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INTRODUCTION  

The User Guide provides Project Sponsors in the American Electric Power Residential and Hard-

To-Reach Standard Offer Programs with guidelines for completing the project application, , 

creating work schedules, entering new customers and installations and submitting invoices.  

Specific screen shots and directions are given for the majority of form-types that will be seen 

within EnerTrek
®
, the online database tracking system.  

When working with American Electric Power Residential and Hard-To-Reach Standard Offer 

Program forms, a few principles should be observed: 

¶ Unless specifically directed to use the browserôs buttons, use the navigation buttons provided 

on the EnerTrek
® 

forms. 

¶ Avoid pressing a ñsubmitò or ñacceptò button multiple times if your browser performance 

slows.  This could result in multiple submissions of the same form. 

¶ Review the entire form before proceeding to ensure that all of the information required has 

been provided.  If your browser is inactive for more than 30 minutes, you will be 

automatically logged off and may need to reenter data.  To avoid this, try to save your 

information regularly. 

¶ If you plan to enter data in multiple online database programs, work with only one program 

at a time.  Simultaneously opening multiple browsers may present problems, since 

information is temporarily stored on your computer about each session and could conflict 

with data from the other program. 

¶ Although not necessary to successfully complete each form, fields should not be left blank. 

Enter ñNoneò or ñN/Aò if the field does not apply. 

* The items in bold italics are selection items/buttons as they are displayed on the screen. 

The online data tracking system used for Residential and Hard-To-Reach Standard Offer 

Programs is EnerTrek
®
, developed specifically for the various Residential and Hard-To-Reach 

Standard Offer Programs being implemented by utilities.  Henceforth, the online data tracking 

system will be referred to as EnerTrek. 
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REGISTRATION  

Step 1: American Electric Powerôs Residential and Hard-To-Reach Program Home Page 

To access EnerTrek
®
, go to American Electric Powerôs Standard Offer Program Home Page for 

the appropriate program: 

To access EnerTrek
®
, go to American Electric Powerôs Standard Offer Program Home Page for 

the appropriate program: 

TCC: 

¶ Residential Program: http://www.aepressop.com/TexasCentral/index.html 

¶ Hard-To-Reach Program: http://www.aephtrsop.com/TexasCentral/index.html 

TNC: 

¶ Residential Program: http://www.aepressop.com/TexasNorth/index.html 

¶ Hard-To-Reach Program: http://www.aephtrsop.com/TexasNorth/index.html 

SWEPCO: 

¶ Residential Program: http://www.aepressop.com/SWEPCO/index-SWEPCO.shtml 

¶ Hard-To-Reach Program: http://www.aephtrsop.com/SWEPCO/index-SWEPCO.shtml 

 

ü Select the Register/Login link from the menu on the left side of the appropriate page to 

access the EnerTrek login page. 

 

http://www.aepressop.com/TexasCentral/index.html
http://www.aephtrsop.com/TexasCentral/index.html
http://www.aepressop.com/TexasNorth/index.html
http://www.aephtrsop.com/TexasNorth/index.html
http://www.aepressop.com/SWEPCO/index-SWEPCO.shtml
http://www.aephtrsop.com/SWEPCO/index-SWEPCO.shtml
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Step 2: Login Screen ï Register as a New User 

ü First, register as a new user by selecting the link ï First time users click here. 

ü If you have already had a user account from participation in last yearôs program, you can 

skip to Step 6, but please be sure to update your insurance expiration dates. 
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Step 3: Registration Form 

ü Complete all fields in the registration form.  The user name and password are case 

sensitive.  After completing the form, select Create Login.  

ü If this portion of your registration was successful, you should see a message saying your 

login was successfully created and that an email has been sent to the address you 

specified.  You will need the activation code that is in that email to complete your 

registration.   
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Step 4: Activation Code 

ü Upon receipt of the email with your activation code, return to the login screen and enter 

your user name and password in the appropriate fields and select the Login button. 

 

 

ü Enter your user name and activation code and select the Activate button. 

 

 

ü If this portion of your registration was successful, you should see a message indicating 

your user account is activated.  You may select the Go to Login Screen button to log in. 
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Step 5: Project Sponsor Tax ID/SSN 

ü Enter your user name and password, again, and select the Login button. 

 

ü Enter your tax ID or Sponsor Social Security Number in the appropriate field and select 

the Check Sponsor button. 

 

 

ü If this portion of your registration is successful, you should see the following message.  

Select the Click here to create Sponsor Profile button. 
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SPONSOR PROFILE  

ü Fill in all applicable fields in the Sponsor Profile and select the Save Sponsor Profile 

button. 

 

 

 

(Select Home link at top left corner to continue next steps for Application.) 
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APPLICATION  

Step 6: Fill in Application Form 

 

ü Select the Create Application link next to the program for which you would like to create 

an application. 
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ü Look for the Application Menu on the right side of the screen. 

ü Select each sectionôs link to access the sectionôs form. 
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ü Complete each section and select the Update button at the bottom of each sectionôs page 

to save your entries. 

 

 

 

 

ü After each section is updated, the checkbox next to that section in the Application Menu 

should be checked. 
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ü When all sections of the Application Menu indicate complete with a check mark, the 

application is ready to be submitted on the designated submit date and time. 
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Step 7: Submit Application  

ü On the application submission date, log in and select the Ready To Submit button next to 

the appropriate program. 

 

ü Refresh your screen (F5) when the clock passes the designated submit time. 

ü A 4-digit number will appear after refreshing after the designated submit time. 

ü Enter the 4-digit number in the box below in the order it appears on the screen. 

ü With the number entered correctly, click on the Submit Application button. 
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IMPLEMENTATION  

ü Select the Implementation link next to the appropriate program. 

 

ü Appearing horizontally along the grey bar near the top of the screen are four tabs: 

¶ Application ï provides a summary of your submitted application.  

¶ Contract/Reservation ï provides a summary of your reservation history and 

indicates the remaining program funds available. 

¶ Implementation - allows you to enter and review customer and installation data. 

¶ Invoices ï allows you to submit and review an invoice. 

ü Appearing vertically down the right side of the screen is the Implementation menu, 

which includes several links: 

¶ Review Work Schedule ï View, Add and Edit work schedule details. 

¶ Add New Customer ï add new single-family, mobile home or multi-family 

customer information. 

¶ SF Customer List ï List of single family and/or mobile-home customers. 

¶ MF Customer List ï List of multi-family templates. 
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Step 8: Make a Reservation 

(RESERVATIONS ONLY APPLY TO SMALL PROGRAMS)  

ü Select the Contract/Reservation tab at the top of the page. 

ü Fill in the incentive amount you are requesting and the numbers shown in the appropriate 

fields and select the Request New Incentive button. 
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Step 9: Set up Work Schedule 

The Work Schedule allows the Program Administrator to know in advance when work will be 

performed at a customer site so a pre-inspection can be scheduled and conducted. 

ü To enter Work Schedule information, click Review Work Schedule from the 

Implementation menu. 

ü Select the Add/Edit Work Schedule Detail tab and fill out all fields in the form.  When 

the form is complete, select the Save Work Schedule Information button at the bottom of 

the page. 

 

ü Fill out a work schedule for each customer site. 

Select the Review Work Schedule List tab to review all work schedules that have been entered. 
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Step 10.1: Add New Single-Family/Mobile Home Customer 

ü Select the Add New Customer link from the Implementation menu. 

ü Select either Single Family or Mobile Home radio buttons at the top of the form, select 

the installations types by checking the corresponding boxes on the right, fill in the 

appropriate information for the rest of the form and select the Save button. 

ü Note: Look-up function ï The system will populate the address once you enter a valid 

ESI ID number or meter number.  Add the number in the appropriate field and select the 

Lookup button. 

ü After you have reviewed all of the information for accuracy, select the Send Approval 

Request button.  The database will check to see if the customer you are trying to add is 

already in the historical database.  If it is not, then the customer is automatically 

approved.  If it is in the historical database, the customer will be set to ñpendingò status 

until approved by the Program Manager.  Once approved, you will be able to add 

installations to the customer by accessing the customer in your SF Customer List. 
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Step 10.2: Add Multi-Family Template 

First, you will need to create a multi-family template.  Then you can add customers and 

installations using that template. 

ü Select the Add New Customer link from the Implementation menu. 

ü Select the Multi -Family radio button at the top of the form; you should see three new 

fields were added to the Multi -family template. 

ü Select the installations types by checking the corresponding boxes on the right, fill in the 

appropriate information for the rest of the form and select the Save button (note any 

previous installations in RED text under installation box). 

ü After you have reviewed all of the information for accuracy, select the Send Approval 

Request button.  Each multi-family customer template will be in pending status until 

approved by the Program Manager.  Once it has been approved, it will appear under your 

MF Customer List. 
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Step 10.3: Add Multi-Family Customers 

ü Select MF Customer List from the Implementation menu to see your multi-family 

templates. 

 

ü Select the View/Add Customer link on the right side of the appropriate customer 

 

ü Fill in the fields under the Customer Details box and select the Save button. 

 

ü Note: Be sure to review the customer information for accuracy prior to saving.  Once you 

save a multi-family customer, you will not be able to edit the customer information.  You 

may, however, contact the Program Administrator to make any necessary changes to 

multi-family customer information. 
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Step 11.1: Add/View/Edit  Single-Family Installations 

ü Select the SF Customer List link from the Implementation Menu. 

ü Select the Add New link on the right side next to the appropriate customer. 

 

ü Select the appropriate measure from the drop-down menu and select the Add button. 

 

ü Fill in the installation form that unfolds and select the Save New Installation button at 

the bottom of the form. 
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ü To view single-family customers and installations, select the SF Customer List link from 

the Implementation menu.  You will see a list of customers along with installation codes 

for each customerôs installations under the Installations column. 

ü To view and/or edit an installation, select any of the installation code links next to the 

appropriate customer. 

 

ü To edit an installation, select the Edit link on the left side of the appropriate installation. 

ü To delete an installation, select the Delete link on the right side of the appropriate 

installation  
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Step 11.2: Add/View/Edit  Multi -Family Installations 

ü Select the MF Customer List  link in the Implementation Menu. 

 

ü Select the View/Add Customer link next to the appropriate MF template. 

 

ü Select the Add New link next to the appropriate MF customer. 

 

ü Select the appropriate measure from the drop-down menu and select the Add button. 
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ü Fill in the installation form and select the Save New Installation button. 

 

ü To view multi-family customers and installations, select the MF Customer List link from 

the Implementation menu.  Select the View/Add Customer link next to the appropriate 

template.  You will a list of customers along with installation codes for each customerôs 

installations under the Installations column. 

ü To view and/or edit an installation, select any of the installation code links next to the 

appropriate customer. 
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ü To edit an installation, select the Edit link on the left side of the appropriate installation. 

ü To delete an installation, select the Delete link on the right side of the appropriate 

installation  
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INVOICE  PROCESS 

Step 12: Submit an Invoice 

ü Select the Invoices tab from the top menu.   

ü Select the Eligible Customer List button. 

 

ü Select the checkbox next to the eligible customers that appear that you would like to 

include on your invoice. 

ü Add a name for the invoice in the Invoice Number field (this field may be pre-populated 

with an invoice name by the system). 

ü Select the Submit Invoice button. 

 

ü You will be asked to confirm that you want to submit this invoice.  Please review your 

invoice carefully before confirming.  When you are ready to confirm, select the Confirm 

button. 
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Step 13: Review and Download Invoices 

ü Select the Invoices tab from the top menu to see a table of submitted invoices. 

ü Select the invoice name link to review a particular invoice. 

 

ü Select the Export To PDF button to download a PDF version of the invoice. 

 

 


