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This user guide provides directions for navigating in VisionDSM and utilizing program Workflow Statuses

assigned to Contractors for the LIURP Program. Sections 1 through 8 include SAMPLE instructions for logging

in, utilizing VisionDSM functionality and understanding Application Workflow. Sections 9 through 13 include

instructions and screen shots specific to contractor required tasks for the CPA LIURP program. NOTE: Each

section is linked to the Table of Contents below —simply place your cursor over the desired section to jump directly

to the instructions and screen shots.
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1. Logging into VisionDSM

Navigate to the VisionDSM Login page
at https://client.aegonline.com/ .

Enter your User Name and Password.

SUBMIT

Select the button.

NOTE: To retrieve or change your
Password, select the Lost Password link
shown here.

Upon logging in, Contractors will
automatically be directed to the PROJECT
QUICKVIEW: ASSIGNED APPLICATIONS
page as illustrated here.

IMPORTANT NOTE: Contractors will be
able to view ONLY those applications
assigned to them in the system.

Select the VIEW PROJECT Q
located to the right of a selected
application.

icon

The application will be displayed in the
current Workflow Status for the selected
application as shown.

~ AEG
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ISIONDSM

ABOUT US “mn'ﬂﬁme SERVICES | CLIENT EXPERIENCE | WHY AEG | AFFILTATIONS & ACCREDITATIONS | NEWS & EVENTS | CONTACT

Client Experience

» Our Clients

» Sample Projects

Client Login

User Name

Passwiard

SUBMIT

:a Lost Password? Click Here

CPARALYS3214505 AR 742
AUDITS & REBATES NONE CPARALIS32021260 FEB-16 2015 4 29PM MaR-25 2018 @

=
Ourkﬂow) Application Notes Equipment Files Docs Rebates Audit QC Events

Tools

S R ]

Application Information
Project #
CPARAU1532021260

Project Name:
[EINone Entered

Program:
Columbia Gas Of
Pennsylvania: Audits & Rebates

Customer:
K Harm

AppID #

40C31EF44145433E9 (9294691 F 230882

RefiD:
CPARAU1532021260

Received: Feb-18 2016 4:23PM
Last Edited: Mar-25 2016 S:50AM
Status Upd: Mar-25 2016 9:508M
Entry Point: BackEnd Entered
Entered By: KWHITLEY

7 Similar Premises
Status:
Post Inspection Selection

Primary Contact

K Horm

123 Pine Street
Anytown, NY 55555

Ph: (555) 4443333
Kwhitley-Harm@Applie...

Edit '

Premise Contact

K Harm
123 Pine Street

Current Workflow Tasks: Post Inspection Selection

Take All Open Tasks

Perform Task:
Assigned to: CC;
Created: 3/25/2016 9:50:21 AM Term: 0 days

y Assign Post

Perform Task: Auto Assign Post Inspection Contractor
Assigned to: CCI;
Creatad: 3/25/2016 95021 AM Term: 0 days

General Procedure: Post Inspector Procedure
Assigned to:
Created: 3/25/2016 %:50:21 AM Term: 0 days

Perform Task: Confirm Post Inspector
Assigned to: CC;
Created: 3/25/2016 3:50:21 AM Term: 0 days

General Procedure: Assign Post Inspector to Application
Assigned to:
Created: 3/25/2016 9:50:21 AM Term: 0 days

Send Email: Post Inspection Notification
Assigned to: CUSTOMER - PRIMARY:
Created: 3/25/2016 9:50:21 AM Term: 0 g2ys

Perform Task: Schedule Post Inspection with Customer
Assigned to: ASSIGNED USERS;
Created: 3/25/2016 %:50:21 AM Term:0 days Completed: 3/25/2016 9:54:32 AM

Document Upload: Upload Post Inspection Report
USERS;

65:5021 AM Term: 0 days

Ad-Hoc Task

Company Proprietary - For INTERNAL distribution only
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2. How to Search for a Customer Application

navigated to the Project Quickview screen in
VisionDSM. This screen includes the SEARCH
tab option in the top menu bar.

After completing Step 1 to log In User wil be | g ioi ./ I

OPTION 1: If the Project Number is known: AR o S

1. Select SEARCH above the Project
Quickview menu tabs and select
“Customer/App Search” from the drop
down menu.

Last Name: Company: Address: Project # [GPARAL/183202126(] Columbia Gas of Penn

2. The Search Panel will appear. User has

Phone: Acct#: Rrem #: eMail: Search | Clear
the option to search by fields displayed » Concrl »Manage  »Process
Application #40C31EF44145493E9C9204E91F230592 Proje mttfmbia Gas of Pennsylvania
Rebates %ﬂnts

with available customer data. (Project T S S

Number, Last Name, Company, Address,
Acct. #, etc).

3. Enter the PROJECT NUMBER in the field
shown.

NOTE: Utility Name will automatically
display in the CIS field. ]

Ap plication # 246 7EFCC45924343AF78ESAG6F8980D3
Applicati Not: Equi it Fil D Rebat Audit Qc
4. Select the Search button under the CIS pricfon | Tefe Revemen T e e A
field. Tools

Current Workflow Tasks: Application Review

- . Take All Open Tasks
Application Information

Project # Send Email: O&R Review Notification
TPDTPS1531375204
Assigned to:
Ref ID: Created: B/6/2015 12:50:49 PM Term: 0 days Completed: 8/6/2015 12:50:43 PM

TPOTPS1531375204

Program:

(D TEMPLATES: Residential
HVAC

5. The Workflow Tab will open and be Customer:

[@)Sabrina Smith

Perform Task: Verify Equipment & Customer Qualification
Assigned to:
Created: B/6/2015 12:50:45 PM Term: 0 days Completed: 8/6/2015 12:50:57 PM

H H Received: Aug6 2015 12:50PM Perform Task: Funds Not Available
displayed in the current Workflow Status e e e
Status Upd: Aug-6 2015 12:50PM Created: 8/6/2015 12:50:49 PM Term: 0 days Completed: 8/6/2015 12:51:00 PM
for the selected application as shown. oy pon  sseensseres
Status: Send Email: Funds Not Available Notification

Application Review Assigned o

Created: B/6/2015 12:50:43 PM Term: 0 days

Primary Contact
Perform Task: Refer to NYSERDA - Generate NYSERDA Letter -

None sssigned Assigned to: ~
Created: B/6/2015 12:50:49 PM Term: 0 days

Premise Contact

Send Letter: Generate NYSERDA Letter
LVR ENERGY & MECHANICAL, INC. Assigned to:
Acct #:6319182032 Created: B/&/2015 12:50:45 PA Term: 0 days
57 W Timonium Road
Putnam Valley, NY 10579
Ph: (914) 420-7621
ssmith@appliedenergy...
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OPTION 2:

If the Project Number is NOT

1.

known:

User has the option to SEARCH by fields
displayed with available customer data.

e Last Name or Account # are preferred
Search fields in VisionDSM.

2" pane — CUSTOMER ACCOUNTS

All customer applications with the last
name ‘Smith’ are listed in the 2" pane —
CUSTOMER ACCOUNTS.

—

Users can select the 5-Q'!'—}icon
here to View previous customer
applications in the selected customer
name here and edit customer accounts.

3" Pane — APPLICATION CONTACTS

All  ACTIVE Project Applications in
VisionDSM for the selected customer can
be viewed in the 3¢ PANE — APPLICATION
CONTACTS.

Users can select the @'—}icon
to the far right of the customer project
application to open it in the Workflow
View current status as shown.

IMPORTANT NOTE: Contractors will be

able to view ONLY those applications
assigned to them in the system.

/

Example shown: Last Name: SMITH

Search Resulrs

Addrens Broject # as
Bem #. Ml Seech
» Pracess = Syptem whearch

Clear

NOTE: All customer accounts and active project applications will be
displayed in the 2 ‘Panes’ shown in the examples below.

The following customer accounts were located within your search iteria

|

Waorkflow Application

n # 2467EFCC45924343AF78E5AG6FB380D3

S o

Equipment Files Docs Rebates

450 STATE ROUTE 183

Qg

Audit QcC

= @)
=

Application Information

Project #
TPDTPS1531375204

Ref ID:

TPDTPS1531375204

Program:

(@ TEMPLATES: Residential
HVAC

Customer:

(@Sabrina Smith

Received: Aug-6 2015 12:50PM
LastEdited:  Aug6 2015 12:50PM
StatusUpd:  Aug6 2015 12:50PM
Entry Point: BackEnd Entered
Status:

Application Review

Primary Contact

None assigned

Premise Contact

LVR ENERGY & MECHANICAL, INC.
Acct #:6319183032

57 W Timonium Road

Pumam Valley, NY 10579

Ph: (914) 420-7621
ssmith@appliedenergy...

Current Workflow Tasks: Application Review

Take All Open Tasks

send Email: O&R Review Notification
Assigned to:
Created: 8/6/2015 12:50:49 PM Term: 0 days Completed: 8/6/2015 12:50:43 PM

Perform Task: Verify Equip & Customer Q
Assigned to:

Created: 8/6/2015 12:50:45 PM Term: 0 days Completed: £/6/2015 125057 PM

Perform Task: Funds Not Available
Assigned to:
Created: 2/6/2015 12:50:49 PM Term: 0 days Completed: 8/6/2015 12.51:00 PM

Send Email: Funds Not Available Notification
Assigned to
Created: /62015 12:50:43 PM Term: 0 days

Perform Task: Refer to NYSERDA - Generate NYSERDA Letter
Assigned to
Created: 8672015 12:50:43 PM Term: 0 days

Send Letter: Generate NYSERDA Letter
Assigned to
Created: 8/6/2015 12:50:43 P Term: 0 cays

Company Proprietary — For INTERNAL distribution only
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3. How to Add Notes

The NOTES tab allows users to document any
additional information that is specific to the
project application. These notes are then
available to other users with access to the

a ppllcatlon : Workflow Applcation Equipment Fles Docs Rebates Audi ot Events

SAMPLE

1. Inthe selected Application view, navigate oo — —
to the Notes tab at the top. D amtin ] (RS =

2. Select the ™ button to Add New Notes.

Note: The Add/Edit Note dialog box
opens.

3. Enter note in the Note field.

4. Select ¥ in Note Type field.
Note: Options are Public and Private.

SUBMIT

SUBMIT

5. Select the button.

Note: Data will be displayed in the
Application Notes section.

Company Proprietary — For INTERNAL distribution only Page 5
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4. How to Add Measures

SAMPLE

1. Select the Equipment (Measures) tab for
the selected Application. The Application:
Equipment management screen opens.

| &2 |

2. Select the = button to Add New
Equipment (see sample shown).
3. Note: The Add Equipment dialog box

opens.

4. Select the ™ button in the Product Type,
Category and Product fields.

5. Note: Or select option available to Search
Equipment Name and enter in field.

6. Enter applicable attributes in product
fields.

SUBMIT

7. Select the button.

NOTE: Measures (Equipment) records will
now be displayed on Application:
Equipment screen as shown here.

:AY/SIONDSM

Workflow Application Notes =Equipment Files Docs Re

Application: Equipment
1 w |j|

Application Information
Add Equipment
Project

Attributes:

hidden eal iewable 12 all uers

QUANTITY *

BUILDING TYPE 5EL ©

BASELINE LAMP TYPE SEL v Bl
BASELING LAMP WATTAGE ~

RECOMMEND SEL v - GeET
BASELINE FIXTURE CODE

PROPOSED FIXTURE CODE

DESCRIPTION

BALLAST TYPE

FIXTURE WATTAGE

ANNUAL KW SAVED

ANNUAL KWH SAVED

INCENTIVE AMOUNT

ELEC UTIL CUST INCENTIVE

Application: Equipment

Company Proprietary — For INTERNAL distribution only
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5. How to create an Event

SAMPLE

Events Management is a way to track
additional information not captured on the
application tab, such as incoming or outgoing
customer calls and when an audit was
scheduled.

The Events tab can also ‘hold’ all interval data
for Demand Response Programs.

To add an ‘Event’, select the % button to Add
New Event.

1. Selectthe ™ button and populate from the
choices in the Category, Event Type and
Event fields.

2. Enter applicable data in Attributes fields

provided and select the

button.

Note: Required fields are marked with a red
asterisk *

The Events information will then be displayed
as illustrated here.

:\W/SIONDSM

0
“ep®

Workflow Application Notes Equipment Files Docs Rebates Audit Qc @

Tools

= (E
Pl @G C
Application Information

AppID #
1E7asCFisaCLCIR

Proiect #

Add Event

Category

Event Type

Event

Ref Equipment
~ —Select—

Attributes:

EVENT START DATE *

EVENT END DATE
EVENT DURATION
AUDITOR =
COMPANY

DEVICE TYPE
NETWORK CODE

Application: Events

o

rage: I

« Scheduling

~ Energy Audit

« Audit

Ai i lication: Events

06/o5/2015

ABC Contractors

No Selections Are Available

SUBMIT

Company Proprietary — For INTERNAL distribution only
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6. How to upload Files

SAMPLE
Motes Equipment @ Docs Rebates Audit QcC Events
The FILES tab of an application allows you to Application: File Manager
upload and store application documents. Files (A
can then be organized under customized e ' FILES
folders specific to the program. N
File Upload ==l
|_ w | Browse and select the file For Upload.

Documentation can be added via the
button located in the project FILES tab. The File
Upload dialog box will open.

This might take a few moments...Please be patient!

Choose File | Supporting TEST Doe.doex

1. Select the | chooseFile button to locate Fle Type - Supportng Document
and open the file. Folder - Fiss
2. Select ™ and populate the File Type, A - -seki
Folder and File Security fields. File Tag | supporting Document|  ~|
3. Enter preferred file name in File Tag field
provided and select the
button.

NOTE: Please use the following naming
convention when uploading files:

Application: File Manager

o

Customer Last Name_File Type i

(i.e. Jones_post inspection)

The file(s) will then be displayed as shown.

Company Proprietary — For INTERNAL distribution only Page 8
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7. How to View and Print Customer Consumption Data Letters

1. To access the Customer Consumption
Letter for a project application, select the
DOCS tab to display the Application:
Documents section.

o
Notes Equipment Files @5) Rebates Audit Qc Events Contacts

Application: Documents (% putresn)

EMAIL  ERP REFERRAL NOTIFICATION MAR-16 2016 2:44PM  WORKFLOW ERP REFERRAL; MAR-16 2016 2:44PM  PUBLIC -

MAR-18 2016 2:39PM  WORKFLOW ASSIGNED USERS; CCI; MAR-16 2016 2 FUBLIC

EMAIL  CONSUMPTION DATA NOTIFICATION MAR-16 2016 2:39PM  WORKFLOW ASSIGNED USERS; MAR-16 2016 2:39PM  PUBLIC A ¥

EMAIL  CONSUMPTION DATA NOTIFICATION (MANUALLY ASSIGNED CONTRACTOR) MAR-16 2016 2:37PM  WORKFLOW ER - CONTRACTOR: MAR-16 2016 2:37PM  PUBLIC 5

EMAIL  CONSUMPTION DATA NOTIFICATION MAR-15 2016 4:22PM ASSIGNED USERS: MAR-15 2016 4:22PM  PUBLIC 5

2. Selectthe —* View Documenticon
to display the selected Consumption
Data Letter.

3. Select Print icon to print the
selected Letter.

Company Proprietary - For INTERNAL distribution only Page 9
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8. About Application Workflow Statuses

Application Statuses are the milestones a project will go through until the project is considered complete,
cancelled, denied or void. The program business process dictates what needs to happen in order for a
project to move through its application lifecycle. Tasks (activities) have been created within each of the
application statuses for a specific program. Some Statuses may have NO associated Tasks for the User to
perform. Selection of some Tasks as “Complete” will automatically move the application to the next
appropriate Status or direct VisionDSM to perform some automated task (i.e. send an email, run a general
procedure or send a letter to document queue.)

NOTE: Contractors will ONLY have access to Workflow Statuses with assigned Tasks for them to complete
in VisionDSM. Tasks that are ‘greyed out’ are NOT assigned to you as shown in example below:

Perform Task: Proceed as ERP Only
Assigned ro: COL

Created: 37242076 10:39:21 AM Term: 0 days

These processes allow the Workflow to advance so that all Statuses & Tasks are performed and completed
in the correct order designated by the User. Automation is also present at various places in the application
workflow to ensure proper checks are occurring along with desired system behavior.

The following statuses are default statuses in VisionDSM:

e Application Received
e Application Completed
e Application Cancelled.

Company Proprietary - For INTERNAL distribution only Page 10
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9. Schedule Audit Status

Upon arrival in this status, VisionDSM has
automatically generated approval letter and
sent LIURP Customer information to contractor Current Workflow Tasks: Schedule Audit
via email notification. Additionally, VisionDSM
automatically assigned Weatherization

. G | Procedure: Assign Weatherization C licati
Contractor to project and generate Pre-Screen e fosln Weatberhation Contranerto Sl @
/e tter to print Created: 2/79/2016 51717 PM Term: 0 days Completed: 27292016 5:117:17 PM

Send Letter: Print Pre-Screen Letter
Assigned to: CUSTOMER - PRIMARY; °
Created: 2279/2016 5:17.17 PM Term: 0 days Completed: 220/2016 5:17:17 BW

PERFORM TASK: CONTACT CUSTOMER

|+| By
Select the “* icon to open task box.
Perform Task: Manage Task
2. Navigate to the EVENTS tab* and Ao i 455
document activity for all attempted and [ verify Task
. . Perform Task:
successful customer interactions. sesigned 1045 | TagkType: Perform Task
. . Created: 223/2015 Description: Navigate to the Events tab and document activity for all attempted and
3. Select Yes, | certify that this task has been : successful customer interactions.
com pleted in the Ve rify Task box. E:E;;;:IIE Certification: ‘es, | certify that this task has been completed v
SUBMIT
. Send Email: N -
4. Select the Sl button. Icon |s®'. pssignedta: LT
Created: 2/73%/2016

Send Email: No Activity - Final Notice
Assigned to: LIURP AD

See Section 5: How to create an Event P——

Motes Equipment Files Docs Rebates Audit Qc @ Reports

Application: Events

)
- Add Event
NOTE: Contractors MUST create all Events %o AddrEdit Item
requested for this program in order to accurately Category ~ Account Management
document all customer communications.
Event Type ~ Contact
Event

- —Select-

Audit

Clean & Tune
Complaint
Email

Letter

Phone Call
Post-Inspection
QA Review
Wy

Company Proprietary - For INTERNAL distribution only Page 11
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PERFORM TASK: AUDIT SCHEDULED

il

Select the icon to open task box.

2. Complete task ONLY after audit is
scheduled with customer and event record
is created documenting the audit date.
VisionDSM will move project to Audit
Status.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

4, Selectthe button. Icon is@.

NOTE: Selecting this task as Complete will
automatically move project to Audit Status
(Section 10).

PERFORM TASK: AUDIT CANCELLED

e

Select the icon to open task box.

2. Select this task as complete only if Audit
had to be cancelled. VisionDSM will
automatically move project to Application
CANCELLED status.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

4, Selectthe button. Icon is@.

NOTE: Selecting this task as Complete will
automatically move project to Application
CANCELLED Status.

Current Workflow Tasks: Schedule Audit

Take All Open Tasks Ad-Hoc Task

General Procedure: Assign Weatherization Contractor to Application
Assigned to:
Created: 27392016 51747 PM Term: 0 days Completed: 2202016 54717 BM

Send Letter: Print Pre-Screen Letter
AER - PRIMARY

Assigned to: C
Created: 2/7

7P Term: 0 days Completed: 2/20/2016 5:17-17 PM

Perform Task: Contact Customer
=MED USERS: CLUSTOMER - PRIMAR)

/2016 5:21:42 PM

Perform Manage Task

Assigned
Crested: 2
[ verify Task
Send Em
Assigned Task Type: Perform Task
Created: 2 Description: Complete task only after audit is scheduled with customer and event record
is created documenting the audit date. VisionDSM will automatically move project to Audit
Send Em Status.
Assigned
Created: 2) Certification: Wes, | certify that this task has been completed v
Send Em
) SUBMIT
Assigned
Created: 2/

Take All Open Tasks Ad-Hoc Task

General Procedure: Assign Weatherization Contractor to Application
Assigned to:
Created: 5/24/2016 11:29:31 AM Term: 0 days Completed: 5/24/2016 11:29:31 AM

Send Email: Contractor Notification Email
Assigned to: ASSIGNED USERS;
Created: 5/24/2016 11:29:31 AM Term: 0 days Completed: 5/24/2016 11:25:31 AM

Manage Task
S
A
“ [ verify Task
Task Type: Perform Task
A Description: Select this task as complete only if Audit had to be cancelled. VisionDSM will
cr automatically move project to Application CANCELLED Status.
P Certification: Yes, | certify that this task has been completedﬂ =
A
c
SUBMIT
P
A

Perform Task: Audit Cancelled

goed to: ASSIGNED USERS: Ca EFERRAL LIURP; LIURP: 1.
Created: 5/24/2016 11:29:31 AM Term: 0 days
Perform Task: Refer to CPA for Follow-Up -— .
-

Company Proprietary — For INTERNAL distribution only
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PERFORM TASK: REFER TO CPA FOR
FOLLOW-UP

1. Selectthe icon to open task box.

2. Select this task as complete if customer
refused audit OR is not responding to
attempted contact. CPA will be notified of
this request via email notification and
VisionDSM will automatically move project
to CPA Follow-UP Requested status.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

4. Select the button. Icon is@.

NOTE: Selecting this task as Complete will
automatically move project to CPA Follow-Up
Requested Status.

VisionDSM will automatically send 7 day and/or 14
day email notifications if there is no activity since
referral. After 60 days, a FINAL Notice email
notification is sent to LIURP administration and the
project is CANCELLED. VisionDSM will automatically
move project to Application Cancelled Status.

Current Workflow Tasks: Schedule Audit

Take All Open Tasks Ad-Hoe Task

General Procedure: Assign Weatherization Contractor to Application
Assigned tar
Created: 5/20/2016 3:18:25 PM Term: 0 days Completed: 5/20/2016 3:18:25 PM

Send Email: Contractor Notification Email
Assigned to: ASSIGNED USERS,
Cn

Manage Task

5
e

o [ Verify Task

P Task Type: Perform Task
Al Description: Select this task as complete if customer refused audit or is not responding to
o attempted contact. CPA will be notified of this request via email notification and

WisionDSM will automatically move project to CPA Follow-Up Requested status.

P Certification: Yes, | certify that this task has been completed &

SUBMIT
P

4

Company Proprietary — For INTERNAL distribution only
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10. Audit Status

DOCUMENT UPLOAD: UPLOAD AUDIT
REPORT

1. Selectthe H icon to open File Upload
box.

2. Selectthe button and locate

Contractor Invoice / Store Receipt.
Select the button.

4. Select ¥ in File Security field.
Note: Options are Public and Private

(preferred)

5. Make appropriate selection.

6. Select ™ in File Tag field and assign File
Name, if desired.

NOTE: Please name all documents before —|
uploading your file(s).

7. Select the button. Icon is
now @

PERFORM TASK: AUDIT COMPLETED

1. Select the

2. Indicate audit completion data on Audit
event via EVENTS tab**. Navigate to the
Equipment tab* and add appropriate
measure(s) if applicable. Project will be
moved to HVAC Clean & Tune Status upon
completion of this task.

3. Select Yes, | certify that this task has been

completed in the Verify Task box.

4. Selectthe button. Icon is@.

*See Section 4. How to Add Measures

icon to open task box.

**See Section 5. How to Create an Event

NOTE: Selecting this task as Complete will
automatically move project to HVAC Clean &
Tune Status (Section 11).

:\WISIONDSM
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Current Workflow Tasks: Audit

.
ol

Take All Open Tasks

Document Upload: U
dgsigned to: AS: USERS; LIURP,
Created: 571 STATTE 2ot PATTEVIN: U days

pload Audit Report

:e'f File Upload
ssig

Creaty

Perf Browse and select the file For Upload.

Assig . . -

m: This might take a few moments...Please be patient!

Senc Choose Files | No file chosen

Assig

Creats . .

File Security —Select— v

Perf

Assig File Tag | v |
UPLOAD FILE

Perf:

Assig

Created: 5/13/201& 2:51:1% PM Term: O days

Current Workflow Tasks: Audit

Take All Open Tasks

=l

Perform Task: Audit Completed
Assigned o ERS, CARESB#

-
2 tRAL LIURF; LIURF, 1‘
Created: 5/1

Pe Manage Task

Ass
Cre
[ Verify Task
Se
Ass Task Type: Perform Task
Crej Description: Indicate audit completion date on Audit event via Events tab. Navigate to the
Equipment tab and add appropriate measure(s) if applicable. VisionDSM automatically
Pe maowes project to HVAC Clean & Tune Status upon completing this task.

Ass

Cre:

Pe
Ae SUBMIT

Cre:

Certification: Yes, | certify thatthis task has been completed v *

Geo ..

ad

Company Proprietary — For INTERNAL distribution only
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PERFORM TASK: AUDIT CANCELLED

1. Selectthe icon to open task box.

2. Navigate to EQUIPMENT tab*and add
appropriate measure(s). Also indicate
other audit completion data via EVENTS
tab**. Select this task as complete ONLY if
Audit had to be cancelled. Project will be
moved to Application Cancelled Status.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

4. Selectthe button. Icon is@.

NOTE: Selecting this task as Complete will
automatically move project to Application
Cancelled Status.

PERFORM TASK: REFER CUSTOMER to
CARES

1. Select the

2. Select this task as complete if customer
should be referred to CARES. VisionDSM
will automatically move project to CARES
Referral Status.

icon to open task box.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

4. Selectthe button. Icon is@.

NOTE: Selecting this task as Complete will
automatically move project to CARES
Referral Status.

Current Workflow Tasks: Audit

Take All Open Tasks

Document Upload: Upload Audit Report

Assigned tor & ERS; LIURP;
Created: 5/13/2

.
l

PM Term: 0 days

Perform Task: Audit Completed -
Assigned to: ASSIGMNE ERS; CARES REFERRAL LIURP; LIURP; lh

Created: 5/

-
RAL LIURP; LIURP; lh

Created: 5/13

Sen Manage Task
Assi;

Crea

[+ Verify Task
Per
Assi; Task Type: Perform Task
Crea Description: Navigate to the Equipment tab and add appropriate measure(s). Also
indicate other audit data via the Events tab. Select this task as complete only if Audit had
Per, to be cancelled. VisionD5M will automatically move project to Application CANCELLED
Assiy Status.
Crea
Certification: Yes, | certify that this task has been completed v *
Ger

Assi SUBMIT
Crea

Current Workflow Tasks: Audit

Take All Open Tasks

Dog et
Assi Manage Task

Ad-Hoc Task

Per [ Verify Task

Crea Task Type: Perfarm Task
Description: Select this task as complete if customer should be referred to CARES.

Certification:

‘Yes, | certify that this task has been completed » &

SUBMIT

Perform Task:

ndlord Agreement Required -
Assigned to: # E RP;
Created: 5/137

USERS; !

PM Term: 0 days

Company Proprietary — For INTERNAL distribution only
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Current Workflow Tasks: Audit

PERFORM TASK: LANDLORD AGREEMENT

REQUIRED
Document Upload: Upload Audit Report LD -
e Assige I
. reat Manage Task x
1. Select the icon to open task box. e =
. . . Perf
2. Complete this task if audit found that a xed [ Verify Task
Landlord agreement is required prior to reat
Task Type: Perform Task
HVAC Clean and tune prOCESS and anv Perf Description: Complete this task if audit found that a landlord agreement is required prior
. . . . Aszig to HVAC dean and tune process and any installation of Wx measures. VisionDSM will
|nsta”at|on Of WX measures. PrOJeCt Wl” be (raa? automatically move project to Landlord Agreement Required Status.
moved to Landlord Agreement ReqU|red sord Certification: Yes, | certify that this task has been completed v | *
Status and notifications to generate Assig
Landlord agreement Letters will be sent. e
Perf
Assig 4
Createu: /15120 2 4.2 .17 Pl Ter U Udys

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT :
4' SEIeCt the bUtton' Icon IS@' General Procedure: Landlord Agreement Generated
Assigned tor
NOTE: Selecting this task as Complete will rested SIEE ST Terme B s

automatically move project to Landlord
Agreement Required Status (Section 11).

Company Proprietary - For INTERNAL distribution only Page 16
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PERFORM TASK: SELECT AND ASSIGN
HVAC CONTRACTOR

S

Select the icon to open task box.

Select HVAC Contractor via Contractor
Contact and assign HVAC Contractor to
project.

Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

Select the button. Icon is@.

Note: VisionDSM will automatically send HVAC
Contractor Notification email upon completion
of this task.

How to Assign an HVAC Contractor:

Select the F#2=5i2" | putton in the
CONTRACTOR CONTACT section of the
Contact information area in the left hand
menu bar.

The Assign Contact: Contractor Contact
box will now display. Select the Contact to
Assign from the drop-down menu list, as
shown in example here.

SUBMIT
Select the - button to save

selection.

HVAC Clean & Tune Status

Current Workflow Tasks: HVAC Clean & Tune

Take All Open Tasks

24 P Term: 0 days

Send Email: HYAC Notification
Asslg'\ed to: CUSTOMER - ACTOR;

Created: 3 LT

Manage Task
Perfori
Assignes
Created: @Verify Task
Send E
Assigned

Task Type: Paerform Task

Created: to project.

Certification:
Perfori

Assignes
Created:

SUBMIT

Send E
Assigned

[T e e

Primary Contact

525 Greenfield Rd
Lancaster, PA 17601
Ph: (717} 363-0092

Edit I

Premise Contact

Kaothleen Whitley-Harm
123 Pine Street
Anytown, NY 55555

Ph: (555) 444-3333
Kwhitley-Harm@Applie...

Edit |

Contractor Contact

Asslgn Contact: Contractor Contact

MNone as;
Reassign '
1§ Assign Contact

Assign Contact:

\

— Select Contact To Assign — v

:\W/SIONDSM

0
'a,..s‘

Ad-Hoc Task

=R
I

Description: Select HVAC Contractor via Contractor Contact and assign HVAC Contractor

Yes, | certify that this task has been completed v

Company Proprietary — For INTERNAL distribution only
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8. The Contractor Contact section will now
display as shown.

PERFORM TASK: CLEAN AND TUNE
COMPLETED

1. Select the icon to open task box.

2. Navigate to EQUIPMENT tab* and add the
appropriate measure(s). Also indicate
completion date on the Clean and Tune
Event via the EVENTS tab**. Project will be
moved to Wx Install Status.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

4. Selectthe button. Icon is@.

*See Section 4. How to Add Measures
**See Section 5. How to Create an Event

NOTE: Selecting this task as Complete will
automatically move project to Wx Install Status
(Section 13).

Premise Contact

Kathleen Whitley-Harm
123 Pine 5treet
Anytown, NY 55555

Prh: (555) 444-3333
Kwhitley-Harm@Applie...

Edit |

Contractor Contact

Action Housing

425 Sixth Avenue
Pittsburgh, PA 15219
Ph: (412) 281-2102
Eprovlic@Wea.Actionh...

Reassign |

Current Workflow Tasks: HVAC Clean & Tune

Take All Open Tasks

Perform Task: Select and Assign HVAC Contractor
Assigned to: ASSIGNED USERS; WX;
Created: 3/25/2016 11:47:51 AM Term: 0 days Completed: 3/25/2016 12:02:25 PM

Ad-Hoc Task

Send Email: HVAC Notification
Assigned to: CUSTOMER - CONTRACTOR;
Created: 3/25/2016 11:47:51 AM Term: 0 days Completed: 3/25/2016 12:02.30 PM

Perform Task: Clean & Tune Completed -
Assigned D LISERS; W; ~
Created: JTTST20r sl
< Manage Task
A
c
[ Verify Task
F
2 Task Type: Perfarm Task
d Description: Navigate to the Equipment tab and add the appropriate measure(s). Also

indicate completion date on the clean and tune event via the Events tab. VisionDSM will
automatically move project to Wx Install Status.

1 Certification: Yes, | certify that this task has been completed v | *

F SUBMIT
A

Company Proprietary — For INTERNAL distribution only
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PERFORM TASK: CLEAN & TUNE
COMPLETED - REPAIRS EXCEED $650

il

Select the icon to open task box.

First, navigate to the Repair Authorization
Form (see below) and complete all required
fields marked with a red asterisk* (including
Total Cost) in the Repair Authorization Form
section. Project will then be moved to
Repair Authorization Required Status.

Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

4. Selectthe button. Icon is@.

NOTE: Selecting this task as Complete will
automatically move project to Repair
Authorization Required Status.

Note: VisionDSM will automatically send Customer
Not Responding Notification 1 email if no response
after 14 days. Project will then be moved to
Section 12. Wx Follow up Required Status.

Navigate to the APPLICATION tab in the
grey menu bar. Select the
5. Repair Authorization Fnrm] form

Select [ED'T APPLICATION ] to open the Edit

Application Form dialog box.

Complete all required fields marked with a
red asterisk as shown.

Scroll down and select to

save your changes. (Repair Authorization
Form fields will now display).

Navigate back to Workflow tab.

Current Workflow Tasks: HVAC Clean & Tune

Take All Open Tasks

Perform Task: Select and Assign HVAC Contractor
Assigned to: NED USERS; WX;
Created: 3/25/2016 11:47:51 AM Term: 0 days Completed: 3/25/2016 12:02:23 PM

Send Email: HYAC Notification
Assigned to: CUSTOMER - CONTRACTOR;
2016 11:47:5

Created: 3/25/ 1AM Term: 0 days Completed: 3/25/2016 12:02:30 PM

Perform Task: Clean & Tune Completed

Assigned to: NED USERS; Wi, 1-
Created: 3725 51 AM Term: 0 days
Send Email: Wx Notification
Assigned to: NED USERS; WX;
6 11:47:51 AM Term: 0 days
Perform Task: Clean & Tune Completed - Repairs Exceed $650 -
T : NED USERS; WX; 1.

Created: 3/

51 AM Term: 0 days

Manage Task

[ Verify Task

Task Type: Perform Task

Description: Navigate to the Repair Authorization Form and complete all required fields
marked with a red asterisk. VisionDSM will automatically move project to Repair
Authorization Required Status.

a

Certification: Yes, | certify that this task has been completed

SUBMIT

Files Docs Rebates Audit Events

Application Notes

Available Application Forms:

Equipment Qc

Reports

%

1.UURP Data * || 2. Customer Data * § 3. Customer Consumption * |l 4. Contractor Information
aformation

5. Repair Authorization Form | [[GENFLEEEY @t L]
20514

Edit Application Form

EDIT APPLICATION
Repair Authorization Form

Authorized Agent *

Of Pennsyivania

tey-Harm

Repair Authorization Fol

John Doe
Authorized Agent *

Contractor *

ABC Contracgor

Contractor *

agreement
wired

Person Contacted *

Mary Smith

act Person Contacted *

e ) Date of Contact: mmssym *
03/01/2016
Date of Contact: mmssrm

Repairs or Replacements:

Details of repairs here
Repairs or Replacement;

Company Proprietary — For INTERNAL distribution only
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PERFORM TASK: PROCEED WITH
APPLICATION CANCELLED

il

6. Selectthe icon to open task box.

7. Select as complete ONLY if customer

cancelled Clean and Tune. Project will be

moved to Application Cancellation Status.

8. Select Yes, | certify that this task has been
completed in the Verify Task box.

9. Selectthe SUBMIT button. Icon is@.

NOTE: Selecting this task as Complete will
automatically move project to Application
Cancelled Status.

PERFORM TASK: REFER CUSTOMER to
CARES

1. Select the icon to open task box.

2. Select this task as complete if customer
should be referred to CARES. VisionDSM
will automatically move project to CARES
Referral Status.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

4. Selectthe SUBMIT button. Icon is@.

NOTE: Selecting this task as Complete will
automatically move project to CARES
Referral Status.

Current Workflow Tasks: HVAC Clean & Tune

Take All Open Tasks Ad-Hoc Task

Perform Task: Select and Assign HVAC Contractor -

Assigned to: WX l.
Created: 3/ M Term: 0 days
Send Email: HYAC Notification
Assigned to:
Created: 3/1/2016
b Manage Task x

€
As
e .

E Verify Task

Se
A Task Type: Perform Task
G Description: Select this task as complete only if customer cancelled clean and tune.

"

Project will be moved to Application Cancelled status.
Pe Certification: ‘Yes, | certify that this task has been completed v
Az
e
SUBMIT -
5S¢ N
As
v

Crecon L

Perform Task: Proceed with Application Cancelled

Created: 3, P Term: O days

Current Workflow Tasks: HVAC Clean & Tune

Take All Open Tasks

Perform Task: Select and Assign HVAC Contractor -

Assigned to: A JSERS 1-
Created: 5/20/2016 8:06:28 AM
Send Email: HVAC Notification
Assigned to: CUSTOMER - CONTRACTOR;
Created: 5/20/2016 8:06:26 AM Term: 0
Perform Task: Clean & T Completed -
Assigned t GMNED USE 1‘
Created: 5202016
sen Manage Task i
Ass|
Crea
[ Verify Task
Per,
Assi Task Type: Perform Task
Crea Description: Select this task as complete if customer should be referred to CARES.
VisionDSM will automatically move project to CARES Referral Status.
Sen ) )
pa Certification: ‘Yes, | certify that this task has been completed v | *
Crea
SUBMIT
Per,
-
~
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Wx Follow-Up Required Status

PERFORM TASK: GENERATE & SEND CAP
LETTER

1. Select the icon to open task box.

2. Complete task if customer should receive
CAP letter.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

4. Selectthe button. Icon is@.

VisionDSM will automatically generate CAP
Letter to be sent to Customer upon completion
of this task.

PERFORM TASK: PROCEED WITH HVAC
CLEAN & TUNE

1. Selectthe icon to open task box.

2. Complete task if customer has been reached
and would like to proceed with HVAC Clean
& Tune. Document customer contact via
EVENTS tab. Project will be moved to HVAC
Clean and Tune Status.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

4. Selectthe button. Icon is@.

NOTE: Selecting this task as Complete will
automatically move project to HVAC Clean &
Tune Status (Section 11).

VisionDSM will automatically send email
notification to LIURP Administrator after 15 days
if customer does not respond to schedule HVAC
Clean & Tune. Application will then be moved to
Application Cancelled Status.

Current Workflow Tasks: Wx Follow-Up Required

Take All Open Tasks

Ad-Hoc Task

Perform Task: Generate & Send CAP Letter -

Created: 372

Send Letter: Generate CAP Letter

Aszzigned to: I - PREMISE;

Created: 3/2/2016 9. AM Term: 0 days

Perfarm Task: Proceed with HVAC Clean & Tune -
1

D USERS: CUSTOMER - PRIMARY: ~

Manage Task

Send Email

Assigned ta:

Created: 3/2/20)

E Verify Task

Task Type: Perform Task
Description: Complete task if customer should receive CAF letter.

Certification: 'es, | certify that this task has been completed »

SUBMIT

J Current Workflow Tasks: Wx Follow-Up Required

Take All Open Tasks

Perform Task: Generate & Send CAP Letter
ED USERS; CUSTOMER - PRIMARY:
16 93527 AM Term: 0 days Completed: 3/2/2016 9:33:40 AM

Ad-Hoc Task

Assigned t
Created: 3/2.

Send Letter: Generate CAP Letter
WVER - PREMIZE;
242016 %:35:37 AM Term: 0 days Completed: 37212016 3:33:40 AM

Assigned t

Perform Task: P

ed with HVAC Clean & Tune

Created: 3/2

Send Email: Custamer Nat Beenandine Matificatinn 2

Assignec Manage Task x

Created:

E Verify Task

Task Type: Perform Task

Description: Complete task if customer has been reached and would like to proceed with
HVAC Clean & Tune. Document customer contact via Events tab. VisionDSM will
automatically move project to HVAC Clean and Tune Status

Certification: ‘es, | certify that this task has been completed »

" SUBMIT |

Send Email: Customer Not Responding Notification 2

LUIRP ADMIN

Azsigned to:

Created: 3/

Company Proprietary — For INTERNAL distribution only
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PERFORM TASK: REFER CUSTOMER to
CARES Treatad ke e BU% AN TR Sy
Sor ANage 1asl b
1. Select the icon to open task box. i okt il
2. Select this task as complete if customer (A Verify Task
should be referred to CARES. VisionDSM will wl e
automatically move project to CARES ™ W S e e s s e
Referral Status.
Aas Certification: Yes, | cartify that this task has been complated v
3. Select Yes, | certify that this task has been Pur
completed in the Verify Task box.
4. Select the button. Icon is@. 4 M

NOTE: Selecting this task as Complete will
automatically move project to CARES
Referral Status.

Company Proprietary — For INTERNAL distribution only
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13. Wx Install Status

PERFORM TASK: UPDATE PROJECT WITH
INSTALLED MEASURES and ADD Wx EVENT

il

1. Select the icon to open task box.

2. Navigate to EQUIPMENT tab and add all
installed measures. Additionally, navigate
to the EVENTS tab and add Wx event data.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

4. Selectthe button. Icon is@.

PERFORM TASK: COMPLETE REQUIRED
FOR COMPLETION FORM

il

1. Select the icon to open task box.

2. Navigate to Required for Completion Form
via Applications tab and confirm ALL data is
complete and accurate. If data is missing,
this will delay payment.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

4. Selectthe button. Icon is@.

:\WISIONDSM

0
“ep®

Current Workflow Tasks: Wx Install

Take All Open Tasks Ad-Hoc Task

Perform Task: Update Project with Installed Measures and Add Wx Event e
Ermekic D USERS; C ER - PRIMARY: N

1

Created: 3/1/2016 3:38.02 PV

Perform Task: Complete Required for Completion Form

- .
Assigned to USERS; ER - PRIMARY: ~
Created: 3/1/ P Term:
Perform Task: Add Invoice Data -
Assiened tor A5SIGHED LISFRS: CLISTOMER - DRIMARY: ~N

' Manage Task

A [ verify Task

Task Type: Perform Task
Description: Navigate to the Equipment tab and add all installed measures. Additionally,
As navigate to the Events tab and add Wx event data.

Certification: - SELECT -- v

SUBMIT

Current Workflow Tasks: Wx Install

Take All Open Tasks Ad-Hoc Task

Perform Task: Update Project with Installed Measures and Add Wx Event
D ER - PRIMARY;

Aszigned to: D USERS;
Completed: 3/1/2016 3:40:31 PM

~
Perform Task: Add Invoice Data -
Assigned to: ASSIGNED USERS; CUSTOMER - PRIMARY: l.
&
Manage Task x
D
Az .
o @ Verify Task
P Task Type: Perform Task
Ae Description: Navigate to the Required for Completion form via Applications tab and

confirm ALL data is complete and accurate. If data is missing this will delay payment.

Certification: ‘fes, | certify that this task has been completed =

SUBMIT
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1. Navigate to the APPLICATION tab in the [ R o e el e
grey menu bar. Select the

]

Available Application Forms:

[

6. Reguired for Completion I f
orm.

EDIT APPLICATION I . M
2. Select to open the Edit PENTp—

Application Form dialog box.

normation

20514

Required for Completion

3. Confirm all data is complete and accurate ; _ P Cunlos

in the Required for Completion section. s I Dt Phathauton o Tond

3 -Res seload *

Funding Scarce

4. Scroll down and select to sz e s

Program Status * S Only X Semcy

save any changes. (Required for Completion )
Program Status * Prmary Sowice of Supplemental Fuel Post
forms fields will now display). s AL s
’ J Poal-Test CFM 50
5. Navigate back to Workflowtab. |  smmmm EEE s e
— Start Date Post Annual Househoid ke

Current Workflow Tasks: Wx Install

Take All Open Tasks

PERFORM TASK: ADD INVOICE DATA Perform Task: Update Pr_ojec( with Installed Measures and Add Wx Event -

Assigned t lh
il Created: 3/2! Term: 0 days
1' SEIeCt the icon to Open taSk bOX. Perform Task: Complete Required for Completion Form -
Assigned tor ASSIGNED USERS: [
2. Navigate to Contractor Information Form Created IADIE THDIO P Terme0cays
via Applications Tab and enter invoice Perform Tesk: Add Invoice Data -

nEd o

Created: Term: 0 days

number and invoice date. Only select the

OVERRIDE if you are invoicing this Docuren Manage Task
application for a 2™ time! Acsgned o
o [ Verify Task
3. Select Yes, | certify that this task has been :rfd"” Task Type: Perform Tack
completed in the Verify Task box. ) B e mamtar i e, Oy sl e ovrrdu o o kg e

application for a second time.

4 Select the SUBMIT button Icon ISG Certification: Yes, | certify that this task has been completed v | *

SUBMIT
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1. Navigate to the APPLICATION tab in the
grey menu bar. Select the
4. Contractor Information I form

2. Select T ] to open the Edit
Application Form dialog box.

3. Inthe Weatherization Contractor
Information section, enter the invoice #
and date in the Wx Contractor Invoice #
and Wx Invoice Date fields.

4. Scroll down and select [__conTinve | to
save any changes. (Required for Completion
forms fields will now display).

5. Navigate back to Workflow tab.

When to use ‘Override Wx Invoice Data’:

If you are going to invoice CPA for this project a
2" time, you will need to return to the
Weatherization Contractor Information section

Select 2 e ] to open the Edit
Application Form dialog box.

In the Weatherization Contractor
Information section, enter the invoice #
and date in the Wx Contractor Invoice #
and Wx Invoice Date fields.

Then check the OVERRIDE ACTIVATED
checkbox — this will prevent the invoice #
and date on original invoice from being
automatically associated with any NEW
measures that are entered in the system!

. CONTINUE .
Scroll down and select |- -| to

save this information.

For any additional Measures entered:

Please navigate to the EQUIPMENT tab and
manually enter the invoice # and date to those
new measures as well.

See Section 4. How to add Measures

Available Application Forms:

D e )
5. Repair Aunhorization Form |l 6. Requined for Complesan

Edit Application Form

featherization Cont

Wi Contracton Nagp
Weatherization Contractor Information

Wix Comtractor Name:

W Contractor lnvol Aclion

Housing

Wix Comtractor Inveice &

W Invaice Date

Wiz Invice Diste

NOTE: By Defaur, the

Edit Application Form

Weatherization Contractor Information

(— Wx Contractor Name

-select-

Wx Contractor Invoice #

Wx Inveice Date

NOTE: By Defaul, the Invoice Number and Invoice Date will populate on each sggregated measure in the Project. Checking the
“Override Vendar Data” box below wil allow the user to edit the Inveice Number and Invoice Date scributes on each measure.

Override Wx Invoice Data

¥ Override Activated

Notes Equipment Files Docs Rebates. Audit Qc Events Reports

Application: Equipment

@)

Add Equipment

Add New Equipment Item

Product Type Heating & Cooling Equipment v
Category Replacements v
Product 85 - Burner Replacement v
Attributes:
CONTRACTOR NAME
GRAND TOTAL
INVOICE DATE (mmvadiyyyy)
INVOICE NUMBER
QUANTITY * i
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IMPORTANT NOTE: Before performing the
DOCUMENT UPLOAD task, you must download
the Final Invoice Report:

1. Navigate to the REPORTS tab as shown.
Select Invoice # from drop down field.
NOTE: If you invoiced twice, select the
appropriate invoice.

2. Reportis now displayed. Select the

Export:
button in the upper right hand
of the page view to download and create
PDF version of the report.

3. Contractors MUST save the Report and
continue with Document Upload
instructions below.

DOCUMENT UPLOAD: GENERATE AND
ATTACH INVOICE REPORT

1. Select the H icon to open File Upload
box.

2. Selectthe button and locate
Contractor Invoice / Store Receipt.

3. Select the button.

4. Select T in File Security field.

Note: Options are Public and Private
(preferred)

5. Make appropriate selection.

6. Select T in File Tag field and assign File
Name to the upload.

7. Select the button. Icon is
now @

NOTE: Selecting this task as Complete will

automatically move project to Application

Completed Status.

SAFFY/ZAZ1 330005 Profect #FNICE LUSIOMENNILE MARY

Notes Equipment Files Docs Rebates Audit

Qc Events @

INVOICE REPORT

Invoice Number | — Select Invoice Number — v
— Select Invoice Number —

Prior to uploading your FINAL Report, please make sure any
changes needed are made so that the CORRECT INVOICE to be
paid is uploaded in the task below.

If the Invoice Report is NOT correct, please navigate to the
Equipment tab and make appropriate changes to the Measures
and ‘reopen’ the corrected Report from the Reports tab.

Current Workflow Tasks: Wx Install

Take All Open Tasks Ad-Hoc Task

Perfor
Assigne
Created

File Upload

Browse and select the file For Upload.
This might take a few moments...Please be patient!

Choose Files | TEST doc for upload.docy

File Security Private v

File Tag hd |

\ Invoice Report|

UPLOAD FILE
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PERFORM TASK: CANCEL PROJECT

e

1. Selectthe icon to open task box.

2. Complete task ONLY if project should be
cancelled. VisionDSM will more project to
Application CANCELLED status.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

4. Selectthe button. Icon iSG.

NOTE: Selecting this task as Complete will
automatically move project to Application
Cancelled Status.

PERFORM TASK: REFER CUSTOMER to
CARES

1. Select the

2. Select this task as complete if customer
should be referred to CARES. VisionDSM
will automatically move project to CARES
Referral Status.

icon to open task box.

3. Select Yes, | certify that this task has been
completed in the Verify Task box.

SUBMIT

4, Selectthe button. Icon iSG.

NOTE: Selecting this task as Complete will
automatically move project to CARES
Referral Status.

Current Workflow Tasks: Wx Install

Take All Open Tasks Ad-Hoc Task

Perform Task: Update Project with Installed Measures and Add Wx Event
EDUS IMER - PRIMARY:

Assigned to: ASSIGHNED

AER - PRIMARY:

Created: 3/1/20 :38:02 PM Tern

ompleted: 3/1/2016 3:43:10 P\

Perform Task: Add Invoice Data
Assigned to: A OMER - PRIMARY.

Created: 3/1/2016 3:38:02 PM Tern

IGNED USERS;

s Completed: 3/1/2016 :51:13 FM
Document Upload: Generate and Attach Invoice Report

CUSTOMER - PRIMARY: w 1-

Perform Task: Cancel Project
Smsigned o =

Aszsigned to: A

Created: 3,

TER - PRIMARY: LIURP; ~

Created:

0Z PM Ter

Manage Task

E Verify Task

Task Type: Perform Task
Description: Complete task ONLY if project should be cancelled. VisionDSM will
automatically move project to Application Cancelled status.

Certification: ‘Yes, | certify that this task has been completed =

SUBMIT

Current Workflow Tasks: Wx Install

Take All Open Tasks

Perform Task: Update Project with Installed Measures and Add Wx Event -
Assigned to: A ED USERS lh
Created: 5/23/2016 121

912 PM Term: 0 days

Perfor,
Assigne Manage Task

Created

Perfor [ Verify Task
Assigne
Created Task Type: Perform Task
Description: Select this task as complete if customer should be referred to CARES.
Docun § .
Assizne Certification: ‘Yes, | certify that this task has been completed v | *
ssig
Created
Perfor SUBMIT
Assigne

Created
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14. Logging out in VisionDSM

4. Navigate to the Control tab under the
VisionDSM logo in the upper left corner
of the ‘Project Quickview’ screen.

,

:\%ISIONDSM

F]
.r,' “\-

» Control » Manage =»Search
5. Select Control tab and then select CLOSE |
ALL TABS ﬁ Site Control 3 }EE 451 "ﬁ"g
T2 Close All Tabs 2FCIRUELY

6. Select Control tab again and select LOG

{:‘[ Edit Your Profile
OUT.

E Log Out

15. CPA Contact Information

For questions regarding VisionDSM and the CPA LIURP Program, please contact:

Jacqueline Martin
JACQUELINEMARTIN@NISOURCE.COM
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