chretmier Chomtn - Commertioms Gomrnmez RO o TS peaze
fovetl
o]
JEp— [PV — saros
[g— V- sascr
D 655809160 3/3/2025 1234 Portland 12345
Jep— s we mtws s
QO WS infomstionmissing Chid endto end st v mas botwa a0
P F— e R
D 65817019 Job Created 2/27 Prod Test 3. 2272025 1 Portland 12345
@ nman | sohcow = vt ma | e me
@ 393573385 Job Created 227 Test 2 2/27/2005 12345 Portland 98000
[ 227 9 i varams ws rowwd  wws
[ S—
@ » mow 1ot ot < (@)
243.03 (Mar 11, 07:16) @ Copyright ©12025 Hancock Software Inc.

1 Click the New Application button located at the top right of the screen.

B HANCOCK
= APPLICATION 2 TRAINER_UTILITY_ADMIN MINT Support Sign Out
B SOFTWARE LUTILTY 0 @ support 4 Sign Out
Weatherization
@ More~ [ ] Process All 10 Records Create Project || All ~ || Filters | Ciear Seard Save Profile ([ New Application
_ Project A
e Client Number  Client Status Customer Name Customer Name 2 Total Monthly 4 0jied Date  Street Project City Project Zip
Income Code
Address.
Project
v (Al v o]
Invoice 0J 129573517 Information missing  Crabtree's Crabapples 3/20/2025 100 Main Camas 98706
i M 149293629 Information missing  Eric Mullendore Auto  John Hairston Automative 3/19/2025 100 Main St Camas 98607
[0 655809160 Job Created 3/3 end to end copy 3/3/2025 1234 Portland 12345
Project Approval
[J 1882784816 Job Created 3/3 end to end prod 3/3/2025 1234 Portland 12345




1 Complete the required contact information in the Application. Any fields with asterisks are required.

Note

1 For clarity, Customer Name should either be the Project Name or a specific site identifier
as this value will be transferred to MINT (e.g., Grocer 1, OR 1234 SE Main ST Grocer).
Customer Name 2 may include any additional project specific details.

1 Customer Contact Name should be the hame of the contact at the physical site.

==

New Application - 0 x
New Application
Application Info
Cancel Save Verify Address Save Settings Unit Info
Contact ~ ~
Customer Name* Customer Name 2 Customer Contact Name Email
Project Street Address™ Project City* Project State” Project Zip Code*
Phone” Alternate Phone Service Address Status Federal Building
Mailing Same As Project Address
Mailing Street Address* Mailing City* Mailing State* Mailing Zip Code*
Application v
Energy Consumption v
1 Click Energy Consumption in the Application section. (Click 1)
9 Click New in the Energy Consumption section. (Click 2)
Application - Bonnie's Bagels - Application received New Application Morew = [ x
Bonnie's Bagels [03/26/2025] X
Application Info  Application Qualification
Cancel s Verify Address Save Settings Unit Info

Application

Energy Consumption Click 1
Click 2.
Utility Comment

Comments

Change History

00]
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Select the appropriate Utility Name from the dropdown menu in the pop up. (1)

Click Save. (2)

Consumption B

Switch tabs by clicking the Application Qualification
tab.

Note:

91 In this section, Energy
Consumption refers to Utility.

§ Utility Rate and Demand ($/kW)
fields will populate with default
values assigned by the utility.
Confirm that these rates are
accurate for the project. If not,
you can edit the values.

[Application - Bonnie's Bagels - Application received

Bonnie's Bagels (03/26/20251 X

Application Infs History

Caneel

Contact

New Application  More = = x

Verify Address  Save Settings  Unit Infa

Customer Name

Customer Name 2

Project Zip Cods

Federal Building

Project Strost Address” Project City Project State
Phona Ahsrnats Phone Service Address Status.
8 Mailing Same As Project Address

Mailing Street Address Mailing City’ Mailing State

Application

Mailing Zip Code

Click the Qualify button.

Application - Bonnie's Bagels - Application received

Bonnie's Bagels [03/26/2025] X

Application Info  Application Qualification  Histary

Client Allocations

Requested Allocations

Allcation

Messages

Allocation Name Messages

Date/Time

New Application ~ More= = [ x

Wap Rank

Select the correct Allocation (Rate Period) (1) by checking the box (2) next to the allocations

available, then close the window.

Application - Bonnie's Bagels - Eligible

Bonnie's Bagels [03/26/2025] X

Application Info  Application Qualification  History

Client Allocations

Requested.Allacatio

Messages

Allocation Name: Messages Date/Time

RP_FY24 FY25 Client is Eligible 3/28/2025 2:07:28 PM

New Application — :
2

Quaiify

Wap Rank




6.2 Creating a Project

These are the steps to follow to create a new project:

Check the box next to the application you want to make into a
project. (1) Note
Make sure to only check one application, do not select multiple
applications.

Click Create Project. (2)

Click OK on the Information popup.

1

==

There should only be one
project per application.

Atternate

vvvvv

You will automatically be brought to the Project section. (1)
Double-click the Project Number to open the project detail screen. (2)

PROJECT 1 ] @ oy +

R Mo~ Process All 11 Records Save Profile Al < Filers

RP FY24 125 824 Chikd 1234, Portland, OR 12345 3372025

Client Name. Project Number  Job Type Allocationfs) Aqency Address County Assessment Date Cantr

In the Project Detail screen:

= =4 =4 -8 -8 -4 -4

= =9

Select the Sector (e.g. commercial or industrial). (1)

Select the Funding Source (usually EEI). (2)

Click Save in the top right comer. (3)

Click the Schedule bar to expand the section if itis not already open. (4)
Click New to add a scheduled activity. (5)

Click the Task dropdown and select Assessment. (6)

Enter the username of the person from your organization who will
perform the assessment in the Person Field. (7)

Enter the Scheduled Date. The project will not sync to MINT until the
Scheduled Date occurs. Select the current date and time to work on it
immediately. (8)

Click Save, then you can close the Project Detail window. (9)

You can now sync this project in MINT.

Project Detail 6 x

Project info @ Clientinfo @ Building Info & Validate B Invoice Project History: Current ~ More ~  All Reports ™) X Cancel
ent Name Bonnie's Bagels 3 3rd location Addre 1234 3rd St, Portland, OR 97123 unty
(555) 555-5555 Client Emai ghtin@bpa.gov tal Cost 00
olied Did T Project Name: 0000000340
e y Eff I EE

Measure Management

Note
This step is
required to sync the
project to MINT.
Only users
assigned to
complete an
assessment here
will be able to view
the project in MINT
after it is synced.



Important considerations for MINT synchronization:

1 All required fields must be completed before synchronization to MINT can occur.

1 To prevent data conflicts and loss, only one individual should have an assessment with an “Open”
status scheduled at any given time. Users should verify the Status column in the Schedule section
of the Project Detalil to ensure this.

91 If multiple users simultaneously sync assessments in MINT, their input will override each other’'s
data in the Hancock Cloud.

9 Strict adherence to the single “Open” assessment rule is essential to maintain data integrity.

Schedule

) @ + New a8 X Total: 1
Activity Task Person Scheduled Date Duration Hours  Status Last Date
Activity Assessmen t TRAINER_UTILITY_USER 9/8/2025, 9:55 AM Open

Measure Management

6.3 Assigning an Application to an Agency

To give a Utility or Trade Ally access to a project, use the Assign to Agency function in the Application
menu:

1 Click Application in the left-hand navigation menu. (1)

1 Click the checkbox for the desired Client Number or Customer Name. (2)

1 Click the More dropdown arrow and select Assign to Agency. (3)

Weatherization

+ Create Project | All v || = Filters | O B SaveProfile = + New Application
Total Monthly .
Customer Name Customer Name 2 oo Applied |
ort
Job Created Bonnie's Bagels 3 3rd location 9/8/2025 *|
Unlock Client
Y 1aoracoues Eligible MRM 8/26 Copy Project Test 8/26/202
0 1702974654 Job Created MRM 8/18 Test 8/18/202!
@ 57731812 Job Created MRM 8/15 self funded retrofit test 8/15/202!

1 In the search box, type in the name of the Trade Ally or Utility you want to add. (1)
9 Click on the specific name of the Trade Ally or Utility you want to select.
1 Click Assign. (2)

Assign to Agency

Agency
Bonneville Power 1
LBonneville Power Administration J

[

X Cancel v/ Assign




6.4 How to Copy a Project

Creating a copy can be useful for generating multiple proposals. Follow these steps to copy a project:

1 Create a destination for the copied project by starting a New Application.
1 Once the new application is created, double-click the Project Number to open the detail screen.

ll HANCOCK
= . PROJECT TRAINER_UTILITY_ADMIN et ign Out
m Bl SOFTWARE L o ° *
Admin G Moe- Process All 11 Records o Save Profile Al Filters Export
Application Client Name Project Number Job Type Allocation(s) Agency Address County AssessmentDate  Contracy
[c]
@ Bonnie's Bagels RP_FY24 FY25 BPA Child 123 ABC St, Portland, OR 97201 3/28/2025
[ slewis childapp 3282025 0000000031 RP_FY24.FY25 BPA Chikd 2323, Aberdeen, AK 55555 3/28/2025
(2] E2E Demo 3/27/25 0000000026 RP_FY24 FY25 BPA Child 27 Main Street, Aberdeen, WA 98888 3/27/2025
@ 3/27 MRM Child Prod Test  3/27 Child Prod Test RP_FY24 FY25 BPA Child 123 NE 9th, Portland, OR 97000 3/27/2025
Project Approval @ 3/3endtoend copy 0000000014 RP_FY24 FY25 BPA Child 1234, Portland, OR 12345 3372025
@ 3/3 end to end prod 0000000013 RP_FY24 FY25 BPA Child 1234, Portland, OR 12345 3/3/2025
[ 373 Product test 3/3 Prod Test RP_FY24 FY25 BPA Child 1234, Portland, OR 12345 3372025
Project Detail a x
ProjectInfo Clientinfo  Building info | Validate  invoice Project History: Curgfht = More ~ All Repgts ~  Save | Cancel
ClientName:  Bonnie’s Bagels Address: 123 ABC St, Portand, OR 97201 Coun Copy Project
Total Cost: $0.00 Completed Date: o] Alocatiens:  RP_FY24_FY25 @
Project Name: 0000000032 Unique Site D1 32 sect
Funding Source:
Notes:
Schedule
& Hew Total: 1
Activity Task Person Scheduled Date Duration Hours ~ Status Last Date
Activity, Assessment Utility Training 3/28/2025, 2:30 PM Opes
Measure Management v
Existing Conditions v
Project Document List v

1 From the Copy Project screen, search for the application you want to copy the project information
to. It is recommended to search by application name or number.
o Click the box next to the correct application. (1)

o Click Copy To. (2)
1 Click OK in the popup window.

Copy Project

2

Last Name

Proposal 2 |

First Name Client Status

| Bonnies Bagels

Eligible
" Information
Child end to end test missing
: John Hairston Information
Eric Mullendore Auto /oS missing
. Information
Crabtree's Crabapples missing
2/27 BPA Child Job Created
2/27 Test 2 Job Created
1234 Job Created
2/27 Prod Test 3 Job Created
3/3 Product test Job Created
3/3 end to end prod Job Created

Street Apartment
123 ABC St

12345

100 Main
St

100 Main

1234
12345
1234
1
1234

1234

State

OR

OR

WA

WA

OR

OR

OR

OR

OR

OR

City

Portland

Portland

Camas

Camas

Portland
Portland
Portland
Portland
Portland

Portland

Certified Date

)

97201 -

Zip

98000

98607

98706

12345

98000

12345

12345

12345

-

12



7. Using MINT

7.1 Initial Steps in MINT

This section will guide you through logging into MINT. You will need your username and password to sign in.
1 Only users scheduled to complete an assessment will be able to see the project in MINT after it
has been synced.
1 To Loginin:
o Enteryour Username. (1)
o Enter your Password. (2)
o Click the Finalize Account Setup button. (3)

=1 Hancock MINT

Signed in as TRAINER_UTILITY_ADMIN

Welcome to MINT

Your account is provided by
QA build 1510 (3-6-2025)

Username TRAINER_UTILITY_ADMIN 1 I
Password =~ wmsesames 2 j

Af

Service URL https://bpa.hancocksoftware.com
| Finalize Account Setup 3 I
nternet Connection Requred

Finalizing account setup...

. Processing step 4 of 10
. Getting Programs...

1 If you encounter issues during account setup, check the following:
o Ensure you are connected to the intemet anytime you sync.
o Confirm that you enter the correct URL https://bpa.hancocksoftware.com.
o If the URL is entered incorrectly, you will receive an error message as shown in the
screenshot below.

Not signed in TRAINER_UTILITY_USER

Welcome to MINT

Your account is provided by
QA build 1510 (3-6-2025)

Username TRAINER_UTILITY_USER m w
Password ST,
Service URL https://notbpa hancocksoftware.com ’

[ Finalize Account Setup ]

Finalizing account setup...

. Processing step 10of 9

Failed: No Connection Exception: REST request failed: Error sending data: (12007) The server name
or address could not be resolved

User: TRAINER_UTILITY_USER

URL: hitps://notbpa hancocksoftware.com

Date: 5/1/2025 8:42:34 AM

Processing step 101 9

Connecting to server...

Stage connect: Finally failed. Cannot ignore this error.

Failed: Exception: REST request failed: Error sending data: (12007) The server name or address could not be resolved

13


https://bpa.hancocksoftware.com/HEEC/#/login

o Ifthe URL is entered correctly, the MINT app will begin connecting, and you will see a series
of progress steps displayed on the screen as the system syncs.

B Hancock MINT - [u] X

Not signed in TRAINER_UTILITY_USER

Welcome to MINT

Your account is provided by

QA build 1510 (3-6-2025)
Username TRAINER_UTILITY_USER m m
Password.  swesasssas
Service URL https://bpa.hancocksoftware.com

Finalize Account Setup

Finalizing account setup...
. Processing step 4 of 9 ~

. Getting Programs...

Processing step 1 of 9

Connecting to server..

Stage connect: Finally failed. Cannot ignore this error,
Faibedt Exception: REST request failed: Error sending data: (12007) The server name or address could not be resolved
User: TRAINER_UTILITY_USER

URL: Mtps://bps hancocksoftware.com

Date: 5/1/2025 &50:52 AM

Processing step 1 of 9

Connecting to server...

Connected to server

Processing step 2 of 9

Getting User Data...

Getting User Data finished

Processing step 3 of 9

Getting Defintions...

Getting Definitions finished

Proceszing step 4 of 9

Getting Programs..

l Copy sync log to clipboard J

o When the setup is complete, the MINT home screen will appear as shown below.

Signed in as TRAINER_UTILITY_USER

3 Projects Filter Projects Q

E2E Part 1 of 6 Video Account

10 Main 5t m ?ﬂ ?

Aberdeen
St At i Dot 4272028 3800 A o Dl ViewPrfact
) TeDox: (0) Completed: (0) Items: (0) Photos: (0) Notes: (0) Measures: (0) Docs: (0]

OLC video Part 1 of 6

27 Main 5t W efd w

Aberdeen

Sice Assessmant Fie, Date 4/10/2025 T:42:00 AM Delgte Diractons Vs Preject
0 TeDio: (0) Completed: (0) Items: (0) Photos: (0) Notes: (0 Messures: (0) Docs: (0)

Demo project 10f 6

45 Main St m d‘ V

Aberdeen
sioe Asvessmant e Date: 471172025 11600 AM Delete  Diractions  Vaew Project
0 ToDo: (0) Completed: (0)  tems: (1) Phatos: (0) Notes:(1)  Measures:(1)  Docs: (0)

Last Sync
57172025
8:51:10 AM
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7.2 Syncing a Project from the Hancock Cloud to MINT

=A =4 =4 =4

B8 Hancock MINT

Signed in as Trainer_utility user

Home
Projects Currently Assigned.

2 Projects Filter Projects Q

E2E Part 1 of 6 Video

10 Main St. m d‘

Aberdeen
Site Assessment File, Date: 4/8/2025 8:38:00 AM Delete Directio
(0000000053) ToDor (0) Completed: (0)

Bonnie's Bagels 3 3rd location

1234 3rd St m d‘

Portland
Site Assessment File. Date: 9/8/2025 9:55:00 AM Delete Directio
(0000000340) ToDo: (2) Completed: (0)  ftems: (3) Measures: (3)

7.3 Building Information

Account

Last Sync
9/9/2025
2:11:09 PM

Click the Sync button, then you will see all the projects assigned to you. (1)
Click Sync All. (2)
Click Close this Window button on the sync screen. (3)
Locate the project and click View Project. (4)

e J({j e J]

Sync Complete

[ R — ]J

success

. Processing step 14 of 14
. 19/9/2025 3:42:45 PM] Disconnected from server

197978467 S o TR A SR AARAR S
[9/9/2025 342:44 PM] Updating Photos and Documents finished
Processing step 11 of 14

9/3/2025 34244 PM] Updating Catalog tems...

[9/9/2025 3:42:44 PM] Updating Catalog ltems finished
Processing step 12 of 14

[9/9/2025 3:42:44 PM] Getting Logos-.

19/9/2025 3:42:45 PM] Getting Logos fnished
Processing step 13 of 14

19/3/2025 3:42:45 PM] Updating User Data-

[9/9/2025 34245 PM] Updating User Data finished
Processing step 14 of 14
[9/9/2025 3:4245 PM] Disc

from server..
connect: Sync Operation Failed: Retrying, Connecting to Cloud Server..

-
8/3/2025 342:45 M) Disconnecting from server..
[9/3/2025 3:42:45 PM] Disconnected from server
8/3/2025 342:45 PM] Disconnected from server

Copy sync log to clipboard

Building Information must be entered first in order to calculate savings and incentives.
9 Click Building Info to begin entering the project information.

Signed in as TRAINER_UTILITY_ADMIN

Aa]

Bonnie's Bagels

Project Overview:

123 ABC 5t

Portiand, 97201
[Project: 0000000032

Client Info
RP_FY2 FY25"

CENl

@ Notes Summary (0)
Operating Schedules (1)

Defaull: defawd On for 12 hows pey e o
a3}

To Do List

Project Results

Lompleted

Watt Savings %

Less than 25%. Does nat Qualify for Savings.

Compleind

Mask Progect as

Done:

Phato Notes

3

Text Mates
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1 Enter general project information and answer the Baseline Eligibility questions. These questions
determine whether the job is qualified as retrofit or new construction.

Hancock MINT

Building Info

Bonnie's Bagels

Moles
Saved Notes... New Note

E. Utility Cap (5]
Willingness to Pay (Lesser of ACDE)
Watt Reduction (%) o
Lsnk"n;'{::!i:g,cr exterior lighting system newly No v
If::;;{;cimy anewy constructed addition to an existing v
:Isgthn:; :::ﬁ?; in the oocupancy type as part of the No v
:isg:ier;;ojma major rencuation for reasons other than || v
Based on your responses the project is defined as: Retrofit v

9 Enter the following Project Information:
o Select Building Type from the drop-down list.
o Enter Estimated/Actual Project Cost.

Hamcock MINT

Building Infe

Bonnie's Bagels

Holes
Saved Motes.. New Nate

Watt Reduction [%) ]
:sonnn;r?:‘ueig_mmgmr lighting system newly No v
;::I-i:;;:-nq anealy constructed sddition to sn exsting v
I-sg::-:; :(t:;:?e in the cocupandy type as part of the No v
:;;r:ﬂ;r;:jm a major renavation for reasons ather than No v
Based on your responses the project is defined as: Retrafit v
Building Type Restaurant v
Estimated/Actusl Project Cast 1000

Note
For new construction projects the
value entered in this field should
represent the Incremental Project
Cost. Reference the Energy
Conservation Implementation
Manual (IM), Section 8.3.1 for a
detailed description of options for
calculating Incremental Project
Cost.

16



1 Enter the Operating Schedule.

Building Info
Bornie's Bagels

aaaaaaaaaa

aaaaaaaaa

Gas/Oil or Biomass

Air cond./ Heat pump

Electricity Vendor: BPA Child

Notes

This will be set as the default schedule for the
entire project; however, it can be changed at
the measure level if needed to account for
differing space types.

If the “Full Year” box is checked, the total will
be 8760 hours, and the day fields will
disappear.

Entering a default Operating Schedule that
matches the schedule of the majority of the
measure will reduce time spent on entering
measure-specific schedules.

Heating, Ventilation Air Conditioning (HVAC).

Notes

This will be used to set the default HVAC
factor for the entire project.

HVAC can be adjusted on a per measure
basis if it is different from the main system.
(e.g., Exterior areas will have no heating or
cooling.)

For retrofit projects please go to Section 8 Adding Measures.

17



7.4 New Construction in MINT

Enter the project in the Hancock Cloud as described above, then sync with MINT.
1 Click the View Project button in MINT.

Hancock MINT

Signed in as TRAINER_UTILITY_ADMIN
Home

Projects Currently Assigned

1 Project

Bonnies Bagels Proposal 2
123 ABC St
Portland

N Site Assessment File.
() ToDo: (0) Completed: (0)

Date: 4/9/2025 3:26:00 PM
Items: (0) Photos: (0) Notes: (0)

Measures: (0) Docs: (0)

Filter Projects Q

Account

W R

Delete Directions [ View Project

1 Click on the Building Info button and begin entering the

requested details to designate the project as New Construction.

B Hancock MINT

Signed in as TRAINER_UTILITY_ADMIN
Project Overview:

H Site Assessment

IN PROGRESS

Bonnies Bagels Proposal 2

123 ABC St
Portland, 97201
Project: 0000000034

Client Info J§ Building Info

"RP_FY24_FY25"

a T
Dane

IAssessment
Date

Operating Schedules (1)

Default: default On for 12 hours per
day

@ Notes Summary (0)

Documents (0)

Note
It may help to add “NC” or
a similar designation in the
customer’s name field or
project name field to identify
the project as new
construction in MINT.

1 Selecting “Yes” to any of the Baseline Eligibility questions will classify the project as New

Construction.
Baseline Eligibility
Is the facility or exterior lighting system newly
constructed? No v
Is the facility anewly constructed addition to an existing
facility? No v
Is there a change in the occupancy type as part of the
lighting project? No v
Is the project a major renovation for reasons other than
lighting? No .4
Are replacement lamps for existing fixtures unavailable
due to federal or state restrictions (e.g. ban on Yes v
fluorescent lamp sales in Oregon)?
Based on your responses the project is defined as: New Construction V
Project Information
Building Type Restaurant v

[ 18 L




1 Complete the Project Information and Space Conditioning sections. Then click the “Back Arrow”.

ior

Building Type Restaurant v
Estimated/Actual Project Cost 35000

Heating Type Electric resistance v
Cooling Type Air cond./ Heat pump v

1 On the next screen:
o Click Items. (1)
o Click the Area slider. (2)
o Click the green Plus circle. (3)

- [ @] e @) e @D gt

9 Ve lnbedbums  Fiter Hems qQ

o In the Area box, enter the name of the Area.
o Click the Plus circle for New Construction.

Area and ltem

New Construction Office Q X H
Search Existing Items and Measures a X Down
Lighting Existing
|New Construction
Recommended Catalog item - (New Construction) » +
Generic item, must be changed
his Ares
—

19



1 Enter the Information for the Interior and Exterior and
click Done.

o The specific information for the Allowances
can be calculated in COMCheck or other
sources for your specific building codes for
your region.

Note
Both Interior and Exterior must have
values input to calculate savings and
incentives.

o Information for Power and Affected Square
footage can be provided by the installer of the
new equipment.

Interior-Hours 3000
Interior-Allowance (Watts) 6665
Interior-Power (Watts) 3630
Interior-Affected Square Footage 10000
Exterior-Hours 4380
Exterior-Allowance (Watts) 305
Exterior-Power (Watts) 140
Exterior-Affected Square Footage 200

Recommended Info for
New Construction

This is a generic item and MUST be changed. It also must have a unique name.

Q Genenal

Notes

Saved Notes... Save Last Note

New Note,

[Intenor—Hours

Interior-Allowance (Watts)

Interior-Affected Square Footage

llmenor-power (Watts)

e ) L Sy s

Interior-Incentive

Recommended Info for
New Construction

Q Genen

Saved Notes...

interior-Adjusted Savings (KWH)

This is a generic flem and MUST be changed. It also must have a unique name

New Note

Exterior-Hours

[En rrrrr Alowance (Watts)

[Exler»al-?cnﬂ (Watts)

[Enemr-.‘mzced Square Footage

e ) e

Exterior-Incentive

20


https://www.energycodes.gov/technical-assistance/software-tools/new-comcheck-web

8. Adding Measures

8.1 Area

Now that the overarching building characteristics are identified, you can begin by adding specific ltems

(measures) to each area.

1 Click the ltems button to add areas and measures (referred to as ltems in MINT).

Bonnie's Bagels
123 ABC St

P o
Project: 0000000032

RP_FY24_FY25
— —
| fem (010

Operating Schedules (1)

Defauwtl defaull On for 12 hours per Documents (0)
aay
To Do List
Project Results
BC Ratio is too Low 10.25] minimum is [05]
Compioted
Watt Savings %

Less than 25%. Does not Qualify for Savings,

@ Notes Summiary (0)

Photo Notes

&

1 The Area slider defaults to inactive (shaded grey).

0 Move the Area slider to activate it, and it will tum green. (1)
o Click the green Plus sign circle to add an area. (2)

- 0/0
vtene [ ww @) oot @) recemmenitton @) st o

Hide Installed Items. Filter Items

Q

No areas have been added to this file yet.

Note
Keep all Sliders on at all times to
avoid incomplete measure entry.

[ 21




1 Enter area details for the existing and replacement equipment in a retrofit project.
o Inthe Areafield, enter the name that you want to use for the Area. In this example, we will
use “Office”. (1)
o Click the Plus sign across from Lighting Existing. (2)

Notes

The area name will appear in the Existing

ltems and Measures section for Area and

ltem

1 Itis best practice to name your Areas and
Measures alphanumerically in the order
you’d like to see them sorted on your
Project Summary Report.

Sowch g b o M o x| (i o Example: 01A, 02A, 03A, 01B, 02B, 03B,

u.lf.TiW Existing ) ‘ + etC_
gt o Rename both existing and recommended

+ measures

ended Cat
Generic item, must be changed

8.2 General Measure Information

The new screen displays the Name, Type, and Measure for the item. You can update these fields as
needed to track specific area or installations. For clarity, the assessor might use labels like Exit Sign,
Overhead, or Wallpacks, to differentiate similar items within a space.
91 Enter the general information including:
o Name - The Project Summary Report lines up measures alphanumerically from the
measure Name entered here. (1)
o Type. (2)
o Quantity. (3)

21 Hancock MINT

Area and Item

Bonnie's Bagels

Item info for Lighting Existing in Office

Offic
This is a generic item and MUST be changed. It also must have a unique name.

Notes

Saved Notes... Save Last Note New Note

Q enen v

Existing Item: Lighting Existing in Office:

Ligh Neme Lighting Existing in Office 1

MINT Message Class is empty!

Gene Type

Recol  Quantity

Recommend Done !

22



8.3 Measure Details and Controls Information

1 Enter the Measure Details. In this example, we will document a fluorescent to LED retrofit.

Hancock MINT - o

Area and Item

nnie’s Bagels

Item info for Lighting Existing in Office

iﬁ This s a generic flem and MUST be changed. It also must have a unique name. - Note
i The Ballast Factor field is automatically
P ——— populated once the top sections are
Q oems v completed.
wl > T10 v B
EW* Category 6ft v B
Ligh | subcategory VHO Lamp/ Mag Ballast v
::: Lamp Wattage (Deemed) 0160 v
E Lamps per Fixture (Deemed) 0002 v ]
Ligh

1 Click the Controls checkbox and
complete the requested information (if

. Notes
applicable).

q Click the Different HVAC and/or 1 The Controls section is for new controls being
Different Hours checkboxes and added as part of the retrofit scope only. The
complete the requested information if the impact of any existing controls should be
measure requires values other than those accounted forin the Operating Schedule
entered in Building Information. entered for the measure.

1 Inthis example, we are adding occupancy
sensor with 10 percent savings.

Item info for Lighting Existing in Office

Area and Item
Bonnie's Bagel

This s a generic item and MUST be changed. It also must have a unique name.
Item info for Lighting Existing in Office

oM
This is a generic flem and MUST be changed. 1t aiso musst have 2 unique name.

o Notes
Notes
Saved Notes... Save Last Note New Note
Saved Notes... Save Last Note New Note:
Q, e v Q Genenal v
Control Class Occ. Sensor v

] contat v .

Sea m
| R Quantity of contrals 1

Ligh W concrol class v

Exist

Quantity of controls Percent Reducticn in Hours 10

Bt
G
Percent Reduction in Hours

§ 7
T

BEE

Ligh

Different HVAC?
Different HVAC?

Recommend Different Hours?

C

23



M1 Click the Recommend button located in the bottom-left comer.

Different HVAC? v
Heating Type No heating v
Coaling Type No cooling v
Different Hours? V
Sunday 24
Monday 24

I Recommend ' Done

8.4 Replacement Items

To effectively track existing and replacement items, it is strongly recommended to update the Name field
for clarity.

1 Update the Item Name to specify the location and match it with the existing ltem it replaces. (1)

o Forexample: Lighting Replacement in Office. This helps reviewers easily identify which
replacement item corresponds to the correct existing equipment.
1 Enter the Quantity for the replacement item. (2)
1 If this is a decommissioning project, click the Decommission box. (See Section 8.7 for
Decommissioning). (3)

Item info for Lighting Existing in Office

This is a generic item and MUST be changed. It also must have a unigue name

Notes

Saved Notes... Save Last Note New Note

Q General v

Recommended Measure: Lighting Replacement

Name Lighting Replacement in office ' I

MINT Message Class is empty!

Type Deemed v
Quantity 1 z

Decommission '

24
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Enter the information for the replacement equipment.

Item info for Lighting Existing in Office

This is a generic item and MUST be changed. It also must have a unigue name.

Notes

Saved Notes... Save Last Note New Note
Q General v

Class LED v
Category v
Subcategory v
Lamp Wattage (Deemed) v
Lamps per Fixture (Deemed) v
Ballast Factor
Recommend Done

Measure Level Results will generate. (1)

When complete, click the Done button in the lower-right comer. (2)

Item info for Lighting Existing in Office

Notes

Q_ cerer

HVAC Interaction Factor

Baseline kWh

Watt Reduction

Reduction in Watts (%)

Total Incentives (§)

Adjusted Annual Savings (KWh)

Recommend

This is a generic item and MUST be changed. It also must have a unique name.

Saved Notes...

6167.04

6009.36

97.443

873

6659

Save Last Note New Note

25



8.5 Add, Remove, and Update Measures

Add measures as needed for all retrofits and better-than-code
installations for a new construction project.
1 Add a new measure by retuming to the previous screen.
o Use the white arrow in the lower-right comer of
the page.
o Continue adding measures as needed.
1 If a measure needs to be removed (e.g., the Lighting
Replacement in Office is incorrect), follow these steps:
o Click the three dots next to the Item. (1)
o Select Remove for the existing Item. (2)
o Select Remove for the replacement Item. (3)
9 To update a measure:
o Click on the three dots next to the measure.
o Click on ltem Info.
0 Make the changes or updates as needed in the
ltem Info popup window.
0 Then select Done.

8.6 Add a Controls Only Measure

To add a measure where new lighting controls have been added
but the fixture has not been upgraded, start with the normal Add Measure process. The Controls info for
the replacement fixture should be added prior to clicking Recommend.

1 In the Area and ltem window: ...
O C“Ck the p|US Slgn for nghtlng EXIStIng This is a generic item and MUST be changed. It also must have a unique name.

1 Inthe ltem Info for Lighting Existing popup window:
o Update the Name for Lighting Existing (ex.

“Existing Bathroom Controls Only”). SosdMoies.  SwelasiNols  Newot
o Select “Controls Only” for Type. o\ = v
o Enter Quantity. - .
1 Enter the Measure details Exiiti Koo Conole Sake
o Control Class, Quantity, and Percent som—

Reduction. (1)

o Click Recommend. (2) S =
o Click Done. uany s
\ V.
o v )
Control Class 1 Luminaire Level Lighting Controls W JCI_ass A 4 ]
Quantity of controls 4
Percent Reduction in Hours 55
\ 7

26










































