Q\\I///ﬁ
CZ Powercor
CITIPOWER AUSTRALIA

WORK INSTRUCTION
Submit an Alteration Requestin eConnect

<Document Id.>

Purpose This work instruction  describes the steps for  a Registered Electrical
Contractor (REC) or Licensed Electrical Worker (LEW) to submit an
Alternation Request.

Contents Section 1: Initiate Alteration Request
Section 2: Enter Location Details
Section 3: Enter Work Requirement Details
Section 4: Enter Contact Details
Section 5: Add Attachments
Section 6: Confirm and Set Appointment
Section 7: Save as Draft
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Task Detail: Submian Alteration Request in eConnect

Section 1: Initiate Alteration Request.

Step la After logging in to eConnect , s e |Aétecationsio .
Note: You can click on the picture or the text.

Step 1b Alternatively, you can select ASub
left-hand side menu, a Alderatioh ®n s el ect

Robbo Electrician - Log Qut
You have 3 outstanding action(s). These must be completed for requests to progress.

(% Dashboard

Coming Soon

New Connections Alterations Abolishments

Create a new connection request Create a new additions and alterations request Create a new abolishment request
Latest Requests Connection RequestID:
5 Latest Requests
CR-04763 55 Pickle Street PORT MELBOURNE 3207 New Connection Submitted - n
CR-03073 Lot5 21 Davis Road, Tameit 3029 New Connection In-Progress n n
CR-04726 Lot 5 21 Davis Road, Tameit 3029 New Connection Submitted - n
CR-00642 42 Green Ave New Connection Submitted - n
CR-01820 42 Green Ave STKILDA 3182 New Connection Submitted “ n

Solar Pre-Approvals Enquiries Help

Create or view a solar pre-approval Submitan enquiry Additional Information

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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Step 2 Select the task(s) that best describe the purpose of your

request.

Note: that supply will be isolated for most sub -types therefore

you do not need to select the isolation sub -type as well as your

pri mary t ask asOnlystefedthe tenpdrarydsdlation
task when no other tasks are required.

Tasks include:

Solar and alternative generation installation
Select this when solar or alternative generation is being installed at a property
and you need the meter re-programmed to support the installation.

Temporary isolation of supply (same day)
Select this if you want to isolate and then reconnect supply on the same day.

Temporary isolation of supply (only)

Select this if you want to isolate supply only. This s hould be used when then
reconnection is required no earlier than the following day or up to a week

later. If you need supply to be isolated for an extended period, you should

consider applying for an abolishment of electricity supply. Otherwise, a new

At er ation Request should be submitted for a

i solationd when you need supply reconnected.

Reconnection of supply after isolation

Select this to reconnect an isolated supply (as above) when isolation was
conducted the previous d  ay or within the last week. Note: This is excluding
reconnection after a fault. Please contact the Faults line on 13 12 80 in CitiPower
or 13 24 12 in Powercor if reconnection relates to a fault.

Move meter to a new position
Select this if the meter at s ite is to be re -located to another position at the

property.

Relocate point of attachment or service
Select this if the POA associated with an overhead service is to be re -located to
another position at the property. Note length of service will be requir ed.

Upgrade Phase
Select this to upgrade from single to multi - phase or from two phase to three
phase.

Change overhead to underground
Select this to request the change from overhead servicing to underground
servicing.  This can be to Underground or Underg round Reticulated (URD).

Upgrade maximum demand or change supply capacity control

Select this to request an increase in supply. This excludes the request for major
augmentation works which should be directed to the Customer Projects

team. This task coul d also include the installation of current transformers.

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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Re -route mains to new pit

Select this to request the re -routing of mains to a new pit. There is an
expectation that the new pit will have been installed prior to submitting this
request.

Change to  group metering panel
Select this if metering at a site is to be moved to a group metering panel.

Replace meter panel
Select this to request the removal and installation of a meter when the meter
panel needs to be replaced.

Installed controlled load
Select this when the installation of a controlled load is required.

Remove controlled load
Select this when the removal of a controlled load is required.

Step 3 Select AContinueod.

Note: AContinued will only appear

Alteration Request

Using the option(s) below, please select the tasks that matches your requwrem@)r this reguest.

Sclar and alternative generaticn installation Change overhead to underground
Temporary isclation of supply (same day) Upgrade maximum demand or change supply capacity control
Temporary isolation of supply (only) # Re-Route mains to new pit
¥ Reconnection of supply after isolation Change to group metering panel
¥ Move meter to new position Replace meter panel
Relocate point of attachment or service Install controlled load
Upgrade phase Remove contrelled load e

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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Step 4 Select AContinued to confirm that
correct.

Note: The tasks selected must be correct for the Connection
Request to be successful.

Confirm Tasks

Flease confirm you have selected all the task(s) required for this Alteration Request. o

Continue

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESNIhe most ugto-date documentis located on the
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Section 2: Enter Location Details

Step 1 To nominate the property address you can enter Nation al Metering
Identifier (NMI) or Meter Number of the meter located at
qQ

nominated property and select search icon.

Then proceedto Step 3a.

Note: NMI must be 11 characters and can be found on the top of

the cust omer s electricity bil

Q@ Location Details

Please nominate the property

NMI @ 61023030463 aQ
OR
Meter Number @ Q
OR
Search for Address =3
Step 2 If you do not have the NMI or Meter Number, begin to enter the

property address. The search will return a list of results that match

the information  you are enter ing.

Select th e correct address and then select the search icon.

Then proceedto Step 3a .

Q Location Details

Please nominate the property

NMI @ a
OR

Meter Number @ =
OR

Search for Address 21Da| | qQ

vis bts Road, Tarneit 3029

reet, Stawell 3380

Site Access
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The follow ing error message will appear if the search does not match any

property, check your data and search again. If search using an address is still
unsuccessful, use the NMI or meter number.

Display Property Panel

The address you have nominated cannot be found in our system. Please check your search criteria and Search Again.

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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Step 3a Check the address that 6dcorredtj segettay e d

AConfir mo.

Display Property Panel

Please confirm that the Alteration connection request is for the address below; or check your search criteria and_Search Again.

GL, 97 OSBORNE ST, SOUTH YARRA VIC 3141

D

Step 3b If the address displayed is incorrect and you wish to search by a
different NMI/Meter Number or there is a mistake in the data you
entered, sel ect iSear c hSted 8 adr Btep 3aan d

Display Property Panel

Please confirm that the Alteration connection request is for the address below; or check your search criteria and_Search Again.

GL, 97 OSBORNE ST, SOUTH YARRA VIC 3141

Step3 ¢ If multiple addresses are found, select the appropriate address and
sel ect A CDotHisiby cliching on or selecting the radio
button next to the address.

We've found multiple addresses that matched your search criteria. Please select an appropnate address to confirm; or check your search critena and Search Again.
Altemnatively, you can nominate your address by clicking here.

® Lot 5 21 Davis Road, Tarneit 3029
() Lot 5 21 Davis BTS Road, Tarneit 3029

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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Step 5

Indicate what the access arrangements to the site are. To do
this,s e | e c t Adcdseinsfiuctions 0 f raamp -down list,
following options  are available

1. Clear access anytime

2. Victoria Power Industry Lock

3. Access is restricted (appointment required)

4. Gate locked with code (please provide gate code in Access

Notes below)
5. Contact person for site access (name and phone number

required)

Note: If the request does not require installation of
Current Transformer ( CT) Metering, you will be prompted
to schedule an appointment on submission of the request.

This Alteration  Request will remain as a draft if an
appointment is not scheduled.

If the request is for CT Metering, you will be contacted at

a later date to schedule the appointment.

the

Step 6

Enter any relevant information
persono.

9 Location Details

290 Bryan Olynn Rd

View larger map

0k Rd

Site Access

Address 200 BRYAN O&#39,LYNN RD, PURNIM VIC 3278

N
s

9 ?
A 290 Bryan Olynn Rd

Google

R

SNO

o

L’u‘uudjawn_m.__Mm‘?\b o &2016 Google - Map data 2016 Google  Terms of Use  Report 2 map error

Access instructions Contact Person for site access (Name and Phone Number-Ret ¥

Access notes Beware of dog

Contact person Call Jerry on 0400112233
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Section 3: Enter Work Requirement Details

The AWork Requirementso wil!/ be different f
depending on what is information necessary.

Fields will appear on the form that are
in the first steps. Below contain
may not appear on your request.

related to the tasks you selected

s all possible fields on the form so some

Step 1 Sel e ct Warkh Requirements 0 grey banner.

Not e:

banner .

Ther

e should be a pocatiomnDettiacikl

A red error icon E will appear on the grey banner if you have not
completed the section or the data you have entered has a mistake.
Review the section of the form if this icon appears.

Step 2 Selectthe meter relevant to the Connection Request.

Not e:

I f t

he request is relevant t

Q@ Location Details

# Work Requirements

Please Note: If this request is not related to all meters please indicate the relevant meter below, otherwise if this request is related to all meters please select All Meters at Site.

Select All
CZ235864
# DZ170596
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Electricity Details

Step 3 Select the required number of phases for the connection and

then enter the AMaxi mum demand of
Step 4 Enter the limit of the supply in Amps.

Note: For example supply has or will be limited to 40 Amps using

a Supply Capacity Control Device (Circuit Breaker).

If the supply is limited to less than 100 Amps continue to Step

5.

If the supply is limited 100 Amps or more, continue to Step 6.
Step 5 Select an answer to fAls t s Curre

If supply limit is greater than 100 Amps it defaults to CT and

cannot be changed.

Is this Current Transformer({CT) metering?

Control Load to be installed

Control Load to be removed

Hot Water
Cther

Hot Water
Climate saver
Cther

Ifyour answer i s fAYesdoStep Gontinue to
|l f your answer i s @itdpo®, continue t
Electricity Details
What is the required number of phases? One Phase
® Two Phase e
Three Phase
Maximum demand of installation 10 Amps o
Supply limited to @ 15 Amps o

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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Step 6 If the New Connection supply is limited to 100 Amps or more, or
there is CT metering, you will be asked for further details.

Enter the distance in meters from the loom to the meter panel.

Note: It is optional to enter the size of the CT Chamber in

millimeters.
Electricity Details
What is the required number of phases? Cne Phase
* Two Phase
Thrae Phase
Maximum demand of installation 10 Amps
Supply limited to @ 100 Amps
Is this Current Transformer{CT) metering? Yes
No
Distance from loom to meter panel 10 m 6
Size of the CT Chamber {optional) 15 mm
Step 7 Continueto enter t he AEIl ectr i elevarytothiet ai | s ¢
Connection Request.
Distance from loom to meter panel 10 m
Size of the CT Chamber (optional) 15 mm
Control Load to be installed * Hot'Water
Cther
Control Load to be removed Hot Water
* Climate saver o
Cther
Is this group metering? Yes
Mo
Size of the main mm
]
Current Supply A
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Step 8 Sel ect the @ Cuwr rfeadmp Sdovwnpidt, y the following
options are available

1. Overhead i Electricity poles in street, overhead service
cable connects pole to house.

2. Underground 1 Electricity poles and pits in street. House
connects to  pit.

3. URD i Fully underground reticulation, no electricity poles
in street.

4. Substation

Step 9 Select the @ASuppfl yadme -aawn lise dthe following
options are available
5. Over head
6. Underground
7. URD
8. Substation

I f your answer is fAOv cgEemdn.do, cont
If your answeris not i Over heado, cSteptlinue tc

Cther
Is this group metering? Yes
No
Size of the main 10 mm
Current Supply Substation v e
Supply required @ Underground v o
Length of overhead service cable @ m
Current Termination point A
Termination point required v
You wi |l receive the following error message if you

available for this type of Connection Request.

Size of the main 10 mm
Current Supply Substation v
Supply required @ Overhead A

Supply required cannot be setto Overhead for the nature of this alteration request

Length of overhead service cable @ m

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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Step 10 I f the ASupply requiredo is over he
of the overhead service cable in metres.
Step 11 Select the ACurrent Ter mi n-dawhlstny p o
the following options are available:
1. Pillar
2. Substation
3. FOLCB (Fused Overhead Line Connection Box)
4. Pit
Step 12 Select the ATer minati on poidownlist,e qu

the following options are available:

1. Pillar

2. Substation
3. FOLCB
4. Pit

I f your answer is $teBilt30, continue
If your answeris not APi t 6, c o8tepi Mue to

Control Load to be removed ® Hot Water
Climate saver
Cther
Is this group metering? Yes
Mo
Size of the main 10 mm
Current Supply Substation v
Supply required @ Substation v
Length of overhead service cable @ 15 m @
Current Termination point Pillar v m
Termination point required Pit v @
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Step 13 Select an answer to fiHas pit been
Note: A wasted truck visit fee may apply if the truck arrives and

the pit has not been installed.

I f your answer i s ¢éahhotdo pe submigted.rPlease e s
contact Customer Projects department.

Length of overhead service cable @ 15 m
Current Termination point Pillar v
Termination point required Pit v

Has pit been installed? * Yes
Nao

Please note: A wasted truck visit fee may apply ifthe truck arrives and the pit has not been installed

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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Solar

Ifyou rrequestis not f or a ASol ar and alternative generat:i
proceedto Step 22.

Step 14 Enter the Alnverter sizeo in kW
Step 15 If the inverter size is less than 30 kW, you must enter the Solar
Pre-Appr oval (SPA) request number , &
Note: You are given an SPA request number when you submit an

SPA request.

If the inverter size is greater than 30 kW then the SPA request
number field is disabled and you are unable to enter one.

Solar

Proposed Inverter Export Limit @ 5 W

Solar Pre-Approval number @ SPA-16643 Search

Solar installer company name

Inverter make

Inverter model Please Select M

Inverter Max Export Capacity @ WY

Battery Please select M

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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An error message will appear in either of the following instances:

Error message (a) appears if the inverter size entered on the New Connection
request form is greater than the approved inverters size from the SPA request.

Error message (b) appears if outcome of the SPA number is invalid or the SPA

request is being processed offline or re quires a technical assessment.
Solar
Is this a solar installation? ® Yes
O No
Inverter size 10
Solar Pre-Approval number @ SPA-27594 Search

The Inverter size specified is greater than that approved for in the Solar Pre-Approval

Solar installer company name e

Solar

Is this a solar installation? ® Yes
O No
Inverter size 10
Solar Pre-Approval number @ SPA-0001 Search

The Solar Pre-Approval number you have provided is invalid for this site. Please provide a valid Solar Pre-Approval number

Solar installer company name o

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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Step 16 Enter the ASolar installer company
Step 17 Begin to enter the fAlnverter makeod

of results that match the information you have entered.

Select the correct result.

Note: Predictive search based on what the text starts with rather
than contains.

Solar
Proposed Inverter Export Limit @ 5 kW
Solar Pre-Approval number @ SPA-27504 Search
Solar installer company name Sonny Solar Co. @
Inverter make | A |
ABB
Inverter model ABB Oy Power Conversion
Aero—Sha_rp / Clear Solar
Inverter Max Export Capacity @ | Aero-Sharp / Solco Choice Electric | @
Afore new Energy Technology (Shanghai) Co Ltd
Battery Afore New Energy Technology (Shanghai) Co Ltd
AFORE NEW ENERGY TECHNOLOGY(SHANGHAI) Co Ltd
AGL Energy Limited
Additional Details Alpha Energy Storage Solution Co Ltd

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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Step 18 Select the Al nvert er -dovndisg th@optfomso m a
avail able are dependent on the #dln

Solar

Proposed Inverter Export Limit @ 5 kW
Solar Pre-Approval number @ SPA-27504 Search
Solar installer company name Sonny Solar Co.

Inverter make Aero-Sharp / Clear Salar
Inverter model Please Select v
Flease Select
N HR-INV-X08-006
Inverter Max Export Capacity @ HRANVAX0G-010
HR-INV-X09-015

HR-INV-X08-020

Batt
attery HR-INV-X09-030

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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Step 19 Enter the fl rexegrotréar CMdaopxaci tyo in k)

Note: Please indicate the maximum export capability of the
proposed solar inverter installation. This is the inverter size.

Step 20 Select the appropriate Yes/No response to whether there is a
battery in the solar installation.

f your answer i s Btée 80, continue
I f your answer i s Stdpoa?, continue t

Solar
Is this a solar installation? ® Yes
Mo
Proposed Inverter Export Limit @ 5 kW
Solar Pre-Approval number @ SPA-27504 Search
Solar installer company name Sonny Solar Co.
Inverter make Agro-Sharp / Clear Solar
Inverter model HR-INV-X09-015 v
Inverter Max Export Capacity @ 5 kW @
Battery Yes v @
Battery Type
Battery Capacity @ kWwhrs
Step 21 Enter the battery type and capacity

Inverter Max Export Capacity @ kW

o

Battery Yes v

Battery Type Lithium battery

Battery Capacity @ 20 kWhrs @
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Additional  Details
Step 22 It is optional to enter an AAl ternative supplyo.

Note: Enter any other forms of alternative energy supply i.e.
wind/battery.

Step 23 It is optional to enter a fADescrip

Note: This includes any information about the work that will be
relevant to the field crew.

Step 24 ltisoptio nal to enter a APr o] EitPoweNandnb e
Powercor project related to this Alter ation Request.

Additional Details

Alternative supply (optional) @ Wind @
Description of Job (optional) @ This is a two story residential property @
Project number {optional) @ PN123456 @

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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Section 4: Enter Contact Details

Step 1 SelectComteadit Dyeybannérs o
Note: There should be a green tick icon i Work he A
Requirement so and flbanrgeas i on Det ail s

A red error icon E will appear on the grey banner if you have not
completed the section or the data you have entered has a mistake.
Review the section of the form if this icon appears.

Step 2 The retailer contact field will be pre - populated with the retailer
that is already associated with this connection service.

Note: ANO ACTI VE RIBTiéplaje&iRlide reisno system
active retailer for this service.

Step 3 Enterthe A" Cust omer Detail so.

Note: Mobile phone numbers are preferred.

By entering a customerb6s email, th
details of the Alteration R equest so that they can view and track

the status of the request by logging into eConnect.

Step 4 tis optional to enter the fALicense
Detail so.

Q@ Location Details

a8

# Work Requirements

A Contact Details o
Retailer Details
Retailer Lumao 9

(<]

Customer Details

Customer name Michael Harkin
Customer phone @ e
Customer email (optional) @gmail.com

Licensed Electrical Inspector (LEI) Details

LEI name (optional) Larry Rose

LEI phone (optional) e
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Depending on the type of registration you have,
(LEW) Detailso or the ARegistered Electri-cal Con
populated. In this example, the user is a REC so the REC Details are pre -

populated.

Step 5 Enter the fAEl ectrical License Numb
select ASearcho. This will popul at
fields.
Note: RECs can only use the details of a LEW who has been
nominated to submit connections requests on your behalf.
For instructions on how to this please see the work instruction
Register an Account, Update Account Details & Manage Your
LEWS for a REC

Step 6 You have the option to update any of the phone or email details

for the REC or LEW.

Licensed Electrical Worker (LEW) Details
Electrical License Number 13456 Search 6
LEW name Eddie Electrician
LEW phone 0400
LEW email eddieelectrician@gmail.com
LEW preferred contact method & email
sms
both
Registered Electrical Contractor (REC) Details \
REC number 123445 Search @
REC name Robbo's Electric /
REC contact phone 0400
REC contact email robbo the.rec@amail.com

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
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The following error message wil/l appear if
Number ¢ t h atEW veho haobeen nominated to submit connections
requests on your behalf or the number entered is invalid.

For instructions on how to this please see the work instruction Reqister an
Account, Update Account Details & Manage Your LEWSs for a REC

Licensed Electrical Worker (LEW) Details

Electrical License Number 134548 Search

The LEW specified is either invalid or cannot be allocated to this connection request as you have not approved this LEW within your Profile Settings

LEW name

LEW phone

LEW email
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Step 7 Some requests relate to changes to customer tariffs and
therefore the charging of the request may default to the Retailer.
Alternatively and where required, you may wish another party to
be invoiced for this request.

If editable,s el ect t he @l fv oimc alowd stptipe
following options are available:

1. Retailer
2. REC
3. Other
Note: Based on the type of Alteration Connection Request, t his

field may defaultto  the retailer and will not be editable

Step 8 Enter the invoicedaalsner 6s contact

Note: Depending on who is invoice, the fields may or may not be
editable.

A field works order may be sent to the party t 0 be billed for
authorisation.  Once they have accepted responsibility for
payment, your request will progress

Party to be billed

Invoice to Other v o

Please Note: A field works order may be sentto the party to be billed for authorisation. Please enter their email and mabile phone number below. Cnce they have accepted
responsibility for payment, your request will progress.

Name of party to be billed Greg Holland
Email gholland@gmail com
Phone 0400112211
Billing Address 50 Evergreen Terrace
Billing Address Line 2 {optional) 6
Suburb / Town Melbourne
Postcode 3000
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Section 5: Add Attachments

Step 1 Sel ect Attachmeent$i 0 gr ey banner.

Note: There should be a Worlkeen tick
Requirementso, fiLocati on Det abanne s.

A red error icon E will appear on the grey banner if you have
not completed the section or the data you have entered has a
mistake. Review the section of the form if this icon appears.

Step 2 Select an answer to fiHow will you

I f your answer i s fAAt tCertfidatimefklectical e n
Safety ( CES) number.

Note: The CES number is the reference number at the top of the
CES document.

I f your answefSiitse oA L ecfot®te@rim.ue t o

If the CES is left on site, please note that if it cannot be located

on site at the appointment time, a wasted truck visit  will be
charged . To avoid this, we suggest this you provide some further
details on the CES location in the additional details sectio n under

AWor k Requirementso.

Step 3 To attach afile,s elect iChoose Fil eo.

Please ensure you upload/attach the correct CES for the request.
An incorrect CES will result in delays.

Q@ Location Details
# Work Requirements

2 Contact Details

> NN I < <

@j Attachments

Cerlificate of Electrical Safety (CES) Details

How will you provide the CES ® Aftachment

Left On-Site e

CES number @ 1001

Upload CES “ Choose File II\Io file chosen I

Thisanandatory

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
Intranet.
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Step 4 Find and select your CES file from the pop up window.

Note: Please make sure the CES file is of adequate quality so the
document is legible.

Step 5 Select fAOpeno.

Warning: HARDCOPIES OF THIS DOCUMENT MAY NOT BE THEVERBESIT he most upto-date documentis located on the
Intranet.
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