REQUEST A RESIDENTIAL SUBDIVISION PROJECT

1. Open your internet web browser.

2. Inthe address bar, type in https://secure.cpsenergy.com/crportal/#/

3. Click SIGN IN located in the top right corner of the page.
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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 Account ID and click NEXT.

cps®y
Construction & Renovation Portal
Signin

Use your CPS Energy user name

[E"E';‘uul user name

English (US) = Help

Not a user? Click here to enroll

No Login Required
PDF applications are available for download

Make an Online Payment

Check Your Project Status

5. Enter your password and click NEXT.

Cps®?
Construction & Renovation Portal
Hi
Enter your passwo
[ ©
English (US) ~ Help

Not a user? Click here to enroll

No Login Required
POF applications are available for download

Make an Online Payment

Check Your Project Status



https://secure.cpsenergy.com/crportal/%23/
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6. Click the orange plus sign (+) in the upper right corner to add a new project.

CpS - [Cq Search open projects

Construction & Renovation Portal

Projects

How to find your projects?

~Start Date————— ~End Date ———— —Status —

2025-08-05 ‘ ‘ 2025-12-03 ‘

7. Select Start a New Project

)

New Project Application

Click on the button below to begin a new project

/ l 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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8. Select Residential Subdivision and enter the Project Name (required)and click Next.
- __________________________________________________________________________________________ |

When selecting your project type, please note the definition for -

. . . services for these options:

New Project Application P
Single Family Home: Single home, Duplex, Triplex, Quadplex
Multi-family Complex: Residential complex with 5 or more
meters on a single property
Commercial/Industrial: Business site or detached structure on
residential property (barn, well, etc.)

— Select your project type

(O single Family Home

i
i

(O Multi-family Complex

3

(O Commercial/Industrial
[® Residential Subdivision |
(O utility Preliminary Plan Review (UPPR)

(O Customer Assistance
(O AlINight Security Light
(O Request New Address

CDSQ O Request New Billing Account

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

Residential Subdivision Test

9. Select which type of services you will be managing at this address, as well as the installation
type. Click NEXT.

o

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

Select your service type * Select your installation type *
(O Electric (® Permanent

O Gas

(® Both Electric and Gas

Additional options and details for your project will be on the following screens.
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10. Type in the additional details related to your project, including your Site Ready Date,
Requested Start Date, trenching, etc. (You'll need to scroll). Click NEXT.

o

Additional Service Details

What date do you estimate your site will be ready for CPS
Energy to begin construction?

Site Ready Date
Site Ready Date is required

What date would you like electric and/or gas service to start?
Requested Start Date

Requested Start Date is required

What is the location or nearest intersection?

Note: Please allow time to complete your
responsibilities and make applicable payments in
advance of the date you estimate your site will be
ready.

Have you already had a preliminary meeting with CPS
Energy?

(O No (O Yes

Required

Required

Who will the infrastructure be installed by?

(O Developer (O) CPS Energy
Required

Is there any EXISTING infrastructure to be removed from the
project site?

O No O Yes

Required

Please indicate the intended use of the dwellings within this
development

Required

Zip Code

Required Required

Additional Power Needs

For a gate?

O No (O Yes

Required Required

How many dwellings will there be?

For an Amenity Center?

O No O Yes

Will installation be overhead or underground?

(O Overhead () Underground
Required

Describe the trenching soil conditions.

(O Rock () HardRock () Dirt () Soil

Required

Federal, Joint Base San Antonio (JBSA), or Port of San
Antonio Project?

O No O Yes

Required

Municipality

Required

For EV Charging?

O No (O Yes

Required

What type of development is planned for this project?

[
Required Required

Are you requesting streetlights?

O No (O Yes

Required

Will there be solar installations?

O No (O Yes

Required

Required

Please provide additional details to help us process your request.

How many streetlights?

Avg Square Feet per Dwelling

Are the streets public or private?

(O Public () Private
Required

Will you require temporary electric
service?

O No (O Yes

Additional details...
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11. Select (click) the billing account (a green checkmark will appear on your selected
account) or Request a new account to use for this project and enter your new account
details. Click Next.

>

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

© I

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

[] Request a new 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 information, will delay the processing of your project.

Contact Name Phone Number Tax Id

Street Address

4

BACK
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12. Enter the appropriate Project Contact Details for the project (you’ll need to scroll) and click.
Next.

>

Project Contact Details

Contact Name *

" Contact Name is required

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

Receive uPdates/ status messages
lease indicate If notifications will be used

‘ Email Address *

‘ Contact Phone *

; Contact Phone is required

Phone Type *

) Contact Phone Type is required
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13. Click SUBMIT on the Project Details page for your new project.

your project.

Select a new company account if you wish to assign the project to
another user. JANE DOE -

o a
Project Details
Please review the details entered to ensure all information is accurate. Once ready, click the Submit button to create

General Information Address Information
Project Type: Residential Subdivision (Electric / Gas)

Project Specifics Project Contact Details
Name: Residential Subdivision Test JOHN DOE

Site Ready Date: 12/18/2025 portal.user@company.com
Requested Start Date: 01/01/2026 Cell: (123) 456-7890
Underground Receive notifications? Yes

Infrastructure Remove/Relocate: Yes

Soil Condition: Rock

Preliminary Meeting? No

Nearest Intersection: 1604-110

Temp Services: Include Temp Services

What services will be used?: Upgrade

Please indicate the intended use of the dwellings
within this development: Rental Property (the units will
be rented to tenants)

(New billing account was requested)
Tax Idj

Additional Comments
ADDITIONAL DETAILS TEST

Construction Invoice Billing
Contact Name: THIRD PARTY

Federal, Joint Base San Antonio (JBSA), or Port of San Phone Number: 1234567890
Antonio Project?: No Tax Id:
Zip Code: 78215 Street Address: 500 McCullough 78215
County: BEXAR . . .
Municipality: SAN ANTONIO Street Lights Invoice Billing
For a gate?: Yes Contact Name: LIGHTS INVOICE
For an Amenity Center?: No Phone Number: 1234567890
For EV Charging?: Yes Tax Id:
How many dwellings will there be?: 20 Street Address: 500 McCullough 78215
What type of development is planned for this project?:
Residential Development
Are you requesting streetlights?: Yes
How many streetlights?: 3
Will there be solar installations?: Yes
Avg Square Feet per Dwelling: 3000
Will there be solar installations?: Yes
Click the Submit button to create the project.
v

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

confirms your application has been received and a Project was created. Click on 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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Once the project is created, it can be found under the assigned portal user. Tasks can be viewed
at any point during your project. To see those tasks and upload attachments in response to

those tasks, please follow these steps:

1. To upload completed document to your project, click to select the project from the
corresponding user project drop-down list.

= Cps * m Search open projects

Construction & Renovation Portal

Projects

How to find your projects?

Start Date End Date Status

| 20250819 20251217 Opep v
Check users to retrieve their projects in search results Check All Uncheck All
O Jane ooe: [ O

Search

_Click to view the projects for this account) v

JANE DOE (Click to close)

@ Subdivision Application Pending
RESIDENTIAL SUBDIVISION TEST #266534
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2. If you would like to see tasks for the project, click the project card.

[=] Project Number E// Project Status % Customer project
266664 Application Pending tasks requiring ac

3. If you would like to see tasks for a work request, click the appropriate work request
card.

o -

WR #102835

WR #102854
SMRAL - SERV METER RES AC - UG NRSMG - SERV/MET RES - GAS
Requesting Requesting

Work Reguest Status (i Work Reguest Status ()
Work Request tasks

Work Request tasks
requiring action

requiring action

=k @ {?:‘I Jee

11/04/2019
Estimated Completion

i @ @ e

12/05/2019
Estimated Completion

Please Note:

A green checkmark appears in the top right corner of whichever card is currently selected.
** All cards and options are specific to the object with the green checkmark. **
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4. Inthe menu bar underneath the work request cards, click TASKS.
5. Notice the list of tasks which reflect documents CPS Energy needs to progress your
project request.

TASKS COMMENTS PERMITS FILES/ATTACHMENTS

11 TASKS FOR PROJECT = (m 6CPSE

rProgress

Provide Streetlight Letter

Provide Roll Plans

Provide Site Plan

Noz Starte

Provide Plat

Nor Sarmee

Provide Utility Plans

6. Once a document is ready to submit, Click ATTACHMENTS on the menu.
7. Click Select a file to be uploaded in the text box, to the right of the paperclip icon. Once
you have chosen your file and clicked Open, in the file navigation window, click Upload

File.
ENERAL TASKS COMMENT PERMITS ATTACHMENTS
1 FILES FOR PROJECT I
Notes-11-30-19_2019-12-05-07-36-12.docx
12/05/2019 by Jane Doe
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8. Once the upload is complete, notice the FILES FOR number was incremented (from 1 to
2 in this example) and the file information appears below the UPLOAD FILE button. This
may take a few seconds to complete.

GENERAL TASKS COMMENTS PERMITS ATTACHMENTS

II 2 FILES FOR WR#102855

Notes-12-31-19_2020-01-03-10-24-57 txt
01/03/2020 by undefined

g9  Notes-T1-12-12-19.2020-01-03-10-25-15.txt
W  01/03/2020 by undefined

9. To access a document which has been uploaded, click on the document and select from
the Open, Save, Save as, or Cancel options in the dialog box (Save as is accessed by
clicking the Up-Arrow. next to Save).

Notes-11-30-19,2019-12-16-13-45-22 docx
12/16/2010 by undefined

What do you want to do with
Notes-11-30-19_2019-12-16-13-45-22.docx? Open Save Cancel
From: dmzsandecho.cpsenargy.com




