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NOTE: Not all requests require an account. There are some requests that are set-up as anonymous.

As we continue to add additional content to the Hub, each request may be set-up differently but the overall
functionality generally applies to all requests as noted in this guide.

Need help? Contact the area responsible for your request. Page | 1
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Site Access
You can access the Customers & Utilities Connection Hub by the following:

e Godirectly to the site at: https://cuc.csu.org
e Go to www.csu.org > Scroll to the links at the end of the homepage > Under “Building & Development”,
select “Customers & utilities connection hub”

RESOURCES FOR BUSINESSES BUILDING & SUPPLIERS INDUSTRIAL REGULATORY POLICIES
DEVELOPMENT PRETREATMENT NOTICES
Contact us > Business resources & Supplier information Water damage policy

programs Customers & utilities Sand & oil interceptor Colorado Open
Find a document > Trectanibah) Final settlements Records Act Wastewater backup
FTIEIILE Silver source control policy

Explore careers > development GIS mapping services Supplier tools & Coal combustion

trainings Liquid waste hauler residuals Facility tours policy

Busmess rates Construction
Special events in

standards Dental mercury
watersheds

Business rebates & ot
guidelinas

incentives
Significant industrial
users

e Customers & Utilities Connection Hub Home page

===  Customers & Utilities Connection Hub Home | Q | Signin

Colorado Springs Utilities

Customers & Utilities Connection Hub

Need help? Contact the area responsible for your request. Page | 2
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Create an Account / Sign In

e Click “Sign In” which will take you to through following screens.

" Customers & Utilities Connection Hub Home | Q | Signin

Colorado Springs Utilities

Customers & Utilities Connection Hub

e To create an account for the first time, click the “Sign up now” link and complete the following
screens/details.

o We are asking that you create individual accounts versus a general account at this time. The
hub does have the functionality to allow for accounts linked to an organization which would
allow sharing of information across the organization but that is something we are looking into
for a future phase.

Sign in

Sign in with your email address

‘ Email Address ‘

Password ‘

Forgot your password? [ Keep me signed in

Don't have an account? | Sign up now

Need help? Contact the area responsible for your request. Page | 3
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e Enter your email address and click “Send verification code”.

e Check your email for the verification code (the email will come from Microsoft on behalf of Colorado
Springs Utilities B2C), enter the code from the email into the “Verification Code” field, and click “Verify
code”.

e The red asterisks are required fields.

£ Cancel

B 8

User Details

< Cancel

User Details

Verification cede has been sent to your inbox. Please copy it
to the input box below.

‘ Email Address

[ _\@gma\l‘com ] *

[ Verification Code ] *
Send venfication code
*

Mew Password

New Password

Confirm New Password

Confirm New Password

| |
| |
Mo |
| |

Given Name

Surname

Surmname

Need help? Contact the area responsible for your request. Page | 4
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e Once verified, the next screens will pop-up.
e Create a password and confirm the password.
e You are not required to enter the “Given Name” and “Surname” fields here as this is Microsoft’s
process and doesn’t link this information over to the Customers & Utilities Connection Hub.
o If you would like to provide the information, enter your first name in the “Given Name” field
and your last name in the “Surname" field.
e Click the “Create” button.
e  You will then need to verify your email again. Click on the “Send verification code" button.

£ Cancel .
’
User Details

E-mail address verified. You can now continue.

‘ I @ gmail.com

< Cancel

Change e-mail [

User Details

New Password

Verification is necessary. Please click Send button.
Email Address

Confirm New Password

jrEssee @ amail.com

Given Name

Send verification code
Surname

Need help? Contact the area responsible for your request. Page | 5

June 2025



Colorado Springs Utilities
Colorado Springs Utilities Customers & Utilities Connection Hub User Guide

ft's how we're all connected

e Check your email for the verification code (the email will come from Microsoft on behalf of Colorado
Springs Utilities B2C), enter the code from the email into the “Verification Code” field, and click “Verify
code”.

e Once verified, click the “Continue” button.

< Cancel
.
User Details < Cancel
Verification code has been sent to your inbox. Please copy it .‘

to the input box below.
Email Address

User Details

E-mail address verified. You can now continue.
Email Address

Verification code

Verification code ‘

j-z ‘‘‘‘‘ -A--A-nu-z-@gma'chom

e You will then be prompted to enter your email again in the Hub (we are looking into the number of
times that an email submittal and verification need to happen).

‘."". Construction & Development Hub Home | Q | Signin

Register your external account

+ The Email field is required.

Email ‘
Provide an email address to complete the external account registration.
Need help? Contact the area responsible for your request. Page | 6
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e Complete your profile. First Name, Last Name, Email, Business Phone, and Organization Name. Fields

with an asterisk are required.

Home = Profile

Profile

Profile
comments and forum posts.

Your Information

Please provide some information about yourself.

Jessica Thiel The First Name and Last Name you provide will be displayed alongside any
comments, forum posts, or ideas you make on the site.

The Email Address and Phone number will not be displayed on the site.

Your Organization and Title are optional. They will be displayed with your

First Name * Last Name *

| Jessica | Thiel |
E-mail * Business Phone *

| _@gmail.com | Provide a telephone number |
Organization Name Title

| Ccuccsu | |
Nickname Web Site

Public Profile Copy

Preferred Language

Email
Fax
Phone
Mail

Update

How may we contact you? Select all that apply

Need help? Contact the area responsible for your request.
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e If you have already created an account, click “Sign In” to log-in to your account.

*"‘ Customers & Utilities Connection Hub Home | Q | Signin

Colorado Springs Utilities

Customers & Utilities Connection Hub

e You can update your profile by clicking on the dropdown arrow to the right of your name in the top
right corner of the header.

-1*- Customers & Utilities Connection Hub Home | MyDashboard | Contactus | Q | Jessica Thiel -

e Option to stay signed in for 90 days:
o Atlog-in: Check "Keep me signed in". You will then sign-in with your Multi-Factor
Authentication (MFA). As long as you don't sign-out of the Hub, clear the cache/history, or use
a different computer etc., the system will only make you complete the MFA every 90 days.

Sign in

Sign in with your email address

‘ Email Address ‘

Password ‘

Fergot your password? [J Keep me signed in

Don't have an account? Sign up now

Need help? Contact the area responsible for your request. Page | 8
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My Dashboard Overview

e You can find and check the status of your submittals on the “My Dashboard” page.
e The link to the “My Dashboard” page is in the header and on the “Home” page.
e “My Dashboard” does not display requests that are set-up as anonymous forms on the site.

=== Customers & Utilities Connection Hub Home | MyDashboard | Contactus | Q | Jessica Thiel -

Colorado Springs Utilities

Customers & Ultilities Connection Hub

Welcome to the Customers & Utilities Connection Hub.

Where you can submit and check the status of your request 24 hours a day, 7 days a week.

Submit A Request Track Submittals Additional Resources & Links
Please create an account or log in to process Track what you've submitted to Colorado Find other helpful resources & links.
your request. Springs Utilities.
User Guide: How to Create an Account & | My Dashboard | ‘ Additional Resources & Links

Submit a Request

Submit a Request |

Need help? Contact the area responsible for your request. Page | 9
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e “My Dashboard” shows your projects that have been saved for later, submitted, returned to you from a
reviewer, and completed. The dropdown arrow to the right of the record gives you the options of what
you can do with the record.

o Unsubmitted and Returned section: Projects that you have saved for later and projects that
have been returned to you from a reviewer.

= Save for Later records can be edited or canceled.

= Returned records can be partially edited depending on the request. For some, you may
only be allowed to add comments and upload a new attachment(s).

e You can view the comments from the reviewer on the Attachments page under
Comments.
o Submitted section: Projects that you have submitted.

=  Once submitted, you will be able to view the submittal but cannot edit it.

= |f there are changes to the submittal after you’ve submitted it that you need changed,
please let your reviewer know or contact that area responsible for your request.

o Completed section: Projects that have been completed or cancelled.

=  Completed records cannot be changed, but Construction Plans can be Reinstated
(changes after approvals/complete) (Previous system for Construction Plans called it
“Revision to Original”).

e Generally, email notifications are sent when a project is submitted and when the status updates. If the
option to add additional emails is provided, updates will be emailed to you and to those that you
entered under the Email Notification section of the submittal.

e The “Owner” column shows who is assigned to your project.

o Ifthe “Owner” shows SYSTEM, the project hasn’t been processed by CSU yet.

o You can find contact information on the Contact Information page found under Additional
Resources & Links. Generally, you will also receive contact info in the email sent when it has
been assigned.

e “My Dashboard” updates in real time.

Need help? Contact the area responsible for your request. Page | 10
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My Dashboard

Submit a Request Contact Us - Feedback Form

The dropdown arrow to the right of the record provides the option to view, edit, cancel or reinstate the record
depending on the status.

Unsubmitted and Returned

This is your "Sawve for later” and CSU returned to you submittals.

*To see CSU comments, choose Editin the dropdown arrow to open the record. The Comments section is on the lower portion of the page.

*To resubmit, choose Edit in the dropdown arrow fo open the record. Add comments and affachments, as needed, and click the Submit button.

*To submif a Save for Lafer request, choase Edit in the dropdown arrow to open the record. Make changes, add comments and aftachments, and click the
Submit button.

*To cancel and delete a Save for Later request, choose Cancel in the dropdown arrow.

Request Type 4 Praject Mame Request Status Created On 4
Construction Plan Test Construction Plan - Jessica Save for Later 9/1/2023 8:31 AM -

Submitted

*The Due Date is & target date for a typical submittal. Not every Request Type will have a due date.
*To view your submittal, choose View in the dropdown arrow which will open the record. You cannof make changss fo these records in this status.

Request Type 4 Project Name Request Status Submitted Date 4 Due Date Cwmer

There are no records to display.

Completed

*To view your submiftal, choose View in the dropdown armow which will open the record.

*For Wastewater Master Facility Forms (WWNWMFF) and Hydraulic Grade Line (HGL) Requests, review comments for more information.

*To revise and resubmit an approved WWWMFF or Construction Plan, choose Reinstate in the dropdown amow to open the record. Add comments and
aftachments, as needed. and click the Submif bution. Flease defall the revisions made in the comments sechion.

Bequest Type 4 Project Name Request Status Submitted Date 4 Cwmer
Sign Review 1234 Test Way Complete 9/5/2023 1118 Pi Jessica Thiel IIl
Need help? Contact the area responsible for your request. Page | 11
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Submit a Request

To submit a request, click on “Submit a Request” on the “Home” page. There’s also a button on the
“My Dashboard” page.

DO NOT SUBMIT DUPLICATE PROJECTS. We are using one record for the request and transferring that
record back and forth to streamline the data and access. If you need to make changes to a record after
it has been submitted, please let your reviewer know or contact that area responsible for your request.

Welcome to the Customers & Utilities Connection Hub.

Where you can submit and check the status of your request 24 hours a day, 7 days a week.

Submit A Request Track Submittals Additional Resources & Links
Please create an account or log in to process Track what you've submitted to Colorado Find other helpful resources & links.
your request. Springs Utilities.
User Guide: How to Create an Account & | My Dashboard | ‘ Additional Resources & Links

Submit a Request

Submit a Request |

My Dashboard

Submit a Request Contact Us - Feedback Form

The “Submit a Request” button will take you to the following page.
Click on the type of request you are submitting which will take you to that request’s specific form.
Generally, each form takes you through three (3) pages.
o Ageneral information page.
o Arequest specific info page.
o An attachments page which also has a place for comments.
More buttons/forms will be added to this page as they come online.

Need help? Contact the area responsible for your request. Page | 12
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Submit A Request

PLEASE DO NOT SUBMIT DUPLICATE PROJECTS.
- ___________________________________________________________________________________|

General Development Requests
For questions or help with submittals, contact UDS Admin at UDSAdmni@esuw.ong or 718,868 8250,

Ack a General Project Gusclion § Mestng Barvios Avallabiity Letier

Customer Contract Administration Requests

For questions or help with submittals, contact Customer Contract Administration at CCAEcsu org or 7196883111,

HydranbTempgrary Wabsr Permilt Applioation

Water & Wastewater RE{] uests
For questions or help with submittals, contact UDS Admin at UDSAdmni@esuw.ong or 718,868 8250,

I wou need & record that was Closed ouf pror fo end of Augus 2023 or if you nead i make changes aNer 3 regquest Nas bean submiltad, please condact LDS
Admin.

Conciructon Plan Review

Hydrsullo Grade Lins Requect ‘Wachywaier Machsr Faolitty Formi

Land Use Revles Theorstioal {Modalsd] Fire Flow Raport

Electric & Gas RE‘QUESTS
For questions or help with submittals, contact UDS Admin at UDSAdmn@csuw.ong or T18.863.8259.

Elsairie B Guc Fsguecs - COMMNG 2008

Special Event Requests

For questions or help with submittals, contact eventrequesti@csu.org or 719.5638.4424.

‘Wabsrched Special Event Applicationc

Need help? Contact the area responsible for your request. Page | 13
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e Below is an example of the Attachments and Comments page which many request forms will .
e To attach files, click the Add Files button.
o To access existing files or folders, click on the Name of the file which is a link.
o Review the attachment requirements which vary per request.
e To submit comments, click the Add Comment button.
e Your comments and CSU comments will show under the Comments section.
e You have the options to save the request for later, submit it, or cancel it which will delete the record.
Note: once a request has been submitted, you will not be able to delete the record.

(Attachments

To facilitate the processing of your reguest, please submit your aftachmentis as follows:

+ Individual file size should not excesd 18 MB with maximum fotal upload of 50 MB
« File name should not contain special characters (& 5 # efc)
+ Combine all construction plan sheets into one PDF document
« Please name your attachments accordingly:
& Plans: Project Name_Address or Intersection_Y™YYYMMDD -

>

Request Documents (click on Mame link to download file)

e

Mame 4

q EiProject Test 3_121 5 Tejon_20230614 pdf (33 K@)

Comments

© Add comment

1 Jessica Thiel =* Jessica Thiel
I dayzago .

i resubmitting

Medified on 9/8/2023 1:25 PM

Created by # Portals-Development Services

1 Jessica Thiel =+ Jessica Thiel

P DO NOT CHANGE FROM IN QUE FOR REVIEW
Medified on 9/5/2023 211 PM

Created by # Portals-Development Services

< oot | ot | o
Need help? Contact the area responsible for your request. Page | 14
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Review Submittals & Submit a Resubmittal or Revision - My Dashboard

e From My Dashboard, the dropdown arrow to the right of the record provides the option to View, Edit,
Cancel, or Reinstate the record depending on the request type and status.

My Dashboard

Submit a Request Contact Us - Feedback Form

The dropdown arrow to the right of the record provides the option to view, edit, cancel or reinstate the record
depending on the status.

Unsubmitted and Returned

.This is your "Save for later” and CSU returned to you submittals.

*To see CSU comments, choose Editin the dropdown arrow fo open the record. The Comments section is on the lower portion of the page.

*To resubmit. choose Edit in the dropdown arrow fo open the record. Add comments and affachments, as needed, and click the Submit buiton.

*To submit 8 Save for Later request, choose Edit in the dropdown arrow fo open the record. Make changes, sdd comments and aftachments, and click the
Submit button.

*To cancel and delete a8 Save for Lafer request, choose Cancel in the dropdown arrow.

Request Type 4 Project Mame BRequest Status Created On 4

Construction Plan Test Canstruction Plan - Jessica Save for Later 9/1/2023 8:51 AM

Submitted

*The Due Date iz a target dafe for a fypical submittal. Not every Request Type will have a due dafe.
*To view your submittal. choose View in the dropdowin arrow which will cpen the record. You cannof make changes fo these records in this status.

Request Type 4 Project Name Bequest Status Submitted Date 4 Due Date Owiner
Hydraulic Grade Line Test HGL - Don/lessica Submitied 8/30/2023 11:38 AM
Request

Completed

*To view your submittal, choose View in the dropdown arrow which will open the record.

“For Wastewater Master Facility Forms (WWMEF) and Hydrauwiic Grade Line (HGL) Requests, review comments for mare information.

*To revise and resubmit an approved WWIWEF or Construction Plan, choose Reinstate in the dropdowin arrow fo open the record. Add comments and
affachments, as needed, and click the Submit bufton. Please defall the revisions made in the comments sechion.

Request Type 4 Project Hame Bequest Status Submitted Date 4 Cwmer

Construction Plan Construction Plan Test - Jessica Complete

Sign Review 1234 Test Way Complete 9/5/2023 1:18 P Jessica Thiel IZl
Need help? Contact the area responsible for your request. Page | 15
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e  Your Save for Later requests can be edited and submitted by choosing Edit in the dropdown arrow or
cancelled by choosing Cancel. Cancel deletes the record.

e Forrequests that have been returned to you by CSU for information, corrections, etc., you can resubmit
your request with additional updates, attachments and comments by selecting Edit in the dropdown
arrow.

My Dashboard

Submit a Request Contact Us - Feedback Form

The dropdown arrow to the right of the record provides the option to view, edit, cancel or reinstate the record
depending on the status.

Unsubmitted and Returned

This is your " Save for later” and CSU returned to you submittals.

*To see CSU comments, choose Edit in the dropdown arrow fo open the record. The Comments section is on the lower portion of the page.

*To resubmit, choose Edit in the dropdown arrow fo open the record. Add comments and aifachments, a5 needed, and click the Submit bufton.

*To submit @ Save for Later request, choose Edit in the dropdown arrow to open the record. Make changes, add comments and aftachments, and click the
Submit button.

*To cancel and delefe a Save for Later request, choose Cancel in the dropdown arrow.

Request Type 4 Project Name: Request Status Created On 4
Construction Flan Test Construction Flan - lessica Save for Later 9/1/2023 8:51 AM
Submitted

*The Due Date is g fargef dafe for 3 fypical submittal. Not every Reqguest Type will have a due dafe.
*To view your submittal, choose View in the dropdown arrow which will open the record. You cannof make changes fo these records in this status.

Request Type 4 Project Mame Request Status Submitted Date 4 Due Date Owner

Hydraulic Grade Line Test HGL - Don/lessica Submitted 8/30/2023 11:38 AM
Reguest

Completed

*To view your submittal, choose View in the drapdown armaw which will open the record.

*For Wasfewater Master Facility Forms (WWWMFF) and Hydraulic Grade Line (HGL) Requests, review comments for mare information.

*To revise and resubmit an approved WWIWFF or Construction Flan, choose Reinstate in the dropdown armow fo open the record. Add comments and
alfachments, as needed, and click the Submit button. Flease defail the revisions made in the comments sechion.

Bequest Type 4 Project Name Bequest Status Submitted Date 4 Cumer
Construction Plan Construction Plan Test - Jessica Complete

Sign Review 1234 Test Way Complete 9/5/2023 1:18 PM Jessica Thie IZl

Need help? Contact the area responsible for your request. Page | 16
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e Submitted requests can only be viewed. Choose View in the dropdown arrow.
e If you need to make changes to a record after it has been submitted, please let your reviewer know or
contact that area responsible for your request.

My Dashboard

Submit a Request Contact Us - Feedback Form

The dropdown arrow to the right of the record provides the option fo view, edit. cancel or reinstate the record
depending on the status.

Unsubmitted and Returned

.This is your "Save for later” and CSU returned to you submittals.

*To see CSU comments, choose Edit in the dropdown arrow to apen the record. The Comments section is on the lower portion of the page.

*To resubmit, choose Edit in the dropdown arrow to open the record. Add comments and affachments, a5 needed, and click the Submit button.

=T submit @ Save for Later request, choose Edit in the dropdown arrow fo open the record. Make changes, add comments and aftachments, and click the
Submit button.

*To cancel and delefe 8 Save for Later request. choose Cancel in the dropdown arrow.

Bequest Type 4 Project Name Bequest Status Created On 4
Construction Flan Test Construction Flan - lessica Save for Later 9/1/2023 8:31 AM -

Submitted

*The Due Date is a target date for a typical submittal. Not every Request Type will have a due date.
*To wiew your submittal. choose View in the dropdown amrow which will open the record. You cannof make changes fo these records in this status.

Request Type 4 Project Name Bequest Status Submitied Date 4 Due Date Owner
Hydraulic Grade Line Test HGL - Don/lessica Submitted 8/30/2023 11:38 AM
Reguest

Completed

*To view your submittal, choose View in the dropdown amrow which will open the record.

*For Wastewater Master Facility Forms (WWMFF) and Hydraulic Grade Line (HGL) Requests, review comments for more information.

*To revise and resubmit an approved WWIWFF or Construction Plan, choose Reinstate in the dropdowi arrow fo apen the record. Adad comments and
attachments, a8 needed. and click the Submit button. Flease detall the revisions made in the comments seciion.

Bequest Type 4+ Project Name Bequest Status Submitted Date 4 Cwmer

Construction Plan Construction Plan Test - Jessica Complete

Sign Review 1234 Test Way Complete 9/5/2023 1:18 FM Jessica Thiel Izl

Need help? Contact the area responsible for your request. Page | 17
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e Completed records can be viewed by choosing View in the dropdown arrow. Generally, these records
cannot be changed once complete.

e Construction Plans and Wastewater Master Facility Forms can be revised and resubmitted by choosing
Reinstate. This is for changes after approvals/complete. Previous system for Construction Plans called it
“Revision to Original”.

o If you choose Reinstate, please provide details of the revisions in the Comments section.

My Dashboard

Submit a Request Contact Us - Feedback Form

The dropdown arrow to the right of the record provides the option to view, edit, cancel or reinstate the record
depending on the status.

Unsubmitted and Returned

.This is your " Save for later” and CSU returned to you submittals.

*To see CSU comments, choose Edit in the dropdown arrow to apen the record. The Comments section is on the lower portion of the page.

*To resubmit, choose Edif in the dropdown arrow fo open the record. Add comments and affachments, as needed, and click the Submit button.

*To submit a Save for Later request, choose Edit in the dropdown arrow to open the recard. Make changes, add comments and aftachments, and click the
Submit button.

*To cancel and delefe a Save for Later request, choose Cancel in the dropdown anrow.

Bequest Type 4 Project Name Bequest Status Created On 4

Construction Plan Test Construction Plan - Jessica Save for Later 9/1/2023 8:51 AM

Submitted

*The Due Date is a fargef dafe for g fypical submittal. Not every Reguest Type will have s due dals.
*To view your submittal, choose View in the drapdown arrow which will open the record. You cannot make changes to these records in this status.

Request Type 4 Project Name Bequest Status Submitted Date 4 Due Date Owiner

Hydraulic Grade Line Test HGL - Don/Jessica Submitted 8/30/2023 11:38 AM Izl
Reguest
Completed

*To view your submittal, choose \View in the dropdown arrow which will open the record.

*Far Wastewater Master Facility Forms (WWRWMFF) and Hydraulic Grade Line (HGL) Regquests, review comments far more information.

*To revize and resubmit an approved WWIWFF or Construction Plan, choose Reinstate in the dropdown ammow fo open the record. Add comments and
aftachments, as needed. and click the Submit button. Please detall the revisions made in the comments secion.

Request Type 4+ Project Mame Request Status Submitted Date 4 Cwmer
Construction Plan Construction Flan Test - Jessica Complete Izl
Sign Review 1234 Test Way Complete 9/5/2023 1:18 PM Jessica Thie ‘ 0 view
(& Reinstate
Need help? Contact the area responsible for your request. Page | 18
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Other Hub Resources

e There are helpful links in the Additional Resources & Links section on the “Home” page.

Welcome to the Customers & Utilities Connection Hub.

Where you can submit and check the status of your request 24 hours a day, 7 days a week.

Submit A Request Track Submittals Additional Resources & Links
Please create an account or log in to process Track what you've submitted to Colorado Find other helpful resources & links.
your request. Springs Utilities.
User Guide: How to Create an Account & | My Dashboard | ‘ Additional Resources & Links

Submit a Request

Submit a Request |

e You can send feedback to us via the “Contact us” link in the header. There’s also a button at the top of
the “My Dashboard” page.

=== Customers & Utilities Connection Hub Home | MyDashboard | Contactus | Q | Jessica Thiel -

My Dashboard

Submit a Request Contact Us - Feedback Form

Need help? Contact the area responsible for your request. Page | 19
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Notes & Frequently Asked Questions

Our goal is to make it easier for our customers to do business with us. Our aim is to make the submittal process
more efficient, allow customers to track their projects, provide point of contact information, and improve our
internal coordination.

We welcome all feedback on the Customers & Utilities Connection Hub and our processes. Please submit any
feedback or questions to jthiel@csu.org.

Notes:

e The new platform is Microsoft 365 based. This means that our platform will stay up to date with
Microsoft enhancements.

e The new platform is an in-house product therefore updates can be completed promptly instead of
having to request updates through a contractor.

e  You will see updates to the CSU.org > Building & Development page.

e  You will see updates to the CSU.org > Permits, Applications & Forms page as we make updates to the
documents and forms.

Questions:

e Are electric and gas requests now going through this site?
o Not at this time. Electric and gas will continue their existing processes. Field Engineering is
included in our Phase 2 improvements.
e Can | pay fees online through the hub?
o Not at this time.
e Wil l receive a confirmation email?
o Generally, yes.
e What if consultants, engineers, etc. change during the submittal? How do we access those submittals
and remove their access to the submittals?
o You will need to contact us and we can move the submittals over to a new person.
e How are you tying information together? For example, the Hydraulic Grade Line request to a
Construction Plan?
o We are now requiring Tax Schedule Numbers (TSN) which we use as a common link, but we
also understand that TSNs may change over time or there may be multiple or partial TSNs for a
project. Many of the online requests we’re adding to the solution will be within the same
platform which will allow for better search functionality.
e What if | need to get a hold of someone immediately on a review?
o You should try contacting your reviewer first or the contact information provided for that
request. You can find contact information on the Contact Information under the Additional
Resources & Links section and general contact information on the Submit a Request page.
e What if | have changes to a request after | submitted it?
o If there are changes to the submittal after you’ve submitted it that you need changed, please
let your reviewer know or contact that area responsible for your request.

Need help? Contact the area responsible for your request. Page | 20
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