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COMMERCIAL & INDUSTRIAL STANDARD OFFER PROGRAM (CSOP) 

ONLINE PORTAL USER GUIDE 

1. Introduction 

This training guide provides instructions for submitting and managing online portal applications to the Centerpoint Energy 

Commercial & Industrial Standard Offer Program (CSOP).    

The dedicated URL for this program is:  csop.programprocessing.com.  

 

IMPORTANT REMINDER: 

Prior to submitting an application to the CSOP, Sponsors (Contractors) must first meet CenterPoint Energy eligibility requirements 

by completing the CSOP Sponsor Questionnaire form and required document uploads in the CenterPoint Energy Sponsor 

Management Program in VisionDSM as shown in the screenshots below.  Sponsors may complete this process via the dedicated 

online portal: CNPsponsor.programprocessing.com.   

The home page of the Commercial & Industrial Standard Offer Program contains important program information and links 

to additional program documentation.  Click START AN APPLICATION in the menu bar to proceed with the application 

process.   
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After reviewing the Program Application requirements, click Begin Application to proceed.  

 

IMPORTANT NOTE:  Please make sure you have registered to become a Sponsor first to qualify for participation in this and 

other CenterPoint Energy programs.  
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2. Creating an Online Portal Account and Log-In Process  

 

 

 

  

For NEW Users:  

• Select the CREATE ACCOUNT option to 

create a new log-in 

• Enter all required fields marked with a red 

asterisk*  and create a Password.  

• Click the SUBMIT button 

• Then proceed with logging in to the portal  

For Returning Users:  

• Log in with your Account Information  
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6. You will receive a notification from ‘donotreply@programprocessing.com’ that a temporary password has 

been emailed to you.  

 

7. Open the email to retrieve your temporary password and click on the link provided: 

https://CSOP.PROGRAMPROCESSING.COM to access your account and CHANGE your password.  

 

  

How to re-set a FORGOTTEN PASSWORD:  

1. Enter your email address assigned to the 

portal account you created. 

2. Click the ‘Forgot your Password’ link 

below.  

3. Follow the instructions in the Lost 

Password Recovery Form as shown below.  

4. Don’t forget the check mark in the ‘I’m 

not a robot’ dialog box.  

5. Click SUBMIT. 
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8. Select APPLY NOW in the Home portal page and select MANAGE EXISTING APPLCIATIONS as shown:  

 

 

9. Once again, enter your account email address and the TEMPORARY PASSWORD to continue with your account login.  

You will now view the Application Contact Entry section.   

To CHANGE your Temporary Password: 

10. Select ‘MANAGE APPLICATIONS’ in the menu bar to access  in the Quick Actions section as shown.  

11. Create a new password in the Account Details dialog box, as shown below and click SUBMIT to complete your update. 
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3. Creating an Online Portal Application  

 

IMPORTANT PROGRAM NOTE:  Upon successful log-in, please enter YOUR ESID Number # in the Account Number field as 

shown in the sample screen shot below.    (Account numbers are not applicable to this program application process).   

 

Then select the correct account record as shown in the sample below by clicking the  icon to continue the application 

process. 
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The application process will continue with the Project Name section as shown in sample below.  Enter a PROJECT NAME in the 

field provided and click ‘Continue’.  

NOTE:  This is a required field *and cannot be left blank.  

 

 

In the Contact Entry section, enter all required and applicable fields available in the SPONSOR CONTACT Information section 

(Name of Sponsor who is person to contact regarding the application).  NOTE:  The First and Last Name fields OR the 

Company field are required.   

 

Select CONTINUE to proceed with the application process.  
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In the SITE CONTACT section, enter all required and applicable fields available for the person located at the project site ( 

please do NOT enter Sponsor information).    

NOTE: All fields in this section are required *.   

 

Select CONTINUE to proceed.  

 

In the SUB-CONTRACOR CONTACT section, please complete fields with all available information, if applicable.  

 If not applicable, please click CONTINUE.  
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Complete the APPLICATION Section required fields marked with a red asterisk * as shown below and select CONTINUE to 

proceed.  

           

In the Lighting and ACE Measure Workbooks section, check all applicable workbooks which you have completed and are 

available for upload.   

In the Document Selection section, select which documents are completed and available for upload from the list provided.   

NOTE: This section is required *.   If there are NO documents to upload at this time, check the box in order to proceed 

with the application process.   

 

Please Note: 

1. In the DOCUMENT SELECTION section, the 4 

Calculator document uploads are in addition 

to the Equipment Measures which you will 

need to select during the application 

submission process:   

 

• 2020 Roof Calculator 

• 2020 Motor Calculator 

• 2020 Refrigeration Calculator 

• 2020 Window Film Calculator 

 

2. If there are NO documents to upload at this 

time, check the box in order to 

proceed with the application process.   
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The next page view will display all selected Document Uploads to be completed as per your selections made in the previous 

page view.  These document uploads will be saved with your project.  

 

 

 

NOTE:  Each Document Upload is designed for a ‘single’ file upload only.   

Therefore, for Document Upload selections with multiple files, such as Measure Cut Sheets, we recommend that you combine 

them in a compressed ZIP file for single upload to your project.  Please see sample instructions and screenshots below (page 

120 to assist with this process, if applicable.   
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How to combine files into a Compressed ZIP file:  

1.  Identify the files you wish to combine into a single upload on your laptop or PC. 

2. Left click with the mouse the 1st document, press the SHIFT key and highlight the last document/ file.  ALL files 

should now be highlighted as shown in screenshot below. 

3. RIGHT-click on the highlighted documents and scroll down to ‘SEND TO’ as shown. 

4. Then move the mouse over and highlight COMPRESSED (zipped) FOLDER as shown.  

 
 

 

5. Once these steps are completed, a New Folder will appear at the top which contains all selected files. 

6. To view your compressed files, click on the New folder to open.   

7. You can rename your compressed zip file by RIGHT-clicking with the mouse, then scroll down to RENAME.  Then 

simply type in the ‘new’ file name of your choice, as shown in example below. 
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Select the  icon next to each Document Upload as applicable to open the DOCUMENT UPLOAD dialog box. 

Select the Choose File button and select the file document you wish to upload.  Then click UPLOAD FILE to complete.  

 

Repeat these steps for ALL Document Uploads displayed as in example above.  All documents will display in green and a 

message will indicate when all uploads have been completed.   

 

Select the CONTINUE button to proceed.  
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The Equipment Entry section will now display.  Click the  icon to open the Add Equipment Dialog box and select the from 

one of the CATEGORY OPTIONS as shown in the example below.   

 

Then select from one of the sub-Category options as shown below.  The list of eligible MEASURES will then be displayed to 

select from:  

 

 

 

 

 

 

 

Select the desired measure by clicking on the  green plus sign to the right of the measure name.   
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The ADD EQUIPMENT dialog box will now display.  Enter all applicable and required * information in the fields shown and 

click SUBMIT.   

 

Repeat these steps for ALL Measures to be selected for your program application as needed.   

IMPORTANT REMINDER:  You must select and create your equipment measures in the ADD EQUIPMENT section if one of the 

following Calculator uploads was selected in the DOCUMENT UPLOAD section: 

• 2020 Roof Calculator 

• 2020 Motor Calculator 

• 2020 Refrigeration Calculator 

• 2020 Window Film Calculator 

 

Your equipment selections will display as shown and can be edited or deleted, if needed utilizing the pencil or X icon to the 

right of the displayed equipment.  
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This completes the application submission process.  Click .  A message will confirm that your 

application was successfully submitted in the online portal. 
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4. Viewing and Managing your online portal application  

 

To view and manage your existing CenterPoint Energy portal applications, click the MANAGE EXISTING APPLICATIONS link 

in the menu bar.   

NOTE:  To access your application center after log-out, click the MANAGE APPLICATIONS link in online portal Home Page 

view as shown on page 2 of this guide. If you have multiple applications in different CenterPoint Energy programs, they will 

all appear in your application center view.  

 

 

The QUICK LINKS section is where you can manage your contacts and account details, and where you can log out of the 

portal.  You can also review a summary of Total Rebates Paid in the ‘ANALYTICS’ section.   

Click on MY APPLICATIONS to display your submitted applications and click ‘View’ to open a specific application.  
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You will now be able to view your submitted application as shown in the sample below.  (Reminder: This project 

application is a SAMPLE only and contains no proprietary customer information.) 

 

You can send or receive MESSAGES via the online 

portal with the program administrator. 

 

 

 

 

 

 

 

 

 

The following sections will contain information related to your project application, as applicable: 

o Current Tasks (to complete) 

o Forms (submitted) 

o Documents & Files (including emails and letters sent) 
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In this program, Sponsors can expect to receive Emails at various milestones during the application review process.  These 

emails will contain important instructions for a variety of requests, including additional documentation needed, tasks or 

document uploads to perform.   

While this Guide does not include screenshots of every potential email or task you may receive during your specific 

application approval process, we have provided an example below to help you understand how to navigate and perform 

requested tasks and uploads for this program.  Please carefully read and follow the instructions in all email correspondence 

you receive during your application review process.   

 

In this sample project, you will see that the Centerpoint Energy team has sent a ‘CLARIFICATION EMAIL’ which is visible in the 

Sponsor’s “Documents & Files” section.  The email is requesting additional clarification from the Sponsor, specifically a ‘Proof 

of Purchase’ documentation.   

 

Click on the link to the email to open it and read the instructions.  In this example, the Sponsor will need to upload the Proof 

of Purchase via a TASK called:  Document Upload:  UPLOAD OTHER OR MISSING DOCS.   

 

 

 

 

Important Project Management Instructions for Sponsors 
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Navigate to the Current Tasks section of your application page view and identify the correct Document Upload task to 

perform, as shown on the next page.   

Important Note:  If you are uploading a revised LSF or ACE Workbook, please use one of the first 2 Document Uploads as 

shown. 

 

If you are uploading anything other than a Workbook, please use the 3rd Document Upload link as highlighted in yellow 

above.  ( It is not necessary to complete all Document Uploads listed unless they specifically apply to your project).  

 

Click the icon to open the File Upload box as shown.  Choose the appropriate file from your laptop or computer 

directory, then click UPLOAD FILE to attach to your project application.   

 

The file will now be visible with your other file attachments in the FILES section.   
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Select the COMPLETE TASK:  Confirm Clarification Request Completed next as shown below.  The Manage Task box will 

display. 

Click with a checkmark to certify you have completed the Document 

Upload(s) requested above.   

 

Click the SUBMIT button and this task and any other document uploads which did NOT apply to your project will now no longer 

be visible in your application page view.  
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You may also view and EDIT your project application and Site Contact information if needed via the application management 

center of this online portal. 

 

In the FORMS section, open either the APPLICATION or SITE CONTACT links to view the form.   

 

 

 

 

 

 

 

 

 

 

 

If changes are made, click CONTINUE to save your changes to the form in the portal.  If no changes are required, simply click 

‘CANCEL’ to return to your application center page view.   
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5. Contact and Support Information 

 

For information regarding the Commercial Standard Offer Program (CSOP) and all program related questions, 

please contact: 

Yolanda Slade – Program Manager 

Yolanda.slade@centerpointenergy.com 

 

 

For questions regarding the CSOP Online Portal User Guide, please contact: 

 

Sunil Tewarson – Senior Business Analyst 

 Stewarson@appliedenergygroup.com 

  

 

 Mike Kearns – Principal Business Analyst 

 mkearns@appliedenergygroup.com 
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