linois Shines

Subscriber Management Portal Feature
Training Guide

Table of Contents

Introduction to the Subscriber Management Portal FEature.......ccivuuneeiieeniiiiienieerenneerteeneeeeeenneeeeennnenns 2
Viewing and Utilizing the Project SubsCriptions SUMMArY......cccuuueeiiiriiieruneeeiieeeernnnceeeeeeeeennneeceeeeeesnnes 2
Viewing and Utilizing the Subscriptions Dashboard..........ccccuuiiiiiiiiiiiiiiiiiiieienirrecnereeeeeeneeesennenenns 3
ManNaging SUDSCIIPLIONS...cccuuiiiiiuiieiiiteeeitrteeiettneeeteeneeetenneeeetenneeesesnsesssensssessnsesssssnssssssnsssssssnsessssnne 3
Editing Individual Subscription Size & Status HiStOry .....cccccvuuueieiiiiiirenriiiiiirrneeceeeeeeereneeceeeeeeennnnnnees 6
Ability to View Records — Approved VENAOIS ........cceiiieeeeeeeieeiiieennnecceeeeeeennssseeseseesnssnssssssssssnsnsssssssssnnns 11
Ability to View RECOrds — DESIGNEES.....cccuuiiiiiuiiiiituieiitnieieiteneietenneettensesssansssssnsssssssnssssssanssssssnnsnnns 12
Ability to Manage Records — ApProved VENAOIS .....cccuvveeeerieiriiiemnneicienrieeennssesssssesnnsssssssssssssssssssssssssnns 12
Ability to Manage ReCOrdS — DESIGNEES.....cccuuueeeciiriiiernneceeeriitenneceieseeeennsessesssssesnnssssssssssssnsssssssssssnnne 13
MaANAZING DESISNEE ACCESS ...cuuureenerenirruneereneerenereaneereneeresssesssessssssssssssssssssssssssssssssssssnsssssnssssnssssnnnns 13
REPOITS QUEUE «.eveiiieiiieeiiieeiitnitteeieteeetensessasssssssssssssssnssssnsssssssssssssssnsssssssssssssssnssssnssssnsssssnssssnssssnnsss 14
IMPOTT EFTOT COUES ..unniiiniiiiitnieiiteteeeeteaeeeettnneeeeeenseeeseensesessnnsessssnsssssssnssssssnsssssssnssssssnnssssssnnssssssnnsnes 14
TrOUDLESNOOLING ...ieeenieiiiiiiiietieeierieeeeerneeetenneetenneeeeeennseesensesessssessesnssssessnsessesnnssssesnnsssesennsssssnnnns 16
Appendix A: Required Validations ........ccceieeeuueiiiiiiiinmnnieeeeieeeennneeeeeeeeennsssessesessnnssssssssssssssssssssssssnnns 17
ApPEeNndix B: COUNTI@S LiST ..ccivuuiiiiiniiiiiiiiiiiiiiniieitnniettennietteneeietenneeesssnsssssssssssssnsssssssnssssssnnssssssnnsnnns 18

4
Z Illinois Shines % Illinois Shines Program Administrator | admin@illinoisshines.com | (877) 783-1820

v260609



Introduction to the Subscriber Management Portal Feature
What is the Subscriber Management Portal Feature?

The Program Administrator developed a new Subscriber Management feature which will be added to the
Illinois Shines portal. This feature will allow management of Community Solar (CS) subscribers to move
from SharePoint to the Illinois Shines portal, effectively centralizing access and increasing subscription
management permissions for Approved Vendors (AVs) and Designees. This feature will bring all current
subscriber data into the portal and create relationships between records, providing users with two
dashboards: the Subscriptions Dashboard and the Projects Subscriptions Summary.

AVs and Designees will have the ability to:

e View subscriptions

* Manage subscriptions

¢ View projects

e View unsubscribed completed Disclosure Forms (DFs)

¢ Import subscription data

e Export subscription data

AVs will also have the ability to manage project permissions for their Designees.

The initial release of this feature will only include enough core functionality to accomplish subscription
management tasks and reflect Minimal Viable Product requirements.

Viewing and Utilizing the Project Subscriptions Summary

The Project Subscriptions Summary page enables AVs and Designees to view and export all CS projects
with a Batch Status of ICC Pending or ICC Approved, along with unverified details, and subscription totals
for each project. Designees will be able to view projects they are delegated to manage.

Note: The subscription rates here are unconfirmed by the Program Administrator’s subscriber verification process.
Utility matching, small subscriber, and other project specific requirements, such as local or school subscriber

requirements, will be verified via an off-platform process to confirm final subscription rates.
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To access the “Project Subscriptions Summary” page and view a list of all CS projects, navigate
to the “CS Subscription Management” tab in the portal and select “Projects”.

Proje : App ID t t Assigned Designee(s) t CEAType t EEC CEJA Type t Proje

To export aCsSv ﬁle of all, or 20Year Contract Confidentia Confidential eec Traditional Community Solar  InPro,
a ﬁltered set of CS proiects’ 15 Year Contract Confidential Confidential DCS Pro.
SEleCt “ Export”. 20 Year Contrace Confidenti Confidenti ditional Commurity S InPro.

Confidential Confidential Confidential 20YesrConac  Confidentidl ~ Confidenal  Tedions CommuniySoer P

Confidential Confidential Confidential 20 Year Contract

clelélé
N
g
; 3
: §
8
N
8
g
g
2

A
,;fi Illinois Shines i Illinois Shines Program Administrator | admin@illinoisshines.com | (877) 783-1820 2

(OIS POWER AGENCY.



Viewing and Utilizing the Subscriptions Dashboard

The Subscription Dashboard enables AVs and Designees to view, import, and export CS project
subscriptions, DFs, and unsubscribed completed DFs available for subscription, so data can be available
for verification events and subscription imports.

To access the Subscription
Dashboard and view a list of
all CS project subscriptions
and DFs, navigate to the “CS

Subscription Management” tab & b 0wttt (ki)
of the portal and then select
“Subscriptions”. I!’—A
o To view completed unsubscribed DFs,
Subseriptions select the toggle labeled “Include
Unsubscribed DFs”. The page may
e Lt e take a few moments to load.
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The Disclosure Form Dashboard enables AVs and Designees to view DFs that are unsubscribed to a project,
so that they can export a report and subscribe these DFs to a project via the import process.

To view whether a DF is active or archived in the Portal or export file, locate the column titled “Is DF
Archived,” which will indicate “Yes” or “No”.

Managing Subscriptions

& Megan Ouchida (Administrator)
Senowe

' IPA

ILLINOIS POWER AGENCY

A Illinois Shines

o e 3 |
i

RSCUSN Disclosure Forms To export the list of

Export of all CS Disclosure Forms that are not currently subscribed to a project.

srgn unsubscribed DFs,
select “Export”. To view

downloading progress

Bty Ap:proved Vendor ID 1 Deigneelbon DF t Drs:lasur bar, S CI'Oll tO th e Center T Suiscrlbersnee! L SuiscnberApl/Sul(e 1 Suiscnber City 3 Suzscnbelep
rroc e of the screen.
nnnnnnnn it Congden Confidential Confidential Confidential mn
To access this dashboard and view the ... P

list of DFs, navigate to the “CS Subscriber
Management” tab of the portal and then
SeleCt “DiSClosure Forms,’. dential Submitted Confidential Confidential Confidential Confidential 1M

/F  SystemConfig~
_ Confidential Confidential Submited Confidental Confidential Confidential Confidential 1

dential Submitted Confidential Confidential Confidential Confidential mn

dential Submitted Confidential Confidential Confidential Confidential mn

A
,;':3 Illinois Shines‘ *IPA Illinois Shines Program Administrator | admin@illinoisshines.com | (877) 783-1820 3

ILLINOIS POWER AGENGY



Viewing Subscriptions
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Importing New Subscriptions, Updating Existing Subscriptions, and Terminating Subscriptions
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Once “Update Subscriptions” is selected, a “Download Template”
pop-up willappear. The import template and export template are
structured in the same way.

* This template will need to be filled out according to the e
instructions, which can be found within the ‘Instructions’ row for m el —
each column, with the ability to add new subscriptions, update v
subscriptions, or terminate subscriptions. N s T [

6 |Col 28 - Required when Subscription Status = “Terminated " |
7

e Thetemplate willindicate which fields are required for a successful
submission. The template will return an “Error” message if fields
are incorrectly populated or missing.

The export file from the Unsubscribed Disclosure Form Dashboard
may also be prepared to match this template

Upload the template by selecting “Import”.

® Oncethefile has been uploaded, a response file will be made
available.

¢ Theresponse file willinclude either a “Success” or “Error”
message.

The combination of Project App ID and Disclosure Form ID does NOT already exist in the Subscription

Import table.

Updated The combination of Project App ID and Disclosure Form ID already exist in the Subscription table.
s The combination of Project App ID and Disclosure Form ID already exists in the Subscription table and

Termination

the status is going from “Active” to “Terminated.” Other data points may also be updated.

The combination of Project App ID and Disclosure Form ID already exists in the Subscription table and

eactivation the status is going from “Terminated” to “Active.” Other data points may also be updated.
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Editing Individual Subscription Size & Status History

AVs and Designees can edit both individual “Subscription Details” and their historical “Subscription
Timeline” of events. The editable “Subscription Timeline” data includes activations, terminations and

size changes.

& Megan Ouchida (Administrator )
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Edit Subscription Details/Timeline.

DF Approved Vendor ID 1 Designee ID on DF 1 ProjectAppID 1 Project Name
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123 D1234 Project Name

To view and edit details of an
individual subscription or the
“Subscription Timeline” of a given
subscription, click on an existing
subscription in the “Subscriptions
Dashboard” and then select “Edit
Subscription Details/Timeline”.

cility ID/Gener

A “Subscription Details” page will appear, where subscription details can be added, edited, or deleted:
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Current subscription information
is displayed in the “Subscription
Details” section on the left-hand

e camrpe side. Edits made to subscription

S I information on this side will

B o appear as the latest eventin

® recimces = the “Subscription Timeline”,
B e o once changes have been saved. e

R o _ " Anyedits to the “Subscription .
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Subscriber Type

Last 5 of Choice ID (Comed) or
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I;é Ilinois Shines | .* 1PA

ILLINOIS POWER AGENGY

Resideny

the “Subscriptions Dashboard”
andin the export.
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Size,

subscription record.

Current and historical
subscription events are displayed
in chronological orderin the
“Subscription Timeline” on the
right-hand side. Events in the
“Subscription Timeline” can be
added, edited, or deleted. If an

has the latest date, the relevant
details will also be updated on the
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Size Changes

How to Add a Size Change Event to the Subscription

Timeline
Subscription Timeline
e Select “New Subscription History”.
= B [me] [= n
— s 6
oWl s
Subscription Timeline Event View x
e Selectthe “Event” dropdown menu to select the
“Size Change” option. Event Size Change
e Enter the effective date of the size change into the Dt .

“Date” field.

Size
E L-ar':e

Enter the updated size into the “Size” field.

Select “Save”.

The updated subscription size will appear as a new event in the “Subscription Timeline”. If the event date
isthe most recent date, it will also reflect as the “Current Size” in the “Subscription Details” on the left.

If the event date is not the most recent date, only a historical entry to the “Subscription Timeline” will be
added.

How to Edit an Existing Subscription Size in the Subscription Timeline

Note: Editing sizes to existing records in the “Subscription Timeline” is intended to be used to correct erroneously
entered information. New size changes should be added as a new entry.

Select the “Edit” pencilicon on the event being edited in the “Subscription Timeline”. If editing the
latest event, select “Edit” on the event listed at the top of the “Subscription Timeline”. If editing a past
event, select “Edit” on the selected past event.

Enter the corrected subscription size in the “Size” field, if applicable.
Enter the corrected effective date of the size change into the “Date” field, if applicable.
Select “Save”.

The updated subscription size and/or date will show on the existing eventin the “Subscription
Timeline”. If the event date is the most recent date, it will also reflect as the “Current Size” and/or
“Subscription Size Effective Date” in the “Subscription Details” on the left. If the event date is not the
most recent date, only the historical entry to the “Subscription Timeline” on the right will be updated.
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¢ Todelete a past subscription eventin the “Subscription Timeline”, select the “Delete” trash canicon
on the eventyou wish to delete. A pop-up will appear; select “Proceed” to proceed or “Cancel” to
cancel. Note that events with the most recent event date cannot be deleted.

How to Add a Size Change in the Subscription Details

=
Note: Editing any details in the “Subscription Details” section =
onthe left will only allow a user to update the current, or most comentsize

recent, subscription information. Modifying past events mustbe |~ -
performed in the “Subscription Timeline”. To change the current | *™
subscription size in the “Subscription Details”, select “Edit”. S .

Effective Date

03/11/2026 =

Subscriber Type Residential e

e Enterthe current subscription size in the “Current Size”

ﬁ ld Last 5 of Choice ID

e . (Comed) or Subscriber
identification Number
(Ameren)

12345

e Update the “Subscription Size Effective Date”.

Date Subscription
Terminated

e Select “Save”. et
The updated subscription size will reflect as the “Current el uniqee 01
Size” in the “Subscription Details” on the left and will el e 02
appear as a new eventin the “Subscription Timeline” on

the right.

Status Changes

How to Add a Subscription Status Change Event to the Subscription Timeline

Note: Editing subscriber status information on existing records in the “Subscription Timeline” is intended to be
used to correct erroneously entered information. New status changes should be added as a new entry.

e Select “New Subscription History”.

e Select “Event” dropdown menu to select “Active” or “Terminated” depending on the updated
subscription status.

e Enterthe subscription activation or termination date in the “Date” field, and if applicable, termination
reason in the “Termination Reason/Comment” field.

e Select “Save”.

The updated subscription status will appear as a new event in the “Subscription Timeline” on the right.

If the event date is the latest date, it will also reflect as the “Status” in the “Subscription Details” on the
left. If the event date is not the most recent date, only a historical entry to the “Subscription Timeline” will
be made.

How to Edit an Existing Subscription Status Event in the Subscription Timeline

Note: Editing subscriber status information on existing records in the “Subscription Timeline” is intended to be
used to correct erroneously entered information. New status changes should be added as a new entry.

e Selectthe “Edit” pencilicon on the event being edited in the “Subscription Timeline”. If editing the
latest event, select “Edit” on the event listed at the top of the “Subscription Timeline”. If editing a past
event, select “Edit” on the selected past event.
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¢ To change the status from “Active” to “Terminated”:

Select the status dropdown menu to update the status from “Active” to “Terminated”.
— Enter termination date in “Date” field.

— Enterthe reason for termination in “Termination Reason/Comment” field.

— Select “Save”.

— The updated subscription status will reflect in the edited event in the “Subscription Timeline”. If the
event date is the most recent date, any updated details will reflect in the “Subscription Details” on
the left. If the event date is not the most recent date, only the historical entry to the “Subscription
Timeline” on the right will be updated.

¢ To change the status from “Terminated” to “Active”:
— Selectthe status dropdown menu to update the status from “Terminated” to “Active”.
— Enterthe activation date in “Date” field.
- Select “Save”.

- The updated subscription status will reflect in the edited event in the “Subscription Timeline”. If the
event date is the most recent date, any updated details will reflect in the “Subscription Details” on
the left. If the event date is not the most recent date, only the historical entry to the “Subscription
Timeline” on the right will be updated.

How to Add a Subscription Status Change Event in the Subscription Details

Note: Editing subscriber status information on existing records in the “Subscription Timeline” is intended to be
used to correct erroneously entered information. New status changes should be added as a new entry.

e Select “Edit”.

¢ To change the status from “Active” to “Terminated”:

Select the status dropdown menu to update the status from “Active” to “Terminated”.

Enter termination date in “Date Subscription Terminated” field.

Enter the reason for termination in “Termination Reason/Comment” field.

Select “Save”.

¢ To change the status from “Terminated” to “Active”:
— Selectthe status dropdown menu to update the status from “Terminated” to “Active”.

- Enter start date in the “Date Subscriber Send to Utility”. The “Subscriber Size Effective Date” field
will auto populate with the same date.

— Select “Save”.
e The updated status will reflect as the “Status” in the “Subscription Details” on the left and will also

appear as a new eventin the “Subscription Timeline” on the right.
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Visibility of Records:
e Visibility is based on the AV who owns the project and any designee delegated to manage it.

e Generally, an AV can see anything about DFs or subscriptions that are associated with their projects.

e AVs can have visibility to DF or subscription records that they do not own, but the record must be
associated to a project that they do own.

e Designees can see any DF and subscription records for projects for which they have been delegated to
manage, but personally identifiable information (PIl) is redacted on specific DFs that are not owned by
them.

Editing of Records

¢ Ability to manage/edit records is based on who “owns” the DF, which is the AV and/or Designee ID on
the DF.

e The “owner” defaults to the AV/D that is listed on the DF when it is initially created.
¢ Designees will only be able “manage” records for projects for which they are delegated to manage, and

for DFs which they own.

Disclosure Form Transfers

* Inthe casethatan AV or Designee needs to view a DF that initially listed an AV ID or Designee ID
different than their own, a DF transfer would need to be requested.

e ADFtransfer changesthe “owner” of the DF.
The process to request a DF transfer is outlined below:

e The AV or Designee who is the required authorizer must email the Program Administrator requesting a
DF Transfer. The required authorizer is outlined in the table below.

e The AV or Designee who is the required authorizer must also copy the AV or Designee who will be
the new owner of the DF(s). In the email, provide a thorough description of the circumstance and the
reason why the DF Transfer Process is needed.

¢ Provide a list of all DF IDs that will need to be transferred.
e Provide the AV ID, or Designee ID, the DF will be transferred to.

e Therequired authorizer must provide positive confirmation that they understand they will lose access
to edit subscriptions for the DF ID(s).

e The AV or Designee who will be the new intended owner of the DF must provide positive confirmation
that they accept to be the new owner of the forms and will be responsible for accessing and editing
subscriptions for the DF ID(s).

A
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AV DF Transfers Authorized Requester

AV on a project changes due to batch or contract assignment | No request — Program Administrator initiates transfer

AV needs to change from 99999 /TBD to a specified AV for Designee listed on form
unsubscribed forms

AV needs to change from one specified AV to either 1) another | AV listed on the form
specified AV or 2) 99999/TBD on an unsubscribed form (not
due to batch or contract assignment)

AV needs to change for subscribed forms (not due to batch or | AV of the project to which the DF is subscribed
contract assignment)

Designee DF Transfers Authorized Requester

Designee needs to change on unsubscribed form Designee listed on form

Designee needs to change on subscribed form AV of the project to which the DF is subscribed

Ability to View Records — Approved Vendors
Disclosure Forms Dashboard

e Able to see & export CS DFs in any status, that are not associated with an “active” subscription, that list
an AV ID associated with the logged in user.*

e Willnot see any TBD/99999 forms, will see any form that lists their AV ID.*

*If necessary, a DF transfer can change the AV/D ID on the DF.

Projects Dashboard

e Will see any CS project thatis under the AV ID associated with the logged in user.

® Project totals willinclude subscription sizes from any records.

Subscriptions Dashboard

e Able to see & export unsubscribed DFs that list an AV ID associated with the logged in user.*

e Able to see any subscription record (regardless of DF owner) to projects that are under the AV ID
associated with the logged in user.

e The AVID listed on the DF is not taken into consideration for ability to view a record.
*If necessary, a DF transfer can change the AV/D ID on the DF.
Project Delegation

e AV’s can self service to delegate projects to a designee and the logged in user will see any CS project
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thatis under all AV ID(s) associated with the logged in user.

e After clicking into a project, the list of Designees that show can be added/removed to projects.
The list of available Designees will be any Designee associated with the AV under Company & User
Management » Associated Designees > Active Community Solar Subscriber Designee.

Disclosure Forms Dashboard

¢ Able to see & export CS DFs in any status, that are not associated with an “active” subscription, that list
a Designee ID associated with the logged in user.*

e Will see any TBD/99999 forms, will not see forms that don’t list their Designee ID.*
Projects Dashboard
¢ Will see any CS project that they are delegated to manage.

* Project totals will include subscription sizes from any records, even records that the logged in user
does not “own” (i.e. records from other Designees).

Subscriptions Dashboard

Able to see & export unsubscribed DFs that list a designee ID associated with the logged in user.*

The Designee ID listed on the DF is not taken into consideration for ability to view a record.

Able to see any subscription record (regardless of DF owner) to projects that the designee is delegated
to manage.

Columns with Pll will be redacted for DFs not owned by the Designee.
*If necessary, a DF transfer can change the AV/D ID on the DF

Project Delegation

e Designees will see this screen, but no projects will be listed.

e |fauserisadual AV/D user, the Project Delegation info on previous slide will apply.

Subscriptions Dashboard
e Able to “manage” any DF that list an AV ID associated with the logged in user.*

e Cannot manage TBD/99999 forms.*

e Cannot “manage” DFs that were created under a different AV ID (i.e. in the case of an assignment).*

*If necessary, a DF transfer can change the AV/D ID on the DF
Project Delegation

* AVsare able to manage Designee permissions for any of their projects.
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Ability to Manage Records — Designees
Subscriptions Dashboard

e Able to “manage” any DF that list a Designee ID associated with the logged in user.*

Can manage TBD/99999 forms.*

Cannot “manage” DFs that were created under a different Designee ID.*

Cannot add a subscriber to a project they are not delegated to manage.

*If necessary, a DF transfer can change the AV/D ID on the DF
Project Delegation
e Designees are not able to manage Designee permissions.

Managing Designee Access

AVs can manage which Designees can access subscriptions for a project.

Designees will be able to view and export all projects with a Batch Status of ICC Pending or ICC Approved,

along with unverified details, and subscription totals for each project.

To manage Designee
access, navigate from the
menu to “CS Subscription
Management” and select

“Project Delegation”. 'IPA

ILLINOIS POWER AGENCY

Project Delegation

To download a CSV of the Cm
dashboard, select “Export”.

Cs Project D t Project Name t Uility Pr Name t Assigned Designee(s) Former Designee(s) 1 Project Part 1 Status 1 Project Part2 Status 1

o

onfidential Confidential Confidential Confidential Confidential InProgress

Confidential Confidential Confic TO assign or unassign a Removed Designees will
e e “"  Designee to a project, click be shown in the “Former
“"" on any row of data to access a Designee” column in
R e pop-up screen. Select “Add” the Project Delegation
“" " or “Remove” from the list of Dashboard.

Confidential Confidential Confic . .
available Designees.

Confidential Confidential Confic InProgress
Confidential Confidential Confidential Confidential Confidential InProgress
Confidential Confidential Confidential Confidential Confidential InProgress

Confidential Confidential Confidential Confidential Confidential InProgress

Confidential Confidential Confidential Confidential Confidential InPro;

4
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Reports Queue

You can access the Reports Queue, where subscription exports are temporarily saved, by navigating to
Reports and selecting “Report Queue.”

Home A
y/ . . -
— 2% lllinois Shines

Administration -

Company & User
e Reports Queue

CS Subscription
Management

Projects
Report ID 1 Exp
Subscriptions

Confidential

Confidential

Confidential

Confidential

Confidential

Confidential

Confidential

Confidential

Confidential

Import Error Codes

When updating subscriptions in the Portal using the import function, imported data will need to meet
certain validation requirements in order to successfully update. If these validation requirements are not
met, the user will receive an error message under the column labeled “RETURNED BY THE SYSTEM” in the
Response File, indicating the specificimport error.

Import errors refer to specific rows. If you receive an error message, it means the import was successful
for all rows except the row or rows causing the error. To correct the error, a new import with valid
information will be required.

Below are details outlining what to expect if an import error occurs:
After importing a file, a popup window will appear, indicating the number of rows that failed validation.

If selecting “Proceed”

If no validation errors occurred during import, the pop-up window will i
indicate that Zero rOWS are eXpeCted to fail Validation- Success: 0 rows will fail validation. Do you wish to proceed?

e |fthe userselects “Proceed”, the entire file will be imported

successfully.

e |fthe userselects “Cancel”, the import process will be cancelled and no data will be imported.

If a validation error occurs, the pop-up window will indicate how many Edie Subscipton Upload
rows are expected to fail validation and will not be imported.

Warning: 1 rows will fail validation. Do you wish to proceed?

[ View Errors without Uploading

A
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e Ifthe userselects “Proceed,” then all rows of data in the file that do not fail validation will be imported.

After clicking “Proceed,” a pop-up will appear.

If selecting “View Errors without Uploading”

If the user selects “View Errors without Uploading,” then no rows of
data will be imported and a Response File will begin downloading. The
Response File will show, in the first column, all validation errors for
rows of data that have validation errors.

Information *®

Subscription Updates have been processed, please review the
response file for any error messages

e To correct errors encountered during a data import, a new import with valid information will be

required.

If selecting “Cancel”

e Ifthe userselects “Cancel,” the import process will be cancelled.
No rows of data will be imported and no Response File will be
produced.

Below is an Error Code Lookup Table, which provides guidance on
error messages the user may come across while importing:

Edit Subscription Upload X

Warning: 1 rows will fail validation. Do you wish to proceed?

Proceed View Errors Without Uploading

Description and Solution

Error: You are not authorized to If loggedin as an AV, the AV is trying to add subscriptions to a project that is

manage subscribers for this Project currently owned by a different AV ID.

If logged in as a Designee, the Designee is not delegated to manage the project.
The AV will need to assign the Designee to manage the project under “Project

Delegation.”

Error: You are not authorized to apply ' This means that the logged in user does not match the AV or Designee that “owns”

this Disclosure Form the DF, and therefore cannot be subscribed by the logged in user. The Subscription
Dashboard will show the AV/D that “owns” the DF in the “DF Approved Vendor ID”
or “Designee ID on DF” column. A DF transfer may need to occur to give the correct

entity “ownership” of the DF.

Error: Project must be a CS project The AV or Designee is trying to import a project that is not a Community Solar

project. Check the project ID and try again.

Error: Project must be submitted to Project must have an ICC Pending or ICC Approved status in order to upload. Try
ICC before uploading subscriptions again once the projectis in ICC Pending or ICC Approved status.

Error: Disclosure Form must be signed ' The DF must be in a “Completed” status to be eligible to use for subscriptions. In
order for a DFto be in “Completed” status, it must be signed.

Error: CDCS Projects can only be A new DF must be generated which specifies the project ID of the DF being

subscribed to the Project specified on ' subscribed.
the Disclosure Form

Error: This Disclosure Form is not The AV ID that “owns” the form does not match the AV ID associated with the project,
owned by project owner which inhibits import capabilities. If applicable, the AV/D will need to contact the

Program Administrator to initiate a DF transfer.

This validation does not apply to “TBD” DFs that list AV 99999.

A
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Description and Solution

For “TBD” DFs that list AV 99999, the Designee ID of the logged in user must match
the Designee ID that “owns” the form to be able to import. A DF transfer may be
necessary to allow the subscription import.

Error Message

Error: This Disclosure Form can only
be assigned by Designee <Designee
ID» <Designee Name»

Error: Disclosure Form is already in
use on an active subscription

ADFID canonly be used on one active subscription at a time. The existing
subscription must first be terminated, or a new DF must be generated and signed.

Troubleshooting

This section is designed to assist you in resolving common issues that may arise while navigating the
Subscriber Management Portal Feature. If you encounter difficulties or have questions, please refer to the
following troubleshooting solutions, where common problems and their resolutions have been outlined

foryour convenience:

Approved Vendors:

Topic | Question __________Jlssee __________[Soluton |

Designating | While designating a Designee, The Designee has not yet Please contact the Program
a Designee why can’t | locate a particular been assigned the subscriber Administrator to register a new
Designeein the list of Designees? = managementrole in Designee Community Solar Subscriber
Management. Designee.
Subscription = Why am | seeing subscription/DF | The project may have been Please contact the Program
Dashboard records that list a different AVID?  assigned, and the DFs may still Administrator to initiate a DF
need to be transferred in order for | transfer.
the correct AV ID to be displayed.
Disclosure Why can’t | view a particular DFin | Possible causes: The DF will need to be moved
Forms the Subscriptions Dashboard? e The DFis not completed. to Completefi status prior_to.
showing up in the Subscriptions
Dashboard.
Importing Why am | getting the message: “An | Possible causes: Please ensure you’re using the
Subscriptions | error occurrt?dj please contactyour o 1ha import template could be in correct template, downloaded
system administrator.” the wrong format from the Portal, and no columns
o orrows have been inadvertently
e The Partll Appllcat|.0n may need deleted/moved.
a Nameplate Capacity entered.
Designees

Topic | Question _________Jlssee __________[Solution |

Disclosure
Forms

Z Ilinois Shines | * 1P
V] ILLINOIS POWER AGENCY

Why can’t | view a particular DF in
the Subscriptions Dashboard?

Possible causes:

e The AV has not designated you
as a Designee to the project.

e The DFis not completed.

e The AV will need to designate a
Designee to the project under
Project Delegation.

¢ The DF will need to be moved
to completed status prior to
showing up in the Subscriptions
Dashboard.

Illinois Shines Program Administrator | admin@illinoisshines.com | (877) 783-1820



Topic | Question __________Jlssee  _________[Solution |

Disclosure Why are there empty columns DF information lists Personally Ifapplicable, a DF transfer could
Forms showing on some DFsin the Identifiable Information (PIl) that be requested. Otherwise, Pl will
Subscriptions Dashboard? is redacted from users otherthan ' notbe made visible.
the “owner” of the DF.
Project Why can’t | see a particular project ' ® The project mustbe inanICC ¢ Wait for the project to become
Subscriptions | in the Project Subscriptions Pending or ICC Approved batch. ICC Pending or ICC Approved
Summary Summary?

e The Designee must be delegated | ® The AV will need to designate a
to manage the project. Designee to the project under
Project Delegation.

Approved Vendors and Designees:

Topic | Question ________Jlssee________[Solution |

Disclosure How do I manage a DF that initially = A DF Transferis required. The AV/D will need to submit a DF

Forms listed an AV ID or Designee ID Transfer Request to the Program
different than my own? Administrator.

cs What if | don’t have the “CS You may not have been granted Please reach out to the Program

Subscription | Subscription Management Menu” | the proper access to view this Administrator to grant access.

Management  in the left hand navigation pane section.

Menu when | loginto the portal?

If further assistance is needed, please contact Customer Support at admin@illinoisshines.com or (877)
783-1820.

Appendix A: Required Validations

Below is a table of Required Validations for subscription import:

Fed  ____________|Requiement

® ProjectAppID Always Required
e Disclosure Form ID

e Subscriber Status

e Subscription Size (kW AC)

e Subscriber Type

e Last 5 of Choice ID (ComEd) or Subscriber ID Number

(Ameren)

e Date Subscriber Send to Utility

Date Subscription Terminated Required when Subscription Status = “Terminated”
A Date Subscription Terminated must be:
o After1/1/2018
¢ On or after “Date Subscriber Sent to Utility”
¢ On or before today’s date (cannot be a future date)
¢ Date format: mm/dd/yyyy

Terminate Reason/Comment Required when Subscription Status = “Terminated.” Cannot

exceed 500 characters.

A
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Fed _ _|Reguiement ___

Subscription Size
Subscription Size Effective Date

Subscriber Type

Last 5 of Choice ID (ComEd) or Subscriber Identification
Number (Ameren) or Member Meter Number (Jo-Carroll)

Date Subscriber Send to Utility

Is Subscriber Local

Subscriber County

How was County Identified

Public School or School District Name

Appendix B: Counties List

Must be greater than or equal to .2 kW and have up to 3
decimal places.

Required when Subscription Size (kW AC) is updated to a
new value. Date format: mm/dd/yyyy

Allowed values (must match exactly):

¢ Residential

¢ Small Commercial

¢ Large Commercial/Industrial

e Government

¢ Non-Profit

Always required, must be a maximum of 5 numeric digits.
If avalue is imported that is fewer than 5 digits, leading
zeroes will be added upon import (i.e 123 will be imported as
00123).

Always required, date format mm/dd/yyyy

Required only for CDCS Projects or EEC Projects with CDCS
Subtype; allowed values (case sensitive):

* Yes

* No

Required only for CDCS Projects or EEC Projects with CDCS
Subtype; County name must match Appendix B: Counties
List.

Required only for CDCS Projects or EEC Projects with CDCS
Subtype; cannot exceed 500 characters.

Required for all subscribers to Public School CS projects. If
the subscriber is not a school or school district, enter “N/A.”

For CDCS projects, the county specified must match the Counties List:

A Champaign County
Adams County Christian County
Alexander County Clark County

Clay County
B Clinton County
Bond County Coles County
Boone County Cook County
Brown County Crawford County

Bureau County Cumberland County

C
Calhoun County

D
De Witt County

Carroll County DeKalb County

Cass County

‘IP
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Douglas County
DuPage County

E

Edgar County
Edwards County
Effingham County

F

Fayette County
Ford County
Franklin County
Fulton County



G
Gallatin County
Greene County

Grundy County

H

Hamilton County
Hancock County
Hardin County
Henderson County

Henry County

/

Iroquois County

J

Jackson County
Jasper County
Jefferson County
Jersey County

Jo Daviess County

Johnson County

K

Kane County
Kankakee County
Kendall County

Knox County

L

Lake County
LaSalle County
Lawrence County
Lee County
Livingston County

Logan County

M

Macon County
Macoupin County
Madison County
Marion County

Marshall County

A
# \llinois Shines

Mason County
Massac County
McDonough County
McHenry County
McLean County
Menard County
Mercer County
Monroe County
Montgomery County
Morgan County
Moultrie County

N

o
Ogle County

P
Peoria County
Perry County
Piatt County
Pike County
Pope County
Pulaski County

Putnam County

Q

R
Randolph County
Richland County

RockIsland County

S

Saline County
Sangamon County
Schuyler County
Scott County
Shelby County

St. Clair County
Stark County
Stephenson County

T

Tazewell County

u

Union County

v

Vermilion County

w

Wabash County
Warren County
Washington County
Wayne County
White County
Whiteside County

Will County
Williamson County
Winnebago County
Woodford County
X

Y
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