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1 Introduction
1.1 Purpose and Scope
This document explains how to use the secure Residential Exchange Program (REP) website. This secure website is intended for exchanging utilities to invoice for REP benefits and participate in the REP Compliance Review Program. It is also intended for parties participating in the Average System Cost (ASC) review processes. 
The scope of this document is limited to explaining how to navigate and use the secure REP website. It does not include any information on the program or its history.
1.2 Audience and Assumptions
The audience for this document is REP participating utility customers and other interested parties. Because of the dual audience, not all chapters pertain to all users. See the next section, Document Organization, for a brief list of topics covered in this guide.
This user guide assumes that you know how to use a web browser like Internet Explorer (IE) and that you are familiar with web concepts, such as pages, links, navigation, pop-up windows, smart-pick lists, drop-down menus, auto-fill fields, etc.
1.3 Document Organization

This document is organized into the following chapters:

1. Introduction: Describes the document’s purpose and scope, and how to access the REP website.
2. Invoicing & Payment: Explains how to electronically submit invoices for payment, review rate tables, and view your monthly benefits report.
3. Discussion: Shows how to use the REP discussion tool. This tool allows utilities and other interested parties to comment on and respond to existing topics (e.g. discovery during the ASC review process).
4. Form Management: Explains how to electronically file a New Resource Attestation form.
5. User Account: Describes how to update your user account information, including your email address and password.

1.4 How to Access the REP Website
To access the secure REP website, the REP administrator must create an account for you. To request access, send an email to bpaaveragesystemcost@bpa.gov. Once you receive confirmation of access, navigate to the following URL:

https://www.bpa.gov/secure/rpsa/default.aspx
You should see a login screen similar to the one below:
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Each time you log in to the secure REP website, you will be prompted for your user name and password. The first time you log in, enter the user name and password that were assigned to you by the REP administrator. 
Note: You will be able to update your personal information and password; this process is described in Chapter 5: User Account.

You have eight attempts to correctly enter your username and password combination. After that, you will be locked out of the secure REP website and will need to contact the REP administrator (bpaaveragesystemcost@bpa.gov) to reinstate your access.
Once you click Log In, the secure REP homepage should appear in your browser window. It will look similar to the example here.  You may not see all menu items.
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Note: You will be automatically logged out of the secure REP website after 20 minutes of inactivity.

1.4.1 Request a Forgotten Password

If you forget your password, click Forgot Password, beneath the log in dialog:
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Enter the email address where you receive your secure REP website-related email and click Submit. A new, randomly generated password will be sent to your email address.
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2 Invoicing & Payment
2.1 Overview

This chapter describes how to electronically submit monthly invoices for payment, review rate tables, and view your benefits report.
2.2 Submit an Invoice
From the secure REP homepage, select Invoicing & Payment. This page displays:
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· Month/Year – A list of invoices you have already submitted. These are links that you can click on to view past invoices.

· Revision – The number of times you have revised the invoice.

· Status – The current status of your invoice (Submitted, Received, Approved):
· Submitted means the invoice has been submitted to the secure REP website, but has not yet been received by BPA’s internal accounting system. As long as the status of your invoice is submitted, you can resubmit it as many times as you like without increasing the revision count.

· Received mans that the invoice has been received by BPA’s internal accounting system. If you resubmit your invoice at this time, the revision count will increase until your revision is received.

· Approved means the invoice was approved for payment. What happens when you resubmit an already approved invoice is covered in Section 2.2.1.

· Submitter – The name of the person who submitted the invoice.

· Benefit Reports – A drop down which lists all your available benefit reports.

To create a new invoice, click Submit New Invoice.
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After you click Submit New Invoice, you are presented with the current tables:
· ASC – the Average System Cost for each REP participating utility.
· PF Exchange – the utility-specific rate at which BPA sells power to each participating utility.
· Lookback Amortization – the monthly Lookback amount that is subtracted from your monthly benefit.
Beneath the rate tables is the form you complete each month to receive your benefit. A sample of this form is shown on the following page. 
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Enter your load amounts in the appropriate categories. 
Note: Your invoice line/ rate schedule items may differ from those in the example above. 
If you have any adjustments, enter those on the line provided. For negative adjustments, include a minus sign (-) in front of the amount.
If you wish to add any supporting files to your invoice, click the Select button and use your computer’s file browsing system to locate the file you wish to attach. When you are done, click Add.

Review the information you have entered, and click Submit to submit your invoice. You will receive an email notification that you invoice was received. If you wish to cancel the submission, click Cancel.  You can optionally click Save and your invoice information will be saved and you can submit at a future time.

Note:   You will not be able to submit any load data for the next month until you submit the current loads.
2.2.1 Revise a Previously Submitted Invoice
You may revise an invoice you have already submitted. 
Note: All revisions must be completed in accordance with the BPA REP Invoicing Policy.

To revise an invoice you already submitted, click the invoice month and year you want to revise: 
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The original invoice you submitted appears. An example is shown on the following page.

To make a change to this invoice, click Revise.
[image: image9.png]View Load Invoice

February 2010
/A Residential and Small Farm Sales in KWh

1 Schedule 1 Residential Service

2 Schedule 12 Residential and Farm General Service

3 Schedule 22 Residential and Farm Large General Service

4 Schedule 32 Residential and Farm Pumping Service

5 Schedule 48 Residential and Farm Area Lighting
Subtotal

B Adjustments to Load in KWh
1 Distribution Line Losses (5.24%)
2 Adjustments.

3 Total

C Total Energy for Exchange in KWh
1 Qualifying Sales.
2 Line Losses.
3 Total Allowed

+66.00
+778.00
+88.00
+88.00
+76.00

1096.00

57.43
0.00

(57.43)

1096.00
(57.43)
1038.57

©D)





An editable version of the invoice is displayed. An example is shown on the following page.

You may edit any or all fields on the invoice. You must also enter a Reason for revision in the box provided. When you are done with your revision, click Save.
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Based on the current status field of the invoice you are revising, you will receive one of the following warning messages:

· If the previous invoice is in “Submitted” Status 

WARNING: A submittal for this month has already been made. If you choose to continue, the previous submittal will be canceled and replaced with the new submittal. Do you wish to continue?
· If the previous invoice is in “Received” Status 

WARNING: A submittal for this month has already been made and is being processed for payment. If you choose to continue, the previous submittal will be canceled and replaced with the new submittal. Please note that this could also change the payment date. Please contact the REP Program Manager if you have questions regarding the timing of any adjustments. Do you wish to continue?
· If the previous invoice is in “Approved” Status 

WARNING: A submittal for this month has already been made and is scheduled for payment or payment has already been made. Please contact the REP Program Manager immediately if you wish to cancel the previous submittal before proceeding any further.
After you chose to revise your load, one of the following three scenarios will occur:

· If your revised load is higher than your previous load and you have already received a benefit payment for that month, then you will receive an additional payment for the additional benefit amount.

· If your revised load is lower than your previous load and you have already received a benefit payment for that month, then your next benefit payment will be reduced by that amount.
· If you revise your load before you receive a benefit payment for that month, then your payment will be for the revised amount.
2.2.2 Troubleshooting
This section addresses problems that may occur when you attempt to create an invoice or revise an existing invoice. It is written in a Frequently Asked Questions (FAQ) format. Scan down the list and see if you can find a question that addresses your problem.

Q: Why can’t I submit an invoice?
A: The rate table for the month and year may not yet be available. 
Q: Why was the payment I received different than the estimated benefit?
A: An adjustment may have been made from an earlier month, or the payment may have included an amount due to a revision.

2.3 View Historical Rate Tables
To view historical rate tables, select Invoicing & Payment page and click View Rates.
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A pop-up window will appear. From the drop-down list, select the fiscal year you are interested in and you will be presented with the rate tables for that year:
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Note: Scroll down to see the Lookback rate table.
2.4 Review Your Monthly Benefits Statement
At the end of each month, a benefit report will be posted. This report includes a running total of all load reported and benefits paid during the fiscal year. 
Note: Participating utilities can only view their own benefits report, not those of other utilities.

Click the down arrow to see a listing of available reports.  Select a Month/fiscal year and click View to review your report:
[image: image13.png]» Home

» Invoicing & Payment

Invoicing & Payment

» Discussion View and submit your current load invoice information and benefits reports.
R Submit New Invoice View Rates
» User Account Honth/vear Revision . Submitter
» Help December 2008 1 suauTTED
November 2009 1 RecaveD e oe
» Logout
October 2009 1 receveD v oo

Benefit Report:

: Selcta Benefit Report ‘.
s
Seec 2 Benelit Report

September 2010





An example of a benefits report is shown on the following page. This report is generated on the last business day of the month and posted to the secure REP website. You can view it there and/or download a PDF copy for your records.
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3 Discussion
3.1 Overview

This chapter explains how to use the REP discussion tool. This tool allows utilities and other interested parties to comment on and respond to existing topics (e.g. discovery during the ASC review process).
Note: All discussions must be in accordance with BPA’s ASC Rules of Procedures and Disclosure of Confidential Information.

3.2 Discussion Topics
On the secure REP homepage, select Discussion.
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From the Discussion page, you can:
· Review existing discussions, including posted documents
· Post responses and follow-up comments

· Search existing discussions
Each of these topics is described below.

3.2.1 Review Existing Discussion Topics
By default, discussion topics are listed in the order they were created or last updated. However, you can sort discussions by clicking on any heading row; for example, to sort by Comment Deadline, click the header. 
You can also click View Details in the upper-right corner to see more information about a topic.
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To return to the summary view, click View Summary. 
When you find a topic that is of interest to you, click the topic link:
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Note: If a topic is marked confidential, and you are not a party who is permitted to see it, then you will see the topic name, but will not be able to click it.  You can only comment on topics that allow comments and for which the comment period has not expired.
To view attached documents, click the document title. 
At any time, click < Back to return to the list of discussion topics.

[image: image18.png]Snohomish County PUD ASC

ing FY 2012-2013

Topic: Snohomish County PUD ASC Filing FY 2012-2013

Docket #:  ASC-12-5N-01 Submitted by: ks S
Invoice Customer/Party: BPA

Comments: Yes, 05/18/10 - 08/01/11 Submit Date:  05/14/10 1:41PM
Activity:

Confidential: No

Status: Open Last Updated by:

Keywords:  Snohomish County PUD ASC Fil
Notifications: None

Last Update:  06/24/10 1:45 PM





3.2.2 Comment on an Existing Discussion Topic
To add a comment or attachment to an existing discussion topic, or to comment on a comment, click Add Comment. 
Note: This link will only appear if a topic is accepting comments.
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To attach a document, click Select and use your computer’s file-browsing system to locate the file you wish to attach. When you are done, click Save.
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You must check the confidential box to restrict access to the attachment, and then you can select who can view it. If you check Confidential in the Documents section, then only BPA and all users from the parties you select will be able to view the attachment. 
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You are required to check if the comment is related to a Data Request or a Motion.  When you select Data Request or Motion, an email will be sent to all users of the system who have subscribed to receive the notifications. If the comment is not a Data Request or a Motion, select None.
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Once a comment is submitted, the user’s name, company name, date and time of the comment are captured and displayed with the comment:
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3.2.3 Search Discussion Topics
To quickly search through discussion topics for a particular topic or keyword, enter it into the Search box and click Search.
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Any topics found that contain that phrase will appear beneath the search box. To view the topic, click the link.
3.2.4 Advanced Search
You can further refine your search criteria by using the advanced search feature. Click Advanced next to the Search button:
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Enter your search criteria and click Search.
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As in the basic search, search results will appear beneath the advanced search screen. Click the topic link to view.

3.3 Troubleshooting
This section addresses questions that may occur when using the discussion tool. It is written in a Frequently Asked Questions (FAQ) format. Scan down the list and see if you can find a question that addresses your problem.

Q: Why can’t I view certain topics?

A: Some topics are confidential and you must be a member of a specified utility to view them.
Q: Why can’t I add a comment?

A: There are several reasons why comments may not be added to a topic:

· The discussion period may have ended, and you are no longer permitted to make comments. 

· The deadline for submitting comments may have passed.

· The topic may have never allowed comments.

4 Form Management
4.1 Overview

This chapter describes how to electronically file a New Resource Attestation form.
4.2 Submit a New Form
From the secure REP website, you can electronically submit a New Resource Attestation form. To submit a new form, select Form Management and then click Submit New Form.
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In the pop-up window, select the type of form you are submitting from the drop-down list (Currently only New Resource Attestation forms can be submitted). To attach the form, click Select and use your computer’s file browsing system to locate the file you wish to attach. When you are done, click Save.
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All users associated with a participating utility will receive email notification whenever new forms are submitted or updated.
4.3 Troubleshooting
This section addresses questions that may occur when submitting forms. It is written in a Frequently Asked Questions (FAQ) format. Scan down the list and see if you can find a question that addresses your problem.

Q: Where can I get a copy of a form template?
A: Form templates can be downloaded from the discussion tool which was described in the previous chapter. To locate a specific form, enter the form’s name (New Resource Attestation, etc) in the discussion tool search box and click Search.
5 User Account

5.1 Overview

This chapter explains how to update your user account information.
5.2 Update Your Contact Information
From the secure REP homepage, select User Account and then click Edit:
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By default, the Account tab is highlighted. Update your contact information. You can also choose whether or not you receive an email notification when ever someone files a Data Request or Motion.  If you want to receive the notifications, check the box.  When you are finished, click Save. 
Important Note: Your email address is always your secure REP website login.
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5.3 Change Your Password
From the secure REP homepage, select User Account and then select the Change Password tab. Enter your old password, new password, confirm password, then click Save.
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