REQUEST A COMMERCIAL INDUSTRIAL PROJECT

Open your internet web browser.
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In the address bar, type in https://secure.cpsenergy.com/crportal/#/

Click SIGN IN located in the top right corner of the page.

Welcome to all things...

Construction &
Renovation

This Help Center is your one-stop shop for any

questions you may have regarding the new

Construction & Renovation web portal. Here you
will find everything you need to make sure your

project runs smoothly.

4. Enter your Username and click NEXT.

Construction & Renovation Portal

Use your CPS Energy user name

Cps&

Signin

[E'E':our user name

English (US) «

Not a user? Click here to enroll

No Legin Required

PDF applications are available for download
Make an Online Payment

Check Your Project Status

5. Enter your password and click NEXT.

Hi

Construction & Renovation Portal

Cpse

(E':&';our password
|

=



https://secure.cpsenergy.com/crportal/%23/
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6. If your company uses a shared account, please search your Project listing page by
project name, number or address before proceeding with a new application for a site.
This will prevent order duplication and delays in processing.

Please note: The Start Date on the Projects page automatically defaults to 120 days
before the current date and will need to be adjusted to locate older projects.

7. Click the orange plus sign (+) in the upper right corner to add a new project.

cps # £ Sewrct open projects

Construction & Renovation Portal

Projects

8. Select Start A New Project

o

New Project Application

Click on the button below to begin a new project

l I START A NEW PROJECT

You have saved projects which have not been
completed. Click the following button to view / manage
this list of saved projects

[ VIEW SAVED PROJECT LISTING
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9. Inthe New Project Application view, select the Commercial/Industrial option, enter
Project Name and then click on NEXT.

o

When selecting your project type, please note the definition for
services for these options:

New Project Application

Single Family Home: Single home, Duplex, Triplex, Quadplex

Multi-family Complex: Residential complex with 5 or more
meters on a single property

. [ i ial: Business site or detached structure on
residential property (barn, well, etc.
idential (bs I
- D
m Tl Select your project type
S (O single Family Home
= Tl o = BEE g y

EI (O Multi-family Complex
(1) | @® Commercial/Industrial
(O Residential Subdivision
(O Utility Preliminary Plan Review (UPPR)

O Customer Assistance
C SQ (O Al Night Security Light
p (O Request New Address
(O Request New Billing Account

How would you like to identify your new project?
Project Name

LGCOMM TEST

Please Note: We suggest entering the street address as a project name.

10. Search for an existing address in our database. Enter Street number, Street name, and
approved USPS Zip code (required). Click SEARCH to query.

Please Note: We suggest you do not enter a street suffix or abbreviation. Entering
fewer characters will return more results.

Now you can search for your project address. If not found, you have the option to request a new address be created in
our systems. Please ensure the information is accurate.

This process normally takes 1-2 business days. If your address is outside of the City of San Antonio, your request will
be subject to an additional review, which will impact the response timeline.

Street number * Street name *
Street # is required Street name is required
Apt/Unit/Bldg# Zip code *

Zip code is reguired

el | SEARCH
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11. Select the appropriate address for your request and a green checkmark will annotate the

selected address.

Please note: You can now enter one order for temporary and permanent services.
Select the standard address version when applying for both with one application. Use the
TEMP address version if only a temporary will be needed for the duration of this project OR
if permanent services have already been requested separately. If you select the temp
address version, you will be progressed to step 14.

Example of when the standard address is selected for permanent OR combined permanent
AND temporary service needs:

o

MNow you can search for your project address. If not found, you have the option to reguest a new address be created
in our systems. Please ensure the information is accurate.

This process normally takes 1-2 business days. If your address is outside of the City of San Antonio, your reguest
will be subject to an additional review, which will impact the response timeline.

123 ANY STREET

SEARCH
[] Request address creation?

General Addressing Information

01 23 ANY STREET #2 SAN ANTONIO 78201-5626

BACK NEXT
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If the address you require is not returned in the query results, carefully review the
address you entered, to ensure accuracy, then click the Request address creation
checkbox. If requesting an address be created for temporary services, please add “#T” to

the Apt/Unit/Bldg# field. Enter the City (required), then click NEXT.

A~
New Project
X 4 Now you can search for your project address. If not found, you have the option to request a
Appllcatlon new address be created in our systems. Please ensure the information is accurate.
et raumes * et name
123 ANY STREET
Zp code
78201
Caty 15 recuired for adciiess
v SEARCH ‘
4 Request addrass creati ' , J
Generel Addressing Information —:
electicn wil create a Temparary Eleciric Project. A permenent praject must be
CpsSy o 123 ANY STREET SAN ANTONIO 782016348
o 123 ANY STREET #2 SAN ANTONIO 78201-5626
W
BACK = | NEXT

12. Select your service type and select your installation type. This screen will vary, depending
on the kind(s) of service at the address. Choose the appropriate options, paying
attention to those which are Required. Click NEXT.

o

What type of services will you be managing at this address?

Select your service type * Select your installation type *
() Electric (O Permanent
O Gas Installation Type is required

(O Both Electric and Gas

Service Type is required

Additional options and details for your project will be on the following screens.
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13. Enter Additional Commercial Service Details. Select all installation options that
are applicable to your project. You may also provide additional details, if
needed. Click NEXT.

o

Additional Commercial Service Details
What date would you like electric

* Please note that your service Federal, Joint Base San
and/or gas service to start? *

start date will depend on the Antonio (JBSA), or Port of
complexity of your project and San Antonio Project?

the completion of your O No O Yes
Requested Start Date is required responsibiliti

Requested Start Date *

What is the service voltage?

() 120/240V (1-phase) () 120/208 V (3-phase) () 277/480V (3-phase) () Primary metering () 4kV

Service Voltage is required

Requested Services

Permanent Electric Service Temporary Electric Service Gas Service

(O No () Yes O No (O Yes O No (O Yes

Pad Mount Transformer Pole Mount Network

(O No () Yes O No () Yes O No (O Yes

Will installation be overhead or Is there any EXISTING infrastructure to Have you already had a preliminary
underground? be removed from the project site? meeting with CPS Energy?

(O Overhead (0) Underground O No () Yes O No (O Yes

Expected Square Footage What is the amperage of your service? Does total load exceed 475kVA?

O Yes O No

Expected Square Footage Service Amperage * Required

Service Amps are required

the ing soil it Property Owner Clarification
(O Rock (O Hard Rock
O oit O Sail

Soil Condition is required

Are you requesting streetlights? How many streetlights? Streetlight are Powered by?

O No () Yes

Please select all applicable installation options from the following categories:
Industrial/Manufacturing Convenience Store Irrigation
(O No () Yes O No () Yes O No () Yes
Restaurant Car Wash Gate
(O No () Yes O No () Yes O No (O Yes
Retail Barn Well
(O No () Yes O No () Yes O No (O Yes
School EV Charging Station Private Lighting
O No () Yes O No (O Yes O Ne (O Yes
Amenity Center Generator Data Center
O No () Yes O No () Yes O No () Yes
Warehouse Solar Master Development Plan
(O No () Yes O No (O Yes O No () Yes
Hospital Workshop Lift Station
O No () Yes O No () Yes O No O Yes

Other*? Other Structure Description

O No () Yes

Other Structure Description

Please provide additional details to help us process your request.

Additional details...
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14. Select (click) the billing account (a green checkmark will appear in the upper, left-hand
corner of the selected account), or request a new account to use for this project and
fill the corresponding details. Click NEXT.

Please note: If the billing account you wish to use is not listed on this page, STOP
the current application entry and Request a New Account as a project type (step 9)
and allow 24-48 hours for the data to be added to your portal account. Requesting a
new account during the application process will cause a project delay.

(]

Select the billing account you would like to use for this project

If invoicing is to be directed to an account not listed, please select Request a new account and complete the
fields below.

[J Request anew account

Construction Invoice Billing

Please provide the billing details required for the project
Not providing, or entering incorrect information, will delay the processing of your project.

Contact Name Phone Number Tax id

Street Address

Street Lights Invoice Billing

If you have indicated that your project will include streetlights, please provide the accurate billing details.

Not providing, or entering incorrect will delay the ing of your project.
Contact Name Phone Number Tax id
Street Address

BACK

15. In the Project Contact & Billing Details, enter Contact Name, if would you like to receive
project notifications, Email Address, Contact Phone, Phone Type and click NEXT.

o

Project Contact Details

Would you like to receive project notifications? *
() Do not receive updates/status messages

() Receive updates/status messages

Phone Type *

BACK NEXT ‘
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16. In the Project Details view, select the account you wish to assign the project to and verify

all the project information is correct, then click on SUBMIT.

o

Project Details

Please review the detalls entered to ensure all information is accurate. Once ready, click the Submit button 1o create

your project.

Select a new company account if you wish to assign the project to

another user.

General Information
Project Type: Large Commercial Services

Project Specifics

Name: LGCOMM TEST

Requested Start Date: 01/01/2026
5Q Feet: 5000

Service Voltage: Primary metering
Service Amperage: 4321

Does total load exceed 475KVA?: Yes
Underground

Infrastructure Remove/Relocate: Yes
Soil Condition: Rock

Preliminary Meeting? Yes

Temp Services: Include Temp Services
What services will be used?: Upgrade
Federal, Joint Base San Antonio (JBSA), or Port of San
Antenio Project?: Na

Are you requesting streetlights?: Yes
How many streetlights?: 4

Streetlight are Powered by?: Underground
Property Owner Clarification: For Sale (the units will be
sold separately to individual buyers)
Pad Mount Transformer: Yes

Pole Mount: No
Industrial/Manufacturing: Yes
Convenence Store: No

Irrigation: Yes

Restaurant: No

Car Wash: Yes

Gate: Yes

Retail: Yes

Bam: Yes

Well: Yes

Schoal: Na

EV Charging Station: Yes

Private Lighting: Yes

Amenity Center: Yes

Generator: Yes

Data Center: No

Warehouse: Yes

Master Development Plan: Yes
Hospital: No

Workshop: Yes

Lift Station: Yes

Other*?: Yes

Other Structure Description: No

Click the Submit button to create the project

[oack]

— |

Address Information
SAN ANTONIO, TX 78254
(Electric / Gas)

Project Contact Details
JOHN DOE

Cell: (123) 456-7890
Recelve notifications? Yes

Additional Comments
ADDITIONAL DETAILS TEST

Construction Invoice Billing
Contact Name: THIRD PARTY

Phone Number: 1234567830

Tax Id:

Street Address: 500 McCullough 78215

Street Lights Invoice Billing
Contact Name: LIGHTS INVOICE
Phone Number: 1234567890

Tax Id:

Street Address: 500 McCullough 78215

SUBMIT

Note that Project Documentation may be required and can be uploaded at this time. Click

CLOSE.

Project Documentation & Requirements

Application is on hold until required documents are received. Please locate your project type under the Construction &
Renovations tab, for the list of documents that may be required for your project Step-by-Step Processes.

Once documents are attached to your project, mark the task complete within the task tab.
You can also edit and add project contacts to your project within the Contacts section of your Project Details page.

For Portal assistance, please contact the Support team at 210-353-2450 or email csiwebaccess@cpsenergy.com. For
construction or scheduling issues, please contact the Designer assigned to your project or Customer Design and
Delivery at 210-353-4050 or email ce@cpsenergy.com.
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17. In the Project Details window, verify all your information is correct and log the Project
number.

CpsS» [] Search open projects

Construction & Renovation Portal
<« LGCOMM TEST

PRIMARY ACTIVITIES B AN ANTONIO, TX 76254

) e ® e CpS #
#266515 Application Pending requiring action

IDS GENERAL
CPS Energy Primary Contact

GENERAL TASKS COMMENTS PERMITS ATTACHMENTS

GENERAL DETAILS FOR PROJECT

CONTRACTOR/ENGINEER ASSIGNMENTS ®
- o e [
& Name £) Estmated compieton Y z

LGCOMM TEST 01/01/2026 Laro Comemercial

No Contractors/Engineers Assigned

PROJECT CONTACTS

Additional Service Selections

Reloc/Rem Infrastructure (Y) o JOHN DOE (Primay) 1,3, 4567890

CPSE Preliminary Contact (Y)

To add a new contact, expand the below
section, or select a contact above to edit
detals

Number of Lights (4) Add New (Click to expand)
Overhead or Underground (UG)

Service Voltage (Primary metering)

rox o S

Lights Billing Contact (LIGHTS INVOICE) ™

18. Click on TASKS to update information, upload documents in ATTACHMENTS and note the
CPS Energy Contact information, if needed, for status or billing assistance. The contact
information will be update when your Designer is assigned within the next 48 hours.

€ test

PRIARY ACTIVTIES B

SAN ANTONIO, TX 78221

Customer Project

Project Number 2| o)
requiring action

S Cps #
£190029 Application Pending CE=EE,

IDS GENERAL

CPS Energy Primary Contact
(210) 353405

GENERAL 7 Tasks © comments  peamiTs [ERRSVSRSINN  cocpsenergy.com

5TASKS FOR PROJECT = @ 1,._“_“’ CONTRACTOR/ENGINEER ASSIGNMENTS ®

Klist and Documents
& s Checklist

No Contractors/Engineers Assigned

PROJECT CONTACTS

To add a new contact, expand the below
section, or select a contact above to edit
details

Provide Electric / Gas Utility Site Plan
Load Information Document
n Sheet

Nersianss
Provide Meter Loop One-Line Diagram

Add New (Click to expand)

Please contact the Web Portal Support Team if you have any questions regarding portal
functionality or access:

Email: CSIWebaccess@cpsenergy.com Ph:210-353-2450
(Mon - Fri 7:30AM - 4PM)



mailto:CSIWebaccess@cpsenergy.com

