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1 Introduction

The U.S. Environmental Protection Agency (EPA) developed CUPSS as a user-friendly desktop application to
promote the integration of asset management activities into utility practices. CUPSS leads users through a
series of modules to collect information on the utility’s assets, operation and maintenance activities, and
financial status to produce a prioritized asset inventory, financial reports, and a customized asset management
plan.

CUPSS is free software that will make managing assets easier. It’s a desktop system, so no Internet connection
is needed and the software requirements are minimal. CUPSS was designed and developed with input and
suggestions from a diverse stakeholder group.

1.1 CUPSS and Asset Management

CUPSS is designed to help you establish a successful asset management program. Asset management is
important for many reasons. Managing assets helps a utility run more efficiently, so you’ll spend less time and
energy tracking tasks and finances. Three important components of asset management are a comprehensive list
of current assets, including information on their condition and useful life; an understanding of the
daily/monthly/yearly tasks to maximize the useful life of the assets; and a clear organization system for
financial records, which will help identify trends and determine the full cost of doing business. Successful
asset management programs are characterized by a commitment to:

- Allocate people, time, and other resources to implement the program
- Focus on making cost-effective asset decisions
- Provide a sustainable level of service for the community

By choosing CUPSS, you are already on your way to using asset management!

1.2 Benefits of Using CUPSS

CUPSS is designed to help small water and wastewater utilities support budget discussions with solid facts and
numbers, boost the efficiency of the utility, save your staff time, and improve customer service by ensuring
continual service at competitive prices. CUPSS will help you make determinations about the current state of
the assets in your utility, the level of service you are aiming to uphold, which of your assets are critically
important, what the minimum life cycle cost is, and what your long-term funding strategy is. The CUPSS
program will also help you to prepare work orders and an asset management plan. An asset management plan
will provide valuable information that you can use when you make management decisions about your utility.
CUPSS will provide a snapshot of your utility that will allow someone with little knowledge to jump in and
understand the state of the utility. The generated work orders can be used to help keep operation and
maintenance, as well as compliance tasks, on schedule.

CUPSS is a tool created for you. You are the best resource for the program. The quality of the output of the
program will be determined by how much information you put in: The more information you input, the more
accurate and descriptive your results will be!
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1.3 About This Guide

This CUPSS User’s Guide contains all the essential information for you, the user, to make full use of CUPSS.
It includes a description of the functions and capabilities of CUPSS and step-by-step instructions for using the
application to develop and implement an asset management plan. In addition, this guide contains information
to help you install CUPSS onto your computer, as well as several worksheets that might help you personalize
CUPSS for your utility.

1.4 How to Use This Guide

The CUPSS User’s Guide is designed to help you work with CUPSS. Use it in conjunction with the other
CUPSS support documentation available at the CUPSS Web site and on the CUPSS CD. The Getting Started
with CUPSS Workbook is an especially useful tool that will help you get the maximum benefit out of the
CUPSS application.

1.5 Structure

The CUPSS User’s Guide is divided into chapters based on the CUPSS modules. An extra chapter describes
the installation procedures. Each chapter contains instructions and helpful tips specific to a CUPSS module.
Additional information is included in several appendices at the end of the document. Topics are cross-
referenced within the document to provide a comprehensive understanding of how the various modules are
integrated.

1.6 Points of Contact

For additional help with CUPSS, please send an email to cupss@epa.gov or visit the CUPSS Web site at
http://www.epa.gov/cupss.
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2 Installation Instructions

The following instructions walk you through the CUPSS installation process. The instructions assume you
already have a copy of the CUPSS installation file saved to your computer (if you downloaded the software
from the CUPSS Web site at http://www.epa.gov/cupss) or that you have a copy of the CUPSS installation
CD.

Take Note! It is recommended that you close all other applications before running the CUPSS
installation wizard.

2.1 Launch the CUPSS Installation Wizard

If you downloaded the CUPSS application from the CUPSS Web site, a copy of the installation is saved to a
location on your computer. Navigate to that file and open (double-click or right-click and select “Open”) the
cupss_install.exe file. This launches the installation wizard (Figure 2.1).

If you are installing CUPSS from the CUPSS CD, the installation wizard should open automatically when the
CD is loaded. If the wizard does not open automatically, open “My Computer” and navigate to the contents of
the CUPSS CD. Open the cupss_install.exe file to launch the installation wizard (Figure 2.1).

Y CUPSS - Check Up Program for Small Systems o ] |

Introduction
InstallAmewhe e will guide you through the installation of CUPSS.

Itis strongly recommended thatyou quit all programs before
continuing with this installation.

Click the Mext' hutton to proceed ta the next screen. If yvou wantto
change something on a previous screen, click the 'Previous' button.

You may cancel this installation at any time by clicking the '"Cancel'
huttan.

Cancel Previous

Figure 2.1 Introduction

The left side of the wizard shows the steps required for installation. The right side provides instructions for
what to do next. Click “Next” to proceed to the next step: Choose a Shortcut Folder (Figure 2.2).
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J CUPSS - Check Up Program for Small Systems
Choose Shortcut Folder

“!Introduction Where would you like to create product icons?

rtcut Folder (™ In anew Program Group: ICUPSS

Faldar

(¥ In an existing Program Group: ICUPSS

(R=11141

™ In the Start Menu
(" On the Deskbop
™ In the Quick Launch Bar

™ Cther: Choose.. |

(~ Don't create icons

[T Create Icons For All Users

Cancel Previous

Figure 2.2 Choose Shortcut Folder

Use the radio buttons to indicate where you would like to add a shortcut button to the CUPSS application.
Click “Next” when you are done to proceed to the next step: Choose Install Folder (Figure 2.3).

PSS - Check Up Program For Small S¥stems

Choose Install Folder

Introduction Please choose a destination folder far this installation.

Where Would You Like to Install?
IC:'l,Program FileshCIUP33

Restare Default Falder Choose..

Cancel Previous

Figure 2.3 Choose Install Folder

The installation wizard selects a default location for the CUPSS program files. If you would like to select a
different location, click “Choose...” and navigate to the folder where you want the files to be saved. To reset
the save location to the CUPSS default choice, click “Restore Default Folder.” When you are done, click
“Next” to move to the next step: Pre-Installation Summary (Figure 2.4).
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A CUPSS - Check Up Progeam for Small Systems

Pre-Installation Summary

“ Introduction Please Review the Following Before Continuing:
¥ Caoo ortcut Folder
Il Folder Product Name:

lation Summary LU=

Install Folder:
ChDocuments and Settingsimolly howard\Desktop

Disk Space Information (for Installation Target):
Recuired: 243,995 007 bytes
Awvailable: 67,738,959 872 bytes

Cancel FPrevicus

Figure 2.4 Pre-Installation Summary

Review the installation summary information to make sure it’s correct. If there is something you wish to
change, use the “Previous” button to navigate back to earlier screens, where you can make corrections. If you
are satisfied with the selections, click “Install” to install CUPSS.

When the installation is done, you’ll see a confirmation screen (Figure 2.5).

A CUPSS - Check Up Program for Small Systems

Install Complete

tongratulations! CUPSS has been successfully installed to:

cut Folder
Ci\Dacuments and Settingsimally . howardiDeskrop

Press "Done" ko quit the inskaller,

cancel Erevious

Figure 2.5 Install Complete

You can now navigate to the place you stored CUPSS to open and use the application. (You should also be
able to find CUPSS in your computer’s “Start” menu.)
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2.2 Uninstall CUPSS

To uninstall CUPSS, navigate to the CUPSS link in the “Start” menu and select the “Uninstall” link (Figure
2.6).

il cupss 3

2 Uninstall

Figure 2.6 Navigating to CUPSS program and selecting " Uninstall"

This will open the CUPSS uninstall wizard (Figure 2.7).

\2 Uninstall CUPSS 2=(3

Uninstall CUPSS

< Introduction About to uninstall...
Uninstalling...
CUPSS

Uninstall Cormplatez

Thiz will remave features installed by InstallAnmwheare, I will not
remoaove files and folders created after the installation.

~ Uninstall |

Figure 2.7 Uninstall CUPSS

Click “Uninstall” to continue or “Cancel” to quit the uninstall wizard.

CUPSS will automatically uninstall all files related to the application. You will see a confirmation screen once
the uninstall is complete (Figure 2.8).
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Y Uninstall CUPSS

Introduction All iterms were successfully uninstalled.

< Unins

Figure 2.8 Uninstall Complete

Click “Done” to complete the uninstall.

X

Uninstall Complete
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3 Getting Started

The first time you run CUPSS on your computer, it will run the Getting Started module. This module prompts
you to enter some basic information about your utility, schedule standard operation and maintenance tasks,
and add user information for your project team. You will need to go through the setup process only once.
Later, you can use the tools available within the application to edit and update this information.

There are five steps in the Getting Started module:

1.

2
3
4.
5

3.1

Enter utility information

Enter user information

Schedule operation and maintenance tasks
Enter information about your project team

Review and save data

CUPSS Startup

If the CUPSS application is not already open, run CUPSS by selecting it from your program menu or by using
the desktop icon. On the initial page (Figure 3.1), click the “Enter Your CUPSS” button to proceed to the
startup page. If you would like to see an example of a completed CUPSS program, click the “Enter Example
CUPSS” button. Information (including the username and password) is pre-populated in the example to show
you what your CUPSS can and will look like.

Il Check Up Program For Small Systems (CUPSS) |

[Eheck Up Program for Small Systems {CUPSS) ]

m Welcome to CUPSS ﬂa

ERET

Brought to you by USEPA

ﬁqﬂnulq.\:,‘

Nv7

s <
fr v
PRt

O

Welcome! CUPSS is meant to make asset management easy for you. To make
it even easier to use CUPSS, information from a small community with both
drinking water and wastewater assets has been provided as an example. You
may view the example or proceed directly to Your CUPSS.

Enter Example CUPSS Enter ¥Your CUPSS

Figure 3.1 Welcome to CUPSS page

After you click “Enter Your CUPSS,” you will be taken to the startup page (Figure 3.2). Click on “Let’s Get
Started” to enter the Getting Started module. Click on “Do Some Training” to learn more about CUPSS and
how to set up your application.
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e

Welcome CUPSS Users

Welcome to CUPSS!
CUPSS is meant to make asset management easy for you. Now lets get started.

Do Some Training

Lets Get Started
LT
Qo
g | 7
’atM\\_;
AL pgie

CUPSS is brought to you by the

Figure 3.2 CUPSS startup page

Take Note! It’s important to note that the data you enter in the Getting Started module will not be
saved until you complete all five steps. If you close CUPSS before working through the
entire Getting Started module, your data will be lost and you will need to go through the
process again the next time you open CUPSS.

Your progress through the Getting Started module is shown using a tracking image at the top of each page
(Figure 3.3).

User E
T —Ray
W I &M eam ew

Figure 3.3 Tracking image

3.2 Utility Information

The first task in the setup process is to enter information about your utility. Figure 3.4 shows the Utility
Information page. Here, you will set up the project and utility for which you will manage an inventory, enter
operation and maintenance tasks, input financial information, and create an asset management plan. Table 3.1
provides additional information about the fields available on this page.

It’s possible to store information for more than one project and more than one utility within CUPSS. After the
initial setup, you can go back and add additional projects or utilities and manage the assets for each (see
Section 4.5 for more information).

Please notice the “Do Some Training” button in the upper right of the Utility Information page. Every setup
screen has this button, and clicking it will provide additional information on how to get started with CUPSS.
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Do Sonne Tralning

User D&M Toam

@

(*) Indicates required fields

Thee First step in setting up CUPSS i to enter your basic utilty information. g

Info

* Utility Mame |

* PWSID

+ Seleck Type of Facility Drinking Waker

9
* Estimated Number of Connection o

(7]

 Wastewater

WPDESNumber [ @D
‘Howmed) [ O

“Streel Address |

*City, “state, Zip |

|5elect stabe

|

Phone, Fae |

Figure 3.4 Utility Information page

Table 3.1 Fields available on the Utility Information page

Field Label

Description

Utility Name *

Enter the name of the utility. If you have multiple projects, add the project
name beside the utility name (e.g., [Utility Name] - [Project Name]).

Type of Facility *

Use the radio buttons to indicate whether this is a drinking water or
wastewater facility.

PWSID (Drinking water facilities only) *

This field is made available if you select “Drinking Water” as the facility type.
Enter the Public Water System identification number.

Estimated Number of Connections
(Drinking water facilities only) *

This field is made available if you select “Drinking Water” as the utility type.
Enter the number of customers receiving drinking water from the utility.

NPDES NUMBER (Wastewater facilities
only)*

This field is made available if you select “Wastewater” as the utility type.
Enter your National Pollutant Discharge Elimination System number here.

Flow (mgd) (Wastewater facilities only)*

This field is made available if you select “Wastewater” as the utility type.
Enter the number of millions of gallons per day processed through the utility.

Street Address *

Enter the street address of the utility.

City * Enter the city where the utility is located.

State * Select the state where the utility is located from the dropdown menu.
Zip * Enter the ZIP Code of the utility.

Phone Enter the phone number for the utility.

Fax Enter the fax number for the utility.

* Indicates a required field.

When you have completed the form, click “Continue” to move to the next step.

If you try to move to the next page without filling out all the required fields, you will see an error message
(Figure 3.5) with a list of fields that require data before you can continue. This is true for all forms in the

CUPSS application.
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[Eetting Started: Utility InfurmatiunJ Do Some Training

User
@ Info oam Team

The first step in setting up CUPSS is ko enter your basic utility information. 0

(%) Indicates required fields x|
. Address is required, |
* utility N I "
Tty Name Py Pre; ! 5 City is required, 0

State is required.
Zip Code is required,

# Select Type of Facility { Drir

* PWSID l_ mber W 7
* Estimated Number of Connection l_ m mgd) lznni 7]
*Stract Addvess |
*City, "state, zip | ISeIectstate j |

Phone, Fax | |

Figure 3.5 Error message

3.3 User Information

The second step in the Getting Started module is to enter your personal information to set up your user
account. All users can add new project and utility information, determine who can access the various projects
set up within CUPSS, and add additional project team members. Figure 3.6 shows the User Information page,
and Table 3.2 provides additional information about the fields available on the page.

o0 -

The second step in setting up CUPSS is For you bo Fill out your information and create your account For accessing CUPSS.
Enter your name and contact information; then select a username and password to access COUPSS 0‘
(*) Indicates required fields

Getting Started: Your Information |

* Mame [Helen ,_ JHONQI'd
Organization bmuty Wiew Acres Landowners Assn Title | Treasure Secretary
Email [beautyvieweBomal.com *Role [Board Member ~la
I~ Same as Utilty
Street Address | PO Box 755
Cily, State, Zip | Gray Summk [Missoui x| |es039
Phone, Fan | 7864712978 |

* Enter Username  [HH0WARD o
* Enter Passwerd | sensaes o9

* Confirm Password [ T

Figure 3.6 User Information page

Table 3.2 Fields available on User Information page

Field Label Description
First Name * Enter your first name.
Middle Initial Enter your middle initial, if applicable.
Last Name * Enter your last name.
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Field Label

Description

Organization

Enter the name of your organization.

Title Enter your job title.
Email Enter your primary e-mail address.
Role* Select your position within the organization from the dropdown menu.

Same as facility checkbox

Indicate whether your mailing address is the same as that of the facility you entered
on the previous screen. If so, the address fields below this checkbox will
automatically populate with the stored information.

Street Address If your mailing address is different than that of the facility, enter your street address.
City Enter your city.

State Select your state from the dropdown menu.

Zip Enter your ZIP Code.

Phone Enter your phone number.

Fax Enter your fax number.

Enter Username *

Enter a username. This is the name you will use the next time you log into CUPSS.
DON’T FORGET THIS USERNAME!

Enter Password *

Enter a password. This is the password you will use the next time you log into
CUPSS. DON'T FORGET THIS PASSWORD!

Confirm Password *

Reenter the password to confirm.

* Indicates a required field.

When you have completed the form, click “Continue” to move to the next page.

3.4 Operation and Maintenance

The next step is to set up a preliminary set of operation and maintenance
(O&M) tasks for the utility. This section of the Getting Started module is
spread out over four pages. These tasks are important for successful
maintenance and management of your utility. The default tasks identified in
CUPSS are recommended to help you reach your Level of Service goals

Benefits to My Utility
CUPSS can help you save time by
setting up default tasks and
helping you establish an operation
and maintenance plan.

(explained in Section 9.3.2). Tasks are presented based on frequency of

occurrence. On the first page, you are presented with a list of standard maintenance tasks common to many
utilities that typically occur on a daily basis. The next three pages show weekly, monthly and annual tasks. If
you are currently not performing these tasks you may consider reviewing and incorporating them into your
operation and maintenance strategy.

For all four pages, use the checkboxes next to the task name to select which tasks to add to your O&M schedule
and use the fields to the right of each listed task to establish the frequency with which these tasks occur.

All tasks selected and scheduled in the Getting Started module are added to the CUPSS calendar. You will be
able to modify, delete, and add tasks from within My O&M once you complete the initial setup process,
however you will not be able to access these exact screens after completing the process.

The tasks presented in CUPSS come from EPA’s Preventive Maintenance Card File for Small Public Water

Systems Using Ground Water. This publication is available on the “Resources” page of the CUPSS Web site at
http://www.epa.gov/cupss.

3.4.1 Daily Tasks
The first page of the O&M section shows tasks that typically occur daily (Figure 3.7).
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The standard list of daily tasks includes
o Check water meter readings and record water production.
o Check chemical solution tanks and record amounts used.
0 Check and record water levels in storage tanks.
o Inspect chemical feed pumps.
0 Check and record chlorine residual at the point of application.
0 Check and record chlorine residual in the distribution system.
o Inspect booster pump stations.
o Check and record fluoride concentration in the distribution system.
o Record well pump running times and pump cycle starts.
o Check instrumentation for proper signal input/output.

o Investigate customer complaints. Use special “Telephone Threat” card to record threats or suspicious
activity.

o Complete a daily security check.
o Inspect heater operation during winter months.

o Inspect well pumps, motors, and controls.

—

ouF#$  Check Up Program for Small Systems

00—

The third step in setting up CLIFSS is For yvouw bo réview basic preventive maintenance basks recommended by LIS EPA, You can select or desslect all
iterns and change the frequancy of the tasks.

Select All Tasks | Deselect All Tasks

he following routine maintenance tasks are set to ocour daily

[# Check water meter readings and record Change tasks recarrence frequency to: |Select Frequency =

walas produciion. Weekly recurrence every I_ Week(z) on |[Sslect Day v
Monthly recarrence on |5$.;L1,'.'¢nk _:I IM Cay j svery manth
Anoual recurrence the [Select ek w| [SelectDay x| o [Selectonth  +
[ Chedk chenical selulion tanks and Change tashs rocurrance frequency to: - 5&.';1.:t Frequency = . .

recerd amounts uged.
Waekly recurrence svery [— Weal(s) on  |Seloct Day =

Monthly recurrence on |5ﬁ;;gw=¢t :I IMDE" j every month
Annual Fecurrence the |5d,_-,tt1,'.'|_-,glg :I ISL‘-HDHY ﬂ of |5ﬂﬂfch ﬂ

W Chedk and record water lavels in Changs tasks recarrence frequency bo: |Selact Frequency =
storage tanks.
Weekly recurrence every Week(s) on | Selact Day -

Figure 3.7 Operations and Maintenance Daily Tasks page
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By default, all tasks are selected when the Daily Tasks page is first opened. If there are tasks you do not
perform at your utility, deselect the tasks (click the checkbox next to each task you do not wish to include in
your calendar, and the check mark will disappear).

If you perform some of the tasks on the Daily Tasks page on a weekly, monthly, or annual basis, use the fields
to the right of the task to change the frequency of occurrence. (There is no need to change anything if the task
is performed daily.) Table 3.3 explains how to use these fields.

Table 3.3 Fields available on the O&M pages

Field Label

Description

Daily Task checkbox

Use the checkbox to add this task to your operation and maintenance calendar.

Task Frequency (“Change tasks
recurrence frequency to:”)

If you do not want this task to occur daily, use the dropdown menu to select how
often this task should occur. Your selection will control which of the remaining
fields are available. If you select monthly, for example, only the fields related to
monthly tasks are made available.

Weekly recurrence every
Week(s) on

Indicate how many weeks should elapse between scheduled recurrences.

Use the dropdown menu to indicate on which day of the week the task should be
performed.

Monthly recurrence on

Use the dropdown menu to select the week within the month in which the task will
be scheduled. Then use the second dropdown menu to indicate on which day of
that week the task should be performed.

Annual recurrence the

Use the first dropdown menu to indicate the week within the month in which the
task will be scheduled. Use the second dropdown menu to indicate on which day
of that week the task should be performed. Finally, use the third dropdown menu
to indicate the month in which the task should be performed.

When you have finished entering data, click “Continue” at the bottom of the page to proceed to the next page.

3.4.2 Weekly Tasks

The next page of the O&M section lists tasks commonly performed on a weekly basis (Figure 3.8).
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[Getting Started: Utility Dperation and Maintenance Default Weekly TasksJ

&6 o

The third step in setking up CUPSS is For wou ko review basic preventive maintenance tasks recommended by US EPA. You can select or deselect all
items and change the frequency of the tasks.

select All Tasks | Deselect All Tasks

Weekly Tasks Scheduled Day for Maintenance
he following routine maintenance tasks are set to occur weekly

[# Inspact chlorine and Auoride tasting Change the default day For weekly recurrence avery IMDnday vl or

equipment.
Change this task's recurrence frequency to: |53|ect Frequency vl
Monthly recurrence on ISelect Week ;I ISe|ect Dy j every month
Annual recurrence the ISeIect Week j ISeIect Day j off ISeIect Manth j
[¥ Clean pump house and grounds. Make Change the default day for weekly recurrence every IMgnday vl or

sure fire hydrants are accessible,
Change this task's recurrence frequency to: ISelect Frequency vl

Monthly recurrence on ISElECt Week LI ISeIect Day j every month

Annual recurrence the ISeIect Week j ISeIect Day j of ISeIect Manith j

[¥ Record pumping rate for each well or Change the default day for weekly recurrence every IMgnday vl or

source water pump.

Figure 3.8 Operations and Maintenance Weekly Tasks page

The standard list of weekly tasks includes:
0 Inspect chlorine and fluoride testing equipment.
o Clean pump house and grounds. Make sure fire hydrants are accessible.
o Record pumping rate for each well or source water pump.
o Conduct weekly security check.

By default, all tasks are selected when the Weekly Tasks page is first opened. If there are tasks you do not
perform at your utility, deselect the tasks (click the checkbox next to each task you do not wish to include to
remove the check mark).

If you perform some of the tasks on the Weekly Tasks page on a daily, monthly, or annual basis, use the field
to the right of the task to change the frequency of occurrence (there is no need to change anything if the task is
performed weekly). Table 3.3 (above) explains how to use these fields.

When you have finished entering data, click “Continue” at the bottom of the page to proceed to the next page.

3.4.3 Monthly Tasks

The next page of the O&M section lists tasks commonly performed on a monthly basis (Figure 3.9).
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[Gettlng Started: Utility Operation and Maintenance Default Monthly Tasks

@@@MW

The third step in setting up CUPSS is for you to review basic preventive mainkenance tasks recommended by US EPA. You can select or deselect all
items and change the frequency of the tasks,

Select All Tasks | Deselect All Tasks

Monthly Tasks Scheduled Day for Maintenance
he following routine maintenance tasks are set to occur monthly

[¥ Read electric meter at pump house and Change the default monthly recurrence to IFirst - lweek of every month OHIMDnday vl or

record.
Change this task's recurrence frequency bo: |53|ect Frequency vl
Weekly recurrence every I Week(s) on ISB|BCt Day vl

Annual recurrence the ISeIect Week j ISeIect Day j of ISeIect Manth j

[¥ Take appropriate monthly water quality Change the default monthly recurrence to IFirst - lweek of every month lmIMonday vl or

samples.
Change this task's recurrence frequency to: ISeIect Frequency vl
Weekly recurrence every I Week(s]) on |53|ect Day vl
Annual recurrence the ISe|ect Week j ISeIect Day j of ISeleCt Manth j
[¥ Check and record static and pumping Change the default monthly recurrence to IFirst - lweek of every month OHIMDnday vl or

levels of each well.

Channe thic back's vermersnce frannence bnr | Calark Framiiares -

Figure 3.9 Operations and Maintenance Monthly Tasks page

The standard list of monthly tasks includes
o Read electric meter at pump house and record.
o Take appropriate monthly water quality samples.
0o Check and record static and pumping levels of each well.
0 Read all customer meters and compare against total water produced for the month.
o Inspect well heads.
o Lubricate locks.
o Check on-site readings against lab results.
o Confirm submittal of monthly reports.

By default, all tasks are selected when the Monthly Tasks page is first opened. If there are tasks you do not
perform at your utility, deselect the tasks (click the checkbox next to each task you do not wish to include to
remove the check mark).

If you perform some of the tasks on the Monthly Tasks page on a daily, weekly, or annual basis, use the fields
to the right of the task to change the frequency of occurrence (there is no need to change anything if the task is
performed monthly). Table 3.3 (above) explains how to use these fields.

When you have finished entering data, click “Continue” at the bottom of the page to proceed to the next page.

3.4.4 Annual Tasks

The next page of the O&M section lists tasks commonly performed on an annual basis (Figure 3.10).
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J
e o ——

The third step in setting up CUPSS is For wou ko review basic preventive maintenance tasks recommended by US EPA. You can select or deselect all
items and change the frequency of the tasks,

Seleck All Tasks | Deselect All Tasks

Annual Tasks Scheduled Day for Maintenance
he following routine maintenance tasks are set to occur annually

[w Overhaul chemical feed pumps (O rings, Change the default annual recurrence the IFirst j|Monday j of Ijlanuan.I j or
check valves, and diaphragms).
Change this task's recurrence frequency to: |53|ect Frequency vl

Weelly recurrence every I Weel(s) on ISeIect Day vl

Monthly recurrence on ISeIectWeek ﬂ ISeIectDay ﬂ every month

[v Inspect and clean chemical feed lines Change the default annual recurrence the IFirst j|Monday j of IjlanuaryI j or

and solution tanks.
Change this task's recurrence frequency to: |53|ect Frequency vl
Weekly recurrence every I Week(s) on ISeIect Day vl

Monthly recurrence on ISeIect Week ﬂ |53|ect Day ﬂ every month

¥ Calibrate chemical feed pumps after Change the default annual recurrence the IFirst j||\-10nday j of IJanuary j or

overhaul.
Change this task's recurrence frequency to: |Se|ect Frequency vl

Figure 3.10 Operations and Maintenance Annual Tasks page

The standard list of annual tasks includes (default recurrence frequency shown in parentheses):
o Overhaul chemical feed pumps (O-rings, check valves, and diaphragms). (first Monday in January)
o Inspect and clean chemical feed lines and solution tanks. (first Monday in January)
o Calibrate chemical feed pumps after overhaul. (first Monday in January)

o Begin Safety Equipment Repair Log. Maintain log continuously throughout the year. (first Monday in
January)

o Operate all valves inside the treatment plant and pump house. Maintain log continuously throughout
the year. (first Monday in January)

o Review emergency response plans. (first Monday in January)

o Inspect chemical safety equipment and repair or replace as needed. (first Monday in February)

O Operate all valves inside the treatment plant and pump house. (first Monday in February)

o Inspect, clean, and repair control panels in pump house and treatment plant. (first Monday in March)
o Exercise half of all mainline valves. (first Monday in March)

o Inspect and clean chemical feed lines and solution tanks. (first Monday in April)

o Calibrate chemical feed pumps. (first Monday in April)

o Inspect storage tanks for defects and sanitary deficiencies. (first Monday in May)

o Clean storage tanks if necessary. (first Monday in May)

o Flush the distribution system and exercise/check all fire hydrant valves. (first Monday in June)

o Perform preventive maintenance on treatment plant and pump house buildings. (first Monday in June)
o Inspect and clean chemical feed lines and solution tanks. (first Monday in July)

o Calibrate chemical feed pumps. (first Monday in July)
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o Prepare a demand forecast. Identify and evaluate energy conservation measures (for your utility).
Identify and evaluate distribution system leaks. Establish/update water loss mitigation program.
Establish/update customer incentive program for water-efficient home devices. (first Monday in July)

o Operate all valves inside the treatment plant and pump house. (first Monday in August)
0 Exercise mainline valves that were not exercised in March. (first Monday in September)

o Prepare system for winter operation. This task may be postponed until October or November,
depending on local conditions. (first Monday in September)

O Make sure unnecessary equipment is properly decommissioned. (first Monday in September)
o Inspect and clean chemical feed lines and solution tanks. (first Monday in October)
0 Calibrate chemical feed pumps. (first Monday in October)

o Prepare system for winter operation if not completed in September or October. (first Monday in
November)

o Contact an electrician to check running amps on well pumps. (first Monday in December)

By default, all tasks are selected when the Annual Tasks page is first opened. If there are tasks you do not
perform at your utility, deselect the tasks (click the checkbox next to each task you do not wish to include to
remove the check mark).

If you perform some of the tasks on the Annual Tasks page on a daily, weekly, or monthly basis, use the fields
to the right of the task to change the frequency of occurrence (there is no need to change anything if the task is
performed annually). Table 3.3 (above) explains how to use these fields.

When you have finished entering data, click “Continue” at the bottom of the page to proceed to the next page.

3.5 Assemble Your Team

Next, it is time to enter information about the people associated with this Benefits to My Utility
project—your team members. Your team is a critical component of your day- || CUPSS can help you save your
to-day operations. It is important to coordinate with them as you work team member contacts in one
through the CUPSS application and implement your asset management plan. || easy to find place. These team
The team section can be revisited as you work through CUPSS. members will later help you

) . ) prepare and implement your My
Y our team might include the following people: CUPSS Asset Management Plan.

*  Water system operators and engineers (including upper management)

* Local and elected officials (e.g., mayor, council, town manager)

*  Accounting staff

* Information technology staff

e Treasurer

*  Other infrastructure managers and staff from other utilities (e.g., roads, sewers, and electric)
* Representatives from conservation and environmental groups

* Representatives from neighboring water districts

*  Members of the community

* Anyone else you work with in your day-to-day operations

To help in successfully implementing your asset management plan, your team should be supported by political
leaders who have the authority and willingness to commit public resources and personnel to your utility.
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Moreover, the team should be composed of key decision makers who represent the departments involved with
asset management. For more information on how to build a successful asset management team, see the EPA
publication Building an Asset Management Team (December 2007, EPA 816-F-07-013).

CUPSS includes information about all the team members in your CUPSS Management Plan. (See Chapter 9 to
learn more about the CUPSS Asset Management Plan.)

3.5.1 Add Team Members

Use the fields on the Team page to enter information about each team member (Figure 3.11). Table 3.4
provides additional information about the fields available on the Team page.

ouFs$  Check Up Program for Small Systems

 —

[ Getting Started : Assemble Your Team (Optionai) |

.

The Fourth and final step in setting up CUPSS for your utilty is bo assemble your beam, This is an optional, but highly recommended, step where you can
indicate arry contacts that may help you in assembling your information For CUPSS such 25 toven staff, your utiity staff or other stakeholders involved in
the development of your asset management plan. They may or may not be actual CUPSS users, T

(*) Indicstes required fields

! Select Existing User | Select CLPSS Liser -
Or Enter Mew User information
* Mame [Dm I |D-aughﬁtw,' F curss user &
Organization |Mssouri Department of Matural Reso  Title [atater Specialict
Email | Missouri@dne . mo.gov *Role |Srate Contact |
[ Same as Utilty

Street Address | 7545 5 Main 5t

City, State, Zip | 3. Louis [ Messouri =| [emzs
Phone, Fax  |567-342-4800  [713-523-5875

Enter Usermame | DOALGHERTY

(7
7

Enter Password I TIITIT]

Confirm Pazsword I T Y]

Figure 3.11 Team page

Additional team members can be added later within the CUPSS application using the Create User feature.
(See Section 4.3.1.3 for more information on adding additional team members.)

Team members can be set up as CUPSS users or as nonusers. Team members established as CUPSS users are
given a username and password to access the application for the purposes of adding and editing project
information. When you first set up a team member as a CUPSS user, you can give the team member a
preliminary username and password. Then give this information to the team member so he or she can log into
CUPSS. All users can change their user information at any time through the Set Up feature. (See Section
4.3.1.1 for more information about the Set Up feature.)

Table 3.4 Fields available on the Team page

Field Label Description
First Name * Enter the first name of the person you are adding to the team.
Middle Initial Enter the middle initial of the person you are adding to the team,
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if applicable.

Last Name *

Enter the last name of the person you are adding to the team.

CUPSS User checkbox

Indicate whether this team member is also a CUPSS user. Team
members designated as CUPSS users are given access to the
project when they log in to their own user accounts. They also
have the ability to add and edit information within CUPSS.

Organization

Enter the organization this team member belongs to.

Title Enter the job title of the team member. This title may relate to a
job within your utility or within another organization.

E-mail Enter the primary e-mail address of the team member. This
address is used only within CUPSS and will not be included in
the Asset Management Plan.

Role * Select the role the team member plays from the dropdown menu.

Same as facility checkbox

Indicate whether the address for this team member is the same
as the address entered for the facility.

Street Address If the mailing address is different than that of the facility, enter the
street address for the team member.

City Enter the name of the city.

State Select a state from the dropdown menu.

Zip Enter the ZIP Code.

Phone Enter a phone number for the team member.

Fax Enter a fax number for the team member.

Enter Username (required only if the CUPPS User
checkbox is checked)

Enter a username for the team member (for CUPSS users only).
Give this username to the team member so he or she can access
CUPSS.

Enter Password (required only if the CUPPS User
checkbox is checked)

Enter a password for the team member (for CUPSS users only).
Give this password to the team member so he or she can access
CUPSS.

Confirm Password (only required if the CUPPS User
checkbox is checked)

Reenter the password to confirm it.

* Indicates a required field.

Click “Add Another Team Member” to save the record and clear the data entry form. The names of the people
you already entered are displayed in a table below the data entry fields (Figure 3.12).

Team members

Name / Tite

John Hoagland [ Ad...
Fobert Dunlesy [ E...
Sam Bowman | SEE

Steve Whatt [ Engi...

Missouri Rural Wat ...
USEPA

LISEPA sami@epa, goy

Ruralwater@morur...
robert@epa. gov

Missouri Departmen... MissouriMaturalide. .

CUPSS User
B5

15 Wesk Wilson 5t .. Technical Assistanc... %

901 M Sth Street k... EPA Contact Yes
a01 M Sth Street k... EPA Contact Yes
PO Box 176 Jeffers... State Contact Yes

Figure 3.12 Table showing existing team members

It is possible to resize the column widths to view additional information in the row. Hold the cursor over the
line between two columns until it changes to look like this: *[* . Click and drag the line back and forth to

resize the column width. The columns on all tables in CUPSS can be resized in this way.

To sort the data in the table, click on the column heading by which you wish to sort data. Click once to sort the
data in ascending order. Click a second time to sort the data in descending order. A small arrow appears next
to the column name to show whether the data are sorted in ascending (up arrow) or descending (down arrow)
order.
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3.5.2 Edit and Delete Team Member Information

Using the right mouse button to click the name of a team member in the table (“right-clicking”) offers you two
more options: editing and deleting records. Select “Edit Row” to repopulate the form fields with the previously
entered data for the selected team member. Select “Remove Row” to delete the team member from the list
(Figure 3.13).

Mame / Title Drgamzatlun Emall Address Role CUPSS User u

Alden McDonald | ... HI T Bl Head Cperator
Dan Daugherky | ... Mlss-:uurl Departmen . Missouriddnr, E:;a Edit Row . ... Skate Conkact

Dennis Siders [ Req... Midwest Assiskance. .. midwest@mapE iliarn... Technical Assistanc...
5

Ju:uhn Hoagland [ &d... Missouri Rural YWat...  rurabwater@ .. Technical Assistanc...

Figure 3.13 Right-clicking on the name of a team member to edit or delete the record.

When you have finished entering data on the Team page, click “Continue” to move to the next page.

3.6 Review

The Review page is the last page in the Getting Started module (Figure 3.14). Here, you can see all the
information you have entered for your utility, for yourself (or the person you entered as the primary user for
the utility), and for each team member. This page does not show the information entered on the O&M pages.
You can view and edit maintenance tasks in the My O&M module after exiting the Getting Started module.
(See Section 5.8 for more information.)

If you are satisfied with the information shown on the Review page, click the “Save and Continue” button at
the bottom of the page to proceed.

Take Note! Once you click the “Save and Continue” button, you will no longer be prompted to go
through the Getting Started module when you start CUPSS. Clicking “Save and
Continue” permanently establishes the primary user (the person in charge of managing
the accounts of other team members). If you are not sure whether you have entered the

correct primary user, you can close CUPSS by clicking the button at the upper right
corner of the application. This will prevent the database from saving the information you
entered on the Getting Started pages and will allow you to access the Getting Started
module the next time you open CUPSS. If you close CUPSS in this way, you will need to
reenter all of your information because your data are not saved until you exit the Getting
Started module.

To make changes to the data you entered in the Getting Started module, click “Back and Edit.” This will take
you back to the Utility page (Section 3.2 above). You can view and edit the information you entered during the
setup process as many times as needed before exiting the Getting Started module.
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Figure 3.14 Review page

Once you click the “Save and Continue” button, you will be prompted to choose a directory to save the file to
(Figure 3.15).

©uP8$ Check Up Program for Small Systems

=

Your Information ;I
Name : Michael “wilkon

Title :

Organization =]

Role: Ope Please select a directory to save the password File,

Email : &

Address : 457

Phone / Fau: m

Usernanve : Michael

Password : Wilkon

Team Information
Name / Title Organization Email Address

Sarah Parker ‘Wheskin \Water Sarah.parker@\Westin.com 45 Main Strest Pittsburgh... Head Cperator
Doug Bradbury Allegheny County Doug@allegheny com 45 Main Street Pittsburgh... Local OFfFicial
Walerie Jarrett Westin Wastewater Val@wastewater.com 763 Wilson St Aspirwal OperatorFacility Staff

Bach and Edit Save and Continue

L]
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Figure 3.15 Selecting a directory to save your password

Select a file in the “Browse For Folder” popup and click “OK” (Figure 3.16). If you forget your username and
password, it will be stored in this directory.

@' Desklop -
= B My Documents
|5 aIMLogger
5 cowing
[ Carel User Files
i
[ jre
I ik
My Daka Sources

2 my i =l

Make Mew Folder | K I Zancel |

2

Figure 3.16 Choosing a directory to store your password

After completing the setup process, you are directed to the CUPSS home page. From the home page, you can
access the CUPSS modules, which are described in the subsequent chapters.

Congratulations on setting up your first project!

You are well on your way to establishing an asset management program. Don’t forget
to register your CUPSS program at http://www.epa.gov/cupss!
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4 Login and Navigation

4.1 Login

Once you have gone through the setup process, the next time you log into CUPSS you will be asked for login
information (Figure 4.1). If you are the one who set up CUPSS initially (by working through the Getting
Started module), this information is the username and password you entered on the User Information page
(see Figure 3.6 above). If you are not the one who set up CUPSS, the person who established you as a CUPSS
user can provide you with the username and password set up for you. Username and password information can
be changed at any time from within the CUPSS application. (See Section 4.5 for more information on
modifying user information.)

OouP$S  Check Up Program for Small Systems
e —

Welcome CUPSS Users

User name: I
Password: I

Forgot Password

Please register your copy of CUPSS to receive critical patches and updated information on training

1D Srgy,

4 ey
(9
5 - &
g I £
%, &

b7

44 proit™

CUPSS is brought to you by the US Environmental Protection Agenc

Figure 4.1 CUPSS login page

Enter your username and password information in the available fields, and click “Login” to login.

If you don’t remember your username and password, don’t worry. The information has been stored in the
directory you selected in Section 3.6. You will be prompted by a popup to check the directory (Figure 4.2). In
the directory you selected during set up you’ll find a text document with your username and password.
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ouP$S  Check Up Program for Small Systems

—

Welcome CUPSS Users
I CuPSS x|
' Please refer to the password file that had been saved during setup.
.
Forgot Passwr%d
R
7@
i
%,;M &
g ppoe
CUPSS is brought to you by the

Figure 4.2 Password prompt

4.1.1 Select Utility

Once you have successfully logged in, you are prompted to select the utility you wish to work on (Figure 4.3).

 welcome Helen, Select the CUPSS Uitility that you would like to work on. |

Sedact the utility you would ke bo work on, IF you have one utility & should already be selecbed and you can just chick on the [Load Utiity] button bo get
starbed using CLPSS.

Subdivision = D =

Eea "
Add Anotber Uity

Figure 4.3 Select Utility

Use the dropdown menu to select the utility you wish to work with. Click “Load Utility” to work with the
information for the selected utility. Only one utility can be selected at a time. This will take you to the
CUPSS home page (Figure 4.4).

If the utility you wish to work on has not yet been entered into CUPSS, click “Add Another Utility” to go
through a setup process to add information for another utility. (See Section 4.5 for more information about
adding a utility.)
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cuPss Check Up program for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit

—
- Y - L 3
My | v ! sys) My F S b My
‘ﬁ Home y Q Finances r /" Check up == CUPSS Plan
LWEIcnme Back Helen, Beauty Yiew Acres Subdivision - DWJ My Calendar
YWhat would you like to do today? @ April 2003 e
i | Sur | IMon | Tue | Wed | Thu | Fri Sak
Il Task Notification x|
Do Some Training Right Click on Item to Edit
Task Name Task Due Date Task Status ! 18 19
Check and record chlorine v, 4/15/2003 TODAY'S TASK 25 26
Check and record water lew...  4/15/2003 TODAY'S TASK = 3
Create or Update M Check instrumentation For p... 4/15/2003 TODAY'S TRIK
Lreate or Update My ; .
Check water meter reading...  4/15/2008 TODAY'S TASK 2 10
Carnplete a daily security ch... 4/15/2008 TODAY'S TASK
Inspect heater operation d... 4152003 TODAY'S TATK
Inspect well pumps, mokors.. 4152003 TODAY'S TATK
; Inwvestigate customer compl... 4/15/2003 TODAY'S TASK
Create or Update My Check and record chlorine v, 4/14/2003 PAST DLE TASK _
. Check and record water lew...  4/14/2003 PAST DUE TASK
Check instrumentation For p... 4/14/2003 PAST DUE TASK - ]
Print My Check Up Ry | 0
[Number of High Risk Assets || z|

Figure 4.4 My Home page with Task Notification popup window

When the CUPSS My Home page first opens, you might see the Task Notification popup window (Figure 4.4).
The Task Notification popup window shows all tasks that are currently due or past due. See Section 4.4.2 for
more information about popup windows in CUPSS.

The CUPSS My Home page acts as a jumping-off point to all the CUPSS modules. It also provides some quick
information about the status of your scheduled tasks and assets.

4.2 Navigating CUPSS

The My Home page is a good place to explore the standard navigation features of CUPSS. The CUPSS
application window is divided into several sections:

* The navigation area, which includes the administration menu and the CUPSS module buttons

* The activity window, which is where you will view, edit, and manipulate data

4.3 Navigation Area

The navigation area (Figure 4.5) is available from almost any module. It allows you to jump between modules
and change the settings for the utility.

CcuPs$s Check Up Program for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit

e —

h i iy ) e
s T | y 4 5:55 My Ay yy 0wy
‘ﬁ Homae % © Invento y ¥ Finances "_/ Check up #=={" CUPSS Plan

Figure 4.5 CUPSS Navigation Area
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4.3.1 Administration menu

The administration menu (in the upper right of the navigation area) helps you manage your CUPSS account
and project information (Figure 4.6). The options available in the administration menu include

* Set-up

e Switch Utility
e Create User

* Help

* Training

e Exit

Set-up | Switch LHility | Create User | Help | Training | Exit

Figure 4.6 Administration menu

4.3.1.1 Set-up

The “Set-up” menu option launches the Sez-up module, where you can edit the information about the current
project (Utility Info), information about the primary user (User Info), and information about the project team
members (Team). This module is very similar to the module that allows you to add another utility from the
Select Utility page (see Figure 4.3 above). Section 4.5 describes the steps required to change information for
your utility using the Set-up module.

4.3.1.2  Switch Utility

Use the “Switch Utility” option to change the active project. Here, you are presented with the same page you
see when first logging into CUPSS (see Figure 4.3 above). Select a project from the dropdown menu. Click the
“Load Utility” button to load data for the selected project, or click “Add Another Utility” to enter data for a
new project. See Section 4.6 for more information on adding another project to CUPSS.

4.3.1.3 Create User

Click on the “Create User” link to add another member of your project team. This link takes you directly to the
Team page within the Ser-up module. Section 3.5 describes how to work with the Team page. The only
difference between the Create User page and the Team page is that you have the option to exit the Create User
page instead of continuing through the rest of the setup process. Click “Exit” to return to the My Home page.

4.3.1.4 Help

The “Help” link takes you to the CUPSS Help module. This module allows you to search for information on
specific help topics using a dynamic help interface. More information on the CUPSS Help module is available
in Chapter 10.

4.3.1.5 Training

For help with the form fields, click the “Training” link at the top of the My Inventory module to view Flash
Tutorials that provide a brief walk-through of this section (Figure 4.7). You may be asked to download a
Flash plug-in if these tutorials do not play.
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Il Do Training |

Training Options

1. Flash Tutorials - Click on a tutorial below bo see a brief walk-through on how to use
CUPSS. fhiofe - these fuforals mell open pow bromser, o may be asted fo domnbad 3
Fash plg-in i f1asa fufosals oo naf plag.d

D=

Introduction = Overview® ~—  MylInventory My O&M
My Finances My Checkup My CUPSSPlan

2. User's Guide

3. More Training on the Web

G0 ko epa.goy/‘cupss for additional training materials and a lisk of kraining dates
in your area,

Figure 4.7 Do Some Training popup

4.3.1.6 Exit
Use “Exit” to leave CUPSS.
Take Note! This is the preferred method for exiting the application, and it ensures that all data are

saved correctly. Avoid using the close window button (the one with the small “X”) at the
upper right corner of the application window.

4.3.2 CUPSS Module Buttons

As discussed in the introduction (Chapter 1), CUPSS is divided into modules, or areas of functionality. The
CUPSS module buttons allow you to navigate to the various data entry and reporting modules that help you
manage the assets, tasks, and finances of your utility (Figure 4.8).

ﬂ% My ‘j/ My \ 3o 2
Q- Finances P Check up = CUPSS Plan

Figure 4.8 CUPSS module buttons

4.3.2.1 My Home

The My Home module provides quick access to specific tasks within the other modules. It also has a calendar
showing past due and scheduled tasks and a status window that gives a snapshot of task and asset status. This
page is described in further detail in Section 4.4.

4.3.2.2 My Inventory

The My Inventory module allows you to identify and characterize your water system’s assets. You can add and
edit information for each asset to prioritize maintenance activities and better manage revenue for repairing and
replacing assets. The My Inventory module is described in greater detail in Chapter 5.
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4.3.2.3 My O&M

The My O&M module allows you to create and track current, future, and past operation and maintenance
activities as scheduled and logged tasks. You can add tasks to the schedule and mark scheduled items as
“completed,” thus moving them to the log, and incorporate all routine tasks and logging activities from the
“Preventive Maintenance Card File for Small Public Water Systems Using Ground Water” and standard
drinking water or wastewater task list. This module records the status and history of each task. It displays an
alert if the task status is past due or critically past due, or if you should reassess the condition of an asset
because maintenance was not performed as scheduled. The My O&M module is described in greater detail in
Chapter 5.8.

4.3.2.4 My Finances

The My Finances module helps you determine the full costs of doing business and helps calculate the
resources needed. This knowledge gives you the ability to discuss your needs within the context of a
community budget. You’ll be able to provide the current year’s budget (at a minimum), report what was
actually spent (financial statement) from the previous year, and calculate the annual costs of asset
rehabilitation and replacement. The My Finances module is described in greater detail in Chapter 7.

4.3.2.5 My Check up

CUPSS generates two customizable reports: “My Asset Check Up Report” and “My Financial Check Up
Report.” You can enter information to create targeted reports that will help to manage assets and plan for the
future. The My Check up module is described in greater detail in Chapter 8.

4.3.2.6 My CUPSS Plan

The My CUPSS module assembles, using a predefined template, an asset management plan that has been pre-
populated with the information and calculations you entered. CUPSS allows you to export the developed plan
for modification and review. The My CUPSS Plan module is described in greater detail in Chapter 9.

4.4 Activity Window

The activity window is divided into three smaller windows (Figure 4.9). The main window provides quick
links to some of the CUPSS functions. Click the “Create or Update My Inventory” link, for example, to go
directly to the inventory page instead of navigating through the My Inventory module. These links are
provided to give you fast access to common tasks.

[Welcome Back Helen, Beauty Yiew Acres Subdivision - DW] My Calendar
What would you like to do today? April LE ®
Do Some Training Enter a New Task or York Order
20 21 22 23 24 25 26
27 28 29 30 1 2 3
Create or Update My Schematic Search Asset and Maintenance 4 B 5 B 5 a 10
My Messages and Alerts
Create or Update My Inventory Enter My Finances I Popup Messages Are On. Click To Turn OFF. |
|“ inder - Today's Tasks | | B.l
|Tasks Currently Past Due | | 1_5__[1'
Print My Check Up Reports = Work on My CUPSS Plan [Assets Needing update I o]
. |Number of High Risk Assets | | 2|

Figure 4.9 The CUPSS My Home activity window
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4.4.1 My Calendar

The “My Calendar” window gives a snapshot of upcoming and overdue tasks for a particular month (Figure
4.10). The current day is shown in blue; days with overdue tasks are shown in red; and days with upcoming
scheduled tasks are shown in yellow. Be sure to re-visit your overdue tasks and update the information.

Use the arrow buttons to the left and right of the date to move forward and backward one month at a time. To
jump farther in time, click on the date or year to navigate to a different month/year combination. To change
the calendar to show August 2006, for example, click on the month to open the “select month” dropdown
menu. Select “August” from the list to refresh the calendar to show the month of August for the current year.
Next, click on the year and use the down arrow until you reach 2006. Hit the ENTER key or click outside the
year field to refresh the calendar to change the year.

To view the activities scheduled for a given day, simply double-click on that day to open the My O&M
module. In the module you can view, edit, and add tasks and work orders. See Chapter 6 for more information
on the My O&M module.

My Calendar

april 2008 >

20 21 22 23 24 25 28
27 28 29 30 1 2 3
4 =} f 7 & El 10

Figure 4.10 My Calendar window

4.4.2 My Messages and Alerts

Use the “My Messages and Alerts” window to control whether popup alerts are used and to see what assets
and tasks require your attention (Figure 4.11).

[My Messages and AlertsJ

|Reminder - Today's Tasks | | B_|
|Tasks Currently Past Due | | 1.5.!1|
|Assels Needing Update | | !1|
|Number of High Risk Assets | | 2|

Figure 4.11 My Messages and Alerts window

4.4.2.1 Popup Messages

If you have popup messages turned on, you may see a popup window over Benefits to My Utility

the My Home page when you first log in (Figure 4.4). (“On” is the default CUPSS reminders help you track
setting.) This message box shows overdue tasks and a reminder of the current | and monitor tasks and high risk
tasks for the day. To turn popup messages off, click the green box in the “My || assets needing close monitoring in
Messages and Alerts” window that reads “Popup Messages are On, Click To || On€ easy to use ool, saving you

Tum OfF” (Figure 4.11). me Sobe sur o eep you

The message in the box will turn red and change to read “Popup Messages
Are Off. Click to Turn On.” (Figure 4.12).
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[Mv Messages and AIertsJ

|Reminder - Today's Tasks | | B_l
|Tasks Currently Past Due | | l_ﬁ-_lll
|Assets Needing Update | | D_l
|Number of High Risk Assets | | 2|

Figure 4.12 My Messages and Alerts window showing that popup messages are deactivated

4.4.2.2 Status Table
The status table gives a picture of the current state of your assets and tasks (Figure 4.13).
Today’s Tasks

The number of tasks and work orders scheduled for the current day appears in the first row of the status table.
Click on the number to open a popup window that lists all tasks for the day (Figure 4.13).

Il Today's Tasks x|

Right Click on Item to Edit

ran, R

Check and record chlorine residual at the paoint of application.

Check and record water levels in storage tanks,

Check instrumentation for proper signal inputfoutput, {Chlorine residual and Fluoride)

Check water meter readings and record water production.

Camplete a daily security check.(1.Check all windows, doors, hatches, seals and vents for e
Inspect heater operation during winter months,

Inspect well purnps, motors, and controls,

Investigate customer complaints, Use special '‘Telephone Threat' card ta recard threats or su...

Figure 4.13 Popup window showing tasks for the day

Right-click on any of the tasks in the window and click “Edit Row” to open the corresponding task form in the
My O&M module. In the module, you can view and edit the task details. (See Section 6.1 for more information
on creating and editing tasks.)

Click “Close” to close the popup window and return to the My Home page.
Tasks Currently Past Due

Past due tasks are those with dates earlier than the current date without a specified completion date. Click the
number listed next to the “Tasks Currently Past Due” label to open a popup window that shows all overdue
tasks. The popup window shows the task names and due dates (Figure 4.14).
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Il Past Due Tasks

Right Click on Item to Edit

Task Mame Task Due Date -

Check and record chlorine residual at the po... 4/14/2005 b
Check and record water levels in storage ta.. 4142005
Check instrumentation For proper signal inp...  4/14/2003
Check water meter readings and record wat... 4/14/2003
Clean pump hu:uuse aru:l gru:uunds Make sure ... 4/14/2005

T i _i4l14/z2005
. 4 14/2008

. 4/14/2008
Inspect heater operation during wmter mon... 4142005
Inspect well pumps, mokors, and controls, 4114/ 2005
Inwvestigate customer complainks, Use speci...  4/14/2003 -

Figure 4.14 Popup window showing past due tasks

Right-click on any of the tasks in the window and click “Edit Row” to open the corresponding task form in the
My O&M module. In the module, you can view and edit the task details. (See Section 6.1 for more information
on creating and editing tasks.)

Click “Close” to close the popup window and return to the My Home page.
Assets Needing Update

All assets that require updates are included in this window. Click the number listed next to the “Assets
Needing Update” label to open a popup window that shows all of the assets needing update. Assets that need
update are those assets that have associated tasks that are past due. It is important that as tasks are not
completed on time that you update the condition of your asset based on the operation and maintenance tasks.
The assets will require updating until the tasks associated with those assets are completed. This way you are
able to better plan for assets that may fail earlier then expected due to improper maintenance. The popup
window shows the task name and due date (Figure 4.15).

M Assets Needing Update x|

Right Click on Item to Edit

Asset Name

Figure 4.15 Popup window to show tasks requiring update

Right-click on any of the assets in the window and click “Edit Row” to open the corresponding asset in the My
Inventory module. In the module, you can view and edit the asset details. (See Section 6.1 for more
information on creating and editing assets.)

Click “Close” to close the popup window and return to the My Home page.
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High Risk Assets

This number shows all assets that could have a major impact on the functioning of the utility if they fail.
Assets at high risk should be monitored and immediate action taken to address these assets. This may include
plans for repair, rehab or replacement of these assets. This alert will allow you to easily and consistently
monitor and update the asset. Click the number listed next to the “High Risk Assets” label to open a popup
window that shows all high risk assets. The popup window shows the task name and due date (Figure 4.16).

Il High Risk Assets x|

Right Click on Item to Edit

Aszet Name

pump
Well# 1

Figure 4.16 Popup window to show high risk assets.

Right-click on any of the assets in the window and click “Edit Row” to open the corresponding asset in the My
Inventory module. In the module, you can view and edit the asset details. (See Section 6.1 for more
information on creating and editing assets.)

Click “Close” to close the popup window and return to the My Home page.

4.5 Set-up Module

Use the “Set-up” link in the Administration menu to change information for the utility you are currently
working on. The Set-up module allows you to modify information about the utility, your user information, and
information about the project team members (Figure 4.17).

User "
@ Info Team Review

Figure 4.17 Tracking bar for the Set-up module

The Set-up module is very similar to the Getting Started module (see Chapter 3).

4.5.1 Utility Information

The first page of the Set-up module allows you to edit information about the current utility. Figure 4.18 shows
the Utility Information page. See Section 3.2 for more information on how to complete and edit this page.
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CuPs  Check Up Program for Small Systems

=1

Getting Started: Utility InfurmatiDnJ Do Some Training

@ User. o
eam ———Revi
Info T -

The first step in setting up CUPSS is ko enter your basic utility information.

(*) Indicates required fields

* tility Name  [Beaty View Acres Subdivision - D o

#Select Type of Facility { Drinking Water (" Wastewater

+PWSID [Mos03ez19 @  *NPDES Number 2]
 Estimated Number of Connection [33 Q * Flow (mgd) )

*Street Address [PG Box 245

*City,*state, "zip | Grav Summit | [Missouri = [eanas

Phone, Fas [636-451-2625 [

Figure 4.18 Utility Information page

When you have completed the form, click “Continue” to move to the next page. To exit the Set-up module,
click “Exit” at the bottom of the page.

4.5.2 User Information

Next, you will be able to edit information for the current user (Figure 4.19). See Section 3.3 for more
information on how to edit the information on this page.

e b
cuP$s  Check Up Program for Small Systems

N —

[Getting Started: Your ln[urmatiun]

@ @ B

The second step in setting up CUPSS is For you ko fill out your information and create your account for accessing CUPSS,
Enter vour name and contact information; then select 3 username and password to access CUPSS
(*) Indicates required fialds

*Name IHElEI‘I I_ IHDward

Drganization Feauty View Acres Landowners Assn Title ITreasurEfSecretary

Email IEeautywew@gma\l.cum “*Role IBUard Member d 0
™ Same as Uty
Street Address PO Box 779

City, State, Zip | Gray Summit IM\ssnur\ j [e8n3s
Phone, Fax |757-5136000] [
* Enter Username [HHOWARD 2]
* Enter Password |sssesse o

* Confirm Password [eeeenee

N Em

Figure 4.19 Edit user information

When you have completed the form, click “Continue” to move to the next page. To exit the Set-up module,
click “Exit” at the bottom of the page.
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4.5.3 Team Information

On the next page you can add or edit team member information (Figure 4.20). You can select from the list of
existing CUPSS users, as well as enter new team members specific to this project.

CuP$S  Check Up Program for Small Systems
N —

[Getting Started : Assemble Your Team (DptionaI)J

00—

The fourth and final step in setting up CUPSS For wour utility is ko assemble your team. This is an optional, but highly recommended, step where you can
indicate any contacts that may help vou in assembling vour infarmation For CIUPSS such as kown staff, wvour utility staff or other stakeholders invalved in
the development of your asset management plan. They may aor may not be actual CUPSS users. 0

(*) Indicates required Fields
Select Enisting User ISeIBct CUPSS User =
Or Enter New User information
Name iy
o I cpssuser @
Drganization I Title I
Email | *Role ISeIect Role j

I~ Same as Utility
Street Address |

City, State, Zip | ISBIect state j |

Phone, Fan | |

Enter Username I

9
9

Enter Password |

Confirm Password |

Figure 4.20 Enter information for project team members

To enter a new team member, select an existing user from the dropdown menu. Your username will not appear
as an option. Section 3.5 gives more information on how to work with the fields on this form.

Right click on the team member and then click “Edit Row” to update a team member’s record. Click
“Continue” to move to the Review page. Click “Exit” to return to the My Home page.

4.5.4 Review

The Review page is the last page in the Set-up module (Figure 4.21). You can see all the information you have
entered for your utility, yourself, and each team member.
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Figure 4.21 Review your project information

If you are satisfied with the information shown on the Review page, click “Save and Continue” to save your
edits and return to the My Home page.

To make changes, click “Back and Edit” to return to the Utility page. You can view and edit the information
entered during the setup process as many times as needed before exiting the Set-up module. You will not lose
any of the information you’ve already entered by going back to edit information.

Click “Exit” to exit the Set-up module without saving your information.

4.6 Add Another Utility

The Add Utility module allows you to add information for a new utility. You
can add information for a new project and utility using the Select or Switch
Utility page (see Figure 4.3 above). This is the screen that first appears when
you log in to CUPSS. You can also get to this page in CUPSS by clicking the
“Switch Utility” link in the Administration menu at the top of the CUPSS
window. The “Add Another Utility” button on the Select Utility page opens
the Add Utility module.

Benefits to My Utility
CUPSS lets you add as many
utilities as you like. If you manage
a drinking and wastewater utility
you can create a single My
CUPSS Asset Management Plan
for both utilities.
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The Add Utility module allows you to add utility, operation and maintenance, and team information for a new
project and utility (Figure 4.22). You are not prompted to add user information because CUPSS assumes that
the current user should be added to the team for the new utility.

@ O&mM Team Review

Figure 4.22 Tracking bar for the Add Utility module

4.6.1 Utility Information

The first task in the Add Utility module is to add information about the new utility. Figure 4.23 shows the
Project and Utility Information page. Here, you will set up a project and utility for which you will manage an
inventory, operation and maintenance tasks, financial information, and an asset management plan.

CuP$s  Check Up Program for Small Systems
[N

[Getting Started: Ukilicy InformatinnJ Do Some Training

@ o&M Team -Reavil

The First step in setting up CUPSS is to enter your basic utility information. &

[*) Indicates required Fields

* utility Name | @

# Select Type of Fadlity { Drinking Water {~ Wastewater

+ PWSID | 7] #NPDES Number | 9
* Estimated Number of Connection I 0 * Flow (mgd) I 0

*Street Address |

*City,"state, "zip | |Select state =

Phone, Fan | |

Figure 4.23 Utility Information page

See Section 3.2 for more information on how to complete and edit this page.

When you have completed the form, click “Continue” to move to the next page. To exit the Add Utility
module, click “Exit” at the bottom of the page.

4.6.2 O&M Tasks

The next step in the Add Utility module is to set up a preliminary set of operation and maintenance tasks for
the utility. This section of the module is spread out over four pages. Tasks are presented based on frequency of
occurrence. On the first page, you are presented with a list of standard maintenance tasks common to many
utilities that typically occur daily. The next three pages show weekly, monthly and annual tasks.

For all four pages, use the checkboxes next to the task name to select which tasks to add to your O&M
schedule and use the fields to the right of each listed task to establish the frequency with which these tasks
occur.

All tasks selected and scheduled in this module are added to the CUPSS calendar. You will be able to modify,
delete, and add tasks from within CUPSS once you are done with the setup tasks.

See Section 3.4 for more information on how to complete the O&M pages.
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4.6.3 Team Information

On the next page you can add or edit team member information (Figure 4.24). You are able to select from the
list of existing CUPSS users, as well as enter new team members specific to this project.

[Getting started : Assemble Your Team (Dptional)]

o0&

The fourth and final step in setting up CUPSS For ywour utilicy is to assemble your team, This is an optional, but highly recommended, step where you can
indicate any contacts that maw help vou in assenbling your inFormation Far CUPSS such as kown skafF, vour utility staff or other stakeholders involved in
the development of your asset management plan. They maw or may not be actual CUPSS users., 0

(*) Indicates required fields

Select Existing User ISE|ECt CUPSS User j
Or Enter New User information
MName SEr
i I~ cupssussr @
Drganization I Title I
Email I *Role ISeIect Fole j

[~ Same as Lltiliky:

Streat Address

City, State, Zip

ISeIect skate j I

|
|
Phone, Faz | |
|
|
|

Enter Username

o
o

Enter Password

Confirm Password

Add Another Team Member m “

Figure 4.24 Add and edit team member information

To enter a new team member, select an existing user from the dropdown menu. Your username will not appear
as an option. (You are automatically part of the project team because you are the one who set up the project.)
Selecting a user from the dropdown menu automatically adds his or her information to the form fields.

Section 3.5 gives more information on how to assemble your project team.

4.6.4 Review
The Review page is the last page in the Add Utility module (

Figure 4.25). Here, you can see all the information you have entered for your utility and for each team
member. This page does not show the information entered on the O&M pages. You can view and edit
maintenance tasks in the My O&M module after exiting the Add Utility module.

[Eetting started : Review and Save]

Utility 0&M Team Review
Info

Eiefore moving on review all of the information you just added. You will have an opportunity to edit this information once you have begun using CUPSS by
click the Set Up link at the top right hand side of the CLIPSS navigation bar. If you see anything that you would like to change dick on the [Back and Edit]

button.
Utility Information
utility Name: Beautyview Drinking Water
PWSID: 12312412
Estimated Number of Connections : 20

NPDES Number:

Flow (mgd):

Address : 572 Main Strest Wiliams Kansas 41221
Phone; Fax:

Team Information

Name / Title Organization Email Address Role

Jackson Wilsan Facility Manager

Figure 4.25 Review your project information
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If you are satisfied with the information shown on the Review page, click “Save and Continue” to proceed. To
make changes, click “Back and Edit” to return to the Utility page. You can view and edit the information
entered during the setup process as many times as needed before exiting the Add Utility module. You will not
lose any of the information you’ve already entered by going back to edit information.

4.6.5 Select Utility

After CUPSS has saved the new project data, you again have the option to select the project you wish to work
on from the Select Utility page. The project you just entered should be available in the dropdown menu (Figure
4.26).

[Well:ume Helen, Select the CUPSS Utility that you would like to work un.]

Select the utility you would like to work on, IF vou have one utility it should already be selected and vou can just click on the [Load Utility] button ko get
started using CUPSS,

|

Figure 4.26 The new project available on the Select Utility page
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5 My Inventory

Why Use Asset Management?

The City of Portland writes of its experience with asset management:
Evaluating the hydrants was our first attempt at applying asset management
concepts to our assets. This evaluation generated interest in exploring other
areas of our system. This highlighted for us that you can start small and ‘cut your
teeth’ on smaller asset groups and still experience the benefits of asset
management. It also allowed us to master the asset management concepts
without becoming overwhelmed by the magnitude of our system needs.

The My Inventory module helps you to manage the assets for the utility (Figure 5.1).
CuP$s  Check Up Program for Small Systems

Set-up | Switch Utility | Create User | Help | Training | Exit

’.
b My
CUPSS Plan

f‘S My

Finances

r‘/ gll':eck up

[Beauty Yiew Acres Subdivision - DW Asset Inventory] Asset Risk Matrix
The My Inventory section allows wou ko createfedit a schematic, createfedit an asset 0 A
inventary list, view asset information and search your data,
Create or Edit My Schematic ¥Yiew My Inventory List Search o
Create or Edit My Inventory List Yiew My Capital Improvement Projects ;
i wmen
B! -
[Beauty ¥iew Acres Subdivision - DW SchematicJ H
[Inventoried Asset List J
.. S oy - = Source
!y Hrsemvasi Tegany Hﬂ ey T weller
well welhouse well#1 pune  Man valve pump
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ity ——————— -
Water Production i Secur_ﬂ;y
Meer = Distributtion P Chlorinator
[ Treatment
Chirine i Chlorine testing
testing [} Distribution
Water Production M...
Tank
- Distribution

Figure 5.1 My Inventory page

The My Inventory activity window is divided into four windows:

1. Asset Inventory allows you to select an action or task from a menu of options. Selecting an option
from the list opens a new portion of the module in the activity window. The options available are

e Create or Edit My Schematic
e Create or Edit My Inventory List
e View My Inventory List

e View My Capital Improvement Project
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e Search

2. My Project Schematic is a visual representation of all assets tracked for this utility. Edit the
schematic by selecting “Create or Edit My Schematic” from the menu in the My Project Asset
Inventory window.

3. Asset Risk Matrix is a graph that shows the risk category of each tracked asset.
4. Inventoried Asset List shows all tracked assets by asset category.

To add, edit, or view information about your assets, select one of the options from the Asset Inventory
window.

5.1 Create or Edit My Schematic

In addition to creating an inventory of all utility assets, it is useful to develop a
system map that documents the locations of and linkages between these assets.
The My Schematic feature allows you to do this. Here, you can create a visual
map of your system assets, which will help to ensure that you enter all of your inventory Report and My CUPSS
important assets. It will also show the interconnectedness of your assets. The Asset Management Plan. The
visual map of your systems assets will be included in the final My CUPSS Plan || schematic can be used to provide
and will serve as a brief introduction for someone who is less familiar with town officials an overview of your
your utility. utility.

Benefits to My Utility
CUPSS includes a schematic of
your utility in the My CUPSS Asset

The schematic provides a visual overview of your system. It is an interactive

feature with benefits for both the person creating the map and readers of your asset management plan. This
process will challenge you to think of all the assets in your system from intake to output. It will ensure that, if
desired, all assets will be available to monitor using the various CUPSS modules. The schematic feature
allows persons not familiar with your facility to gain a comprehensive understanding of your utility through a
picture alone. This general understanding of the utility will be invaluable as they consider management
decisions that might affect the utility.

5.1.1 Accessing the Schematic

The schematic editing window can be accessed from the My Home page, as well as through the My Inventory
module. From the My Inventory module, click the “Create or Edit My Schematic” link from the Asset
Inventory window (Figure 5.2) to open the schematic editing window (Figure 5.3).

[BEﬂut‘j‘ ¥iew Acres Subdivision - DW Asset Inventury}

The My Inventory section allows wou to createfedit a schematic, createfedit an asset 0
inventory list, view asset information and search your data.

Create or Edit My Schematic Yiew My Inventory List Search
Create or Edit My Inventory List Yiew My Capital Improvement Projecks

Figure 5.2 Asset Inventory window
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Figure 5.3 Editing window of the Create or Edit My Schematic page

5.1.2 Editing and Creating a Schematic
You can perform many activities within the editing window.
* Add an asset

* Delete an asset

* Learn more about the asset

* Move the asset

* Connect assets

* Zoom in and out

Tasks performed in the schematic editing window depend on the activation and deactivation of certain
elements. As you work with the elements on the screen, be aware of which tools and assets are activated.
Actions are performed based on which tool button is activated and which asset type is activated. Staying aware
of what is activated will make the process move more smoothly.

5.1.2.1 Schematic Editing Toolbar

At the top left corner of the schematic editing area are a series of buttons (Figure 5.4). They allow you to
manipulate the data on the schematic editing area, save data, and get help. Table 5.1 describes the function of
each button. You can also determine what each button does by holding your cursor over the button. A tool tip
will appear with a brief description of the button’s function.

glejelsFlclele

Figure 5.4 Schematic editing toolbar
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Table 5.1 Schematic editing buttons

Button Name How this button is used

Zoom Click to activate the Zoom feature. This allows you to use either the middle scroll
wheel on your mouse or the plus (+) or minus (-) buttons on your keyboard to
zoom in and out on the editing window.

o

Full Extent Click to activate the Full Extent feature when you are finished with the Zoom
feature. This enables the editing window to resize to the default view of the full
schematic extent.

()

Identify Asset Click to activate the Identify Asset feature. This allows you to then click an asset in
the editing window to see the category, type, and name of the asset.

Move Asset Click to activate the Move Asset feature. This allows you to then click and drag an
asset in the editing window to move it to a new location.

Link Assets Click to activate the Link Assets feature. To show the linkages between different
assets, click and drag a line from the source asset to the receiving asset. Release
the mouse button to complete the link. The two assets are now linked by an arrow
showing the direction of flow.

Delete Asset To activate the Delete Asset feature, click on the asset you wish to delete. Then
click the Delete Asset button. A warning message will open to confirm your
intention to delete. Click “Yes” to delete the asset or “No” to return to the editing
window without deleting the asset.

B EEE

e Save Click to save the current layout of the schematic.
O Help Click to open a help window displaying section 5.1, Create or Edit My Schematic,
of the CUPSS User’s Guide.

5.1.2.2 Add an asset to the editing window

First, find the appropriate asset category image in the option boxes on the right side of the window. The
available assets are grouped into asset categories:

* Source * Collection

*  Pumping Facility * Distribution
*  Treatment *  Other

e Storage

The Source category is open by default when you first view the My Schematic page. To view assets in other
categories, click on the category title (Figure 5.5). Drinking water and wastewater water utilities have different
associated asset categories and types (e.g., Drinking water utilities will see the “Source” category and the
“Wells and Springs” type but wastewater utilities will not). The categories, however, each contain the same
associated type (e.g., A drinking water utility will see the same asset types, such as “Wells and Springs", under
the “Source” category as they would under the “Distribution” category). A full list of assets is available in
Appendix F.
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Figure 5.5 Clicking on the category title to view assets

Use the scrollbars in the asset category window to find the correct asset type. Next, click the asset type you
wish to add to the window; then click on the editing window (it does not matter where because you can move
the asset later if necessary).

When you click in the editing area, a picture of the selected asset type appears and you are prompted to give
the asset a name (Figure 5.6). Assets placed onto the schematic are automatically added to your asset
inventory with basic information (including asset name and category).

Asset Category: Pumping Facility

Asset Type: Intake Structures

Save Cancel

Figure 5.6 Asset name prompt

Take Note! To edit the asset name and other details, use the My Inventory module, where the asset
can be edited from the Inventoried Asset List, on the My Inventory page or the Asset
Inventory page, and from the My Inventory List page. Alternatively, you can delete the
asset from the schematic and add it back with the correct name; however, you will lose
asset details if you have specified them.

5.1.2.3 Working with assets in the editing window

Once you’ve added an asset to the editing window, you can manipulate the image to create a diagram that
gives a better picture of how your assets are connected and distributed. Within the editing window you can

* Identify images
*  Move images
* Link images

* Delete images

Just like the other aspects of CUPSS, you can add all of your assets at one time or create the schematic in
stages.
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Identify an asset

Use the Identif&utton to determine the name and type of any asset in the editing window. Click the “Identify

Asset” button 9 once to activate it; then click on any asset in the editing window. A small window opens
showing the name and type of the selected asset (Figure 5.7).

Figure 5.7 Clicking on an asset to identify it

Move an asset
To move an asset within the editing window, click on the “Move Asset” button and then click and drag an
asset within the editing window. Release the mouse button to drop the asset in a new location.

Link assets

It is possible to show directionality and connections between two or more assets by linking them. Linkages are
shown in the form of an arrow pointing from a source asset to a target asset. To show these linkages in the

schematic, first click the “Link Assets” button g to activate it. Next, click on the source asset (the place
where water comes from) and drag a line to the target asset (the place to which water moves). Release the
mouse button to complete the link. The line will become an arrow pointing in the direction of flow (Figure
5.8). It is important to keep in mind that an asset can connect to more than one asset.

Adding linkages between assets allows a better understanding of how the drinking water or wastewater is
moving through your utility. This feature will be particularly useful when describing your utility to people
who are less familiar with it than you are.

Figure 5.8 Creating links between assets

Delete assets (and links)

To delete an asset, click once on the asset you wish to delete to activate it (activated assets are shown with a
il

dashed line around them). Next, click the “Delete Asset” button . A warning message appears asking you

if you are sure you wish to continue. Click “yes” to delete the asset or “no” to return to the editing window
without deleting the asset.
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Take Note! Deleting an asset from the schematic also deletes it from your inventory.

It is possible to delete a link in the same way. Click the link to activate it; then click the delete button.

Save the schematic

When you are done, click the “Save” button . A message box will appear (“There are unsaved changes on
assets or asset positions. Are you sure you want to proceed?”) to verify that your changes have been saved.
Click “Ok” to continue.

Take Note! Be sure to save your work early and often. If you exit the schematic editing window
without saving, all changes will be lost.

5.1.3 Getting Help

There are two places to get help on the schematic editing page. The first is the “Help” button in the schematic

toolbar . Click this button to open a popup window that shows context-specific help. For more information
about creating a schematic within the editing window, you can also click on the “Training” link in the upper
right corner of the CUPSS navigation area.

5.1.4 Print Schematic

Click the “Print Schematic” link in the upper right corner of the activity window to print a copy of your
schematic.

Click the “My Inventory” module button to return to the My Inventory module, or select another module to
work in once you are done working with the schematic.

5.2 Create or Edit My Inventory List

Creating and maintaining a detailed list of all assets in your utility is critical Benefits to My Utility

to help you identify and prioritize critical assets and to improve practices CUPSS includes your asset
used for routine operation and maintenance. Some assets are more important || information in the My CUPSS
than others in making sure that customers receive safe drinking water or Asset Management Plan to help

making sure that wastewater is treated effectively. Reviewing all assets and || You discuss the critical assets and
recording their condition (likelihood of failure), consequence of failure (the || develop capital improvement plan.
impact of the loss of the asset), and redundancy (the number of backup assets

available to maintain consistent operations) will give you a better sense of upcoming projects that might need
attention and funding. Having a prioritized list of critical assets will be useful when securing funding from
decision makers, particularly given additional information like the consequence of failure. This list can be
created by entering accurate data in the My Inventory module. If you do not have all of the information needed
to complete the form you can come back at anytime to update the information.

All calculations used in the My Inventory module are described in Appendix D.

To get started, click on “Create or Edit My Inventory List” from the Asset Inventory window (Figure 5.9) to
open the Asset Inventory page (Figure 5.10).

The Asset Inventory page has four parts:
1. Basic Information

2. Status and Condition
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3. Cost and Maintenance

4. Manufacturer and Supplier

[Beauty Yiew Acres Subdivision - DY Asset Inventory ]

The My Inventory section allows vou to createfedit a schematic, createfedit an asset 9

inventary lisk, wiew asset information and search wour data.
Create or Edit My Schematic

Yiew My Inventory Liskt

Create or Edit My Inventory List

¥iew My Capital Improvement Projecks

Search

Figure 5.9 Asset Inventory window
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Figure 5.10 Asset Inventory page

5.2.1 Basic Information
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[

Basic information about the asset (such as location, asset category, and type) will be entered into this section

(Figure 5.11).
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Basic Information

* Asset Mame I

0 ISE|EEt Assoriated Asset j 0

*® -
Location I

o ISeIect Associaked Location j 9 [&dd]

* Assat
Category

j & “hsset T?pEISeIect fisset Type j o

ISE|EI:|: Cakeqgory

Motes

Figure 5.11 Basic Information fields

The available fields in the Basic Information section are described in Table 5.2.

Table 5.2 Fields available in the Basic Information section

Field Label

Description

Asset Name*

The name of the technology or equipment that is used for your system to
properly function. If you have many assets of the same time, consider
differentiating them with a letter or a number so that you can easily and quickly
tell them apart.

Associated Asset

Select an associated asset from the dropdown menu, if applicable.

Location*

Where the asset is within your treatment train. For example, Pipe X is on Main
Street %2 mile south of Franklin Boulevard.

Associated Location

Select an associated location from the dropdown menu, if applicable.
Add Location:

If none of the associated locations are appropriate, click the “Add” link next to
the dropdown menu. A small window will open, where you can add the name
of an associated location and a description of that location Click “Save” to save
the location and return to the Basic Information section. Click “Cancel” to close
the window without saving any new information.

Asset Category*

Select an asset category from the dropdown menu. If none of the categories
available in the dropdown menu are appropriate, select “Other” and enter a
new asset category in the field below. Once you save the record for the asset,
the new category will be available in the asset category dropdown menu. Asset
categories are used to help organize asset types so that assets can be
grouped in the Inventoried Asset List window.

Asset Type* Select an asset type from the dropdown menu. If none of the types available in
the dropdown menu are appropriate, select “Other” and enter a new asset
category in the field below. Once you save the record for the asset, the new
type will be available in the asset type dropdown menu.

Notes Enter additional comments about the asset as needed. Consider entering

information about the sizes or types of assets in your system, for example,
lengths, volumes, pipe types, and tank types. This information is valuable for
identifying the asset in the field.

* Indicates a required field.
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5.2.2 Status and Condition

The condition, CoF and redundancy fields are required to calculate the
priority of the assets (Figure 5.12). In addition, the ability to repair or rehab
an asset helps drive CUPSS decision on repair, rehab or replace. If you have
an asset that is abandoned or is replaced you can identify that here for
historical background. Information input into these fields will be entered into
an equation (See Appendix D), which, along with information in the
following sections, will output risk and a prioritized list of assets.

Available fields in the Status and Condition section are shown in Table 5.3.

Benefits to My Utility
CUPSS provides you with
recommendations on repair, rehab
and replace decisions using the
condition, EUL, redundancy and
CoF. These decisions are used in
developing your capital
improvement plan section of the
My CUPSS Asset Management
Plan.

Status and Condition - Required to Calculate Priority

* Condition ISeIect Condition Rating j 0

* CoF |Select CoF Ruating

)

* Redundancy IU% -0

* Assel Status ISelect Skakus

Select Asseat
Replaced

j 0 Can this asset be repaired? " Yes ¢ Mo 0
j 0 Can this asset be rehabilitated?  Yes { Mo 0
ISE|EEt Asset Being Replacej Show asset in the schematic? ‘Yes ¢ Mo

Figure 5.12 Status and Condition fields

Table 5.3 Fields available in the Status and Condition section

Consequence of
Failure*

Field Label Description
Condition* Select the most appropriate value from the dropdown menu to indicate the current condition of the
asset (based on age and physical functionality). The options are Excellent (35 years remaining),
Good (20 years remaining), Fair (10 years remaining), Poor (5 years remaining), and Very Poor (1—
5 years remaining).
CoF is Select the most appropriate value from the dropdown menu to indicate the consequence of asset

failure, ranging from insignificant to catastrophic impacts.

Consequence of Failure (CoF) estimates the degree of impact on utility service should the asset fail.
Consider the real or hypothetical results when selecting a value, including impacts on regulatory
compliance, local government, customers, and the community. Ask yourself, “How bad would it be if
this asset failed unexpectedly?”

Redundancy*

Select the value that best represents the functional redundancy of the asset. Values indicate what
percentage of the asset’s functionality is duplicated by other assets.

Asset Status*

Indicate the current status of the asset.

Select Asset

If this asset has been replaced, indicate which asset will replace it.

Replaced
Can this Asset be | Use the radio buttons to indicate whether it is possible for the asset to be repaired in case of failure
Repaired? or disrepair.

Can this Asset be
Rehabilitated?

Use the radio buttons to indicate whether the asset can be rehabilitated (i.e., can have its
capabilities or condition restored) in case of failure.

Show asset in the
schematic?

Use the radio buttons to indicate whether the asset should appear in the schematic diagram (see
Figure 5.3).

* Indicates a required field.
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5.2.3 Cost and Maintenance

Figure 5.13 shows the fields for the Cost and Maintenance section. Cost and maintenance information is
particularly important for prioritizing tasks. Through the use of several equations (See Appendix D) these data
will be used to determine, for example, at what point an asset should be replaced, rehabbed or repaired, which

is critical information for identifying

upcoming expenses. In addition, information such as installation date and

expected useful life (in conjunction with the condition and redundancy of the asset) is crucial for identifying
the probability of failure (PoF). The available fields in the Cost and Maintenance section are shown below in

Table 5.4.

Cost and Maintenance

* Installation Date I 0
*
Expected Useful I
Life 0

[T Maintained According ko Factory Recommendation G Creakte a task

Original Cost I 0
* Replacement Cost I 0

Routine |5I3|EI:|: Frequtj 9

Maintenance Cost

Figure 5.13 Cost and Maintenance fields

Table 5.4 Fields available in the Cost and Maintenance section

Field Label

Description

Installation Date*

Indicate the date when the asset was installed. NOTE: Use the following format
to input this date: xx/xx/xxxx

(If you know that the asset was installed in the year 2008 but are unsure of the
month or day, enter the date in the following format: 01/01/2008.)

Original Cost

Indicate the amount paid for the asset (in U.S. dollars). NOTE: Do not add
commas or dollar signs in the text box.

Expected Useful Life

Based on your asset type and asset name, CUPSS will pre-populate this field
with information on the expected useful life of the asset. These numbers are
based on information provided by EPA and the Rural Community Assistance
Partnership (RCAP). You can override this pre-populated text and enter your
estimate of the number of years (on average) that a system or component is
estimated to function when installed new and properly maintained. NOTE: Do
not add commas or the word "years" in the text box.

Replacement Cost*

Enter the amount (in U.S. dollars) it would cost to replace the asset (in a way
that provides a similar or agreed-upon level of functionality). NOTE: Do not add
commas or dollar signs in the text box.

Routine Maintenance Cost

Enter the cost of expenditures made for normally anticipated maintenance
activities (in U.S. dollars). NOTE: Do not add commas or dollar signs in the text
box.

Frequency of Routine Maintenance

Indicate the frequency with which these routine maintenance costs are incurred.

Maintained According to Factory
Recommendation

Indicate whether the asset is maintained according to the manufacturer’s or
factory’s recommendations

* Indicates a required field.

Click the “Create a task™ link to open the Task Details window. (See Section 6.2 for more information on how

to fill out the Task Details form.)
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5.2.4 Manufacturer and Supplier

The last section on the Asset Inventory page is the Manufacturer and Supplier section (Figure 5.14). Although
none of the fields in this section are required, having detailed information on the manufacturer and supplier
will aid in organization and provide an efficient way of reaching necessary parties. Keep in mind, however,
that once you begin entering information into this section, you must complete entry for the Model Number,
Manufacturer, and Supplier Name fields.

Manufacturer and Supplier - Optional
Model Numherl 0

Supplier ISeIect Existing Supplier j 0

Manufatturer|58|ett Existing Manufack j G

Address I

City, State, Zipl

ISeIect stake j I

Phone, Fax I

Figure 5.14 Manufacturer and Supplier fields

Available fields in the Manufacturer and Supplier section are described in Table 5.5.

Table 5.5 Fields available in the Manufacturer and Supplier section

Field Label Description
Model Number Enter the model number of the asset.
Manufacturer Select the name of a previously entered manufacturer from the dropdown menu. If the

appropriate name is not available, select “Other.” This activates the field below the dropdown
menu, where you can enter a new name. Once you save the record for this asset, the new
name will be available as a selection.

Supplier Name

Select the name of a previously entered supplier from the dropdown menu. If the appropriate
name is not available, select “Other.” This activates the field below the dropdown menu,
where you can enter a new name. Once you save the record for this asset, the new name will
be available as a selection.

Address Enter a street address of the supplier’s mailing address.
City Enter the name of the city.

State Select a state from the dropdown menu.

Zip Enter the ZIP Code.

Phone Enter the phone number for the supplier.

Fax Enter the fax number for the supplier.

When you are done entering data, click the “Save and Add Another Asset” button to save the asset and clear

the form or “Save” to save the asset.
Take Note! It is very important to save your data before you leave the form. If you close CUPSS
without saving, the information you entered will be lost. In addition, you may come back
later to add more information, but your reports will not be generated accurately without
the required fields.
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5.2.5 Print Blank Worksheet

If you find it easier to list assets using pen and paper, you can print out a hard copy of the Inventory List blank
worksheet. A full-sized printable copy of the worksheet is available in the Getting Started with CUPSS
Workbook and in Appendix B of this guide. Use the “Print Blank Worksheet” link at the top of the My

Inventory module to open the form (see Figure 5.15).
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Inventory List (Drinking Water)
Asset Name Location

Associated Asset Associated Location

Asset Category

0 Source O Pumping Facility 3 Treatment QO Storage O Distribution O Other

Asset Type

3 Wells and Springs 3 Valves O Hydrants Q Galleries and Tunnels
O Intake Structures 0 Computer O Treatment Equipment | O Meters
1 Pumping Equipment Equipment/ 4 Lab/Monitoring 1 Raw Water Reservoirs
0 Disinfection Software Equipment 0 Generators
Equipment 1 Transformers/ 0 Tools and Shop O Ligquid Waste Handling
3 Hydropneumatic Switchgears/ Equipment & Disposal
Tanks Wiring 1 Transportation 0 Solid Waste Handling &
 Concrete & Metal 2 Maotor Equipment Disposal
Storage Tanks Controls/Drives 1 Security Equipment 0 Other
1 Transmission hMains 0 Sensors 0 Land
1 Distribution Fipes 3 Buildings
1 Service Lines
Asset Status
O Active 0O Not in Use — Abandoned O Mot in Use — Back Up O Future Investment
Can this Asset be Repaired? O Yes a Mo
Can this Asset be Renhabilitated? 0 ves a Mo
Condition
O Excellent QO Good O Fair (Average) 2 Poor O Very Poor
|5 the asset maintained according to manufacturer's recommendations? aYes  No

Consequence of Failure
3 Insignificant — CoF of 2 3 Minor— CoF of 4 2 Moderate —CoF of 6
2 Major — CoF of & QO Catastrophic — CoF of 10

Redundancy
3 0% Backup O 50% Backup 3 100% Backup J 200% Secondary Backup
Installation Date Original Cost
3
Expected Useful Life Replacement Cost
3
Routine Maintenance Costs Timeframe
5 0 periday O per/week O per/month O perfyear O lifetime
Optional Information
Frequency of Routine Maintenance Start Date
Model Number Manufacturer

Supplier Name

Address City, State, Zip
Phone Number Fax Number
Notes
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Inventory List (Wastewater)

Asset Name Location
. |
Associated Asset Associated Location
Asset Category
J Pumping Facility 2 Treatment QO Storage d Collection O Other
Asset Type
3 Pumping Equipment 2 Transformers/ 2 Lab/Monitoring 2 Galleries and Tunnels
0 Disinfection Switchgears/ Equipment  Meters
Equipment Wiring 1 Tools and Shop 1 Generators
1 Concrete & Metal 0 Motor Controls/Crives Equipment 1 Liquid VWaste Handling
Storage Tanks 1 Sensors O Transportation & Disposal
3 Transmission Mains 2 Buildings Equipment 2 Solid Waste Handling &
1 valves 0 Service Lines 1 Security Equipment Disposal
O Computer Q Treatment Equipment | O Land 2 Other
Equipment/  Sewers
Software 0 Pressure Bipework
Asset Status
2 Active O Not in Use — Abandoned 0 Mot in Use — Back Up O Future Investment
Can this Asset be Repaired? ] O Mo
Can this Asset be Rehabilitated? 3 Yes 3 No
Condition
 Excellent O Good O FairiAverage) O Poor O \Very Poor
|5 the asset maintained according to manufacturer's recommendations? aYes 2 No
Consequence of Failure
O Insignificant — CoF of 2 0 Minor— CoF of 4 0O Moderate — CoF of 6
O Major — CoF of 8 O Catastrophic — CoF of 10
Redundancy
0 0% Backup O 50% Backup O 100% Backup 1 200% Secondary Backup
Installation Date Original Cost
5
Expected Useful Life Replacement Cost
5
Routine Maintenance Costs Timeframe
5 0 periday O periweek O per/month O perfyear
3 lifetime
Optional Information
Frequency of Routine Maintenance Start Date
Model Number Manufacturer

Supplier Name

Address City, State, Zip
Phone Number Fax Number
Notes

Figure 5.15 Blank Inventory List forms

Take Note! The Inventory List form is available as a Rich Text Format (.rtf) file. When you click the
“Print Worksheet” link, the file will open in the default word processing application on
your computer (Microsoft Word, for example).

5.3 View My Inventory List

To view a list of all saved assets, click the “View My Inventory List” link in the Asset Inventory window
(Figure 5.16).

[Bu‘_aul:}pr Yiew Acres Subdivision - DW Assek Inventurr]

The My Inventory seckion allows you ko createfedit a schematic, createfedit an asset &
inwentory list, view asset information and search wour data.

Create or Edit My Schematic Yiew My Inventory List Search

Create or Edit My Inventory List ¥iew My Capital Improvement Projects

Figure 5.16 Asset Inventory window
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This opens the Asset Inventory List page (Figure 5.17).

[Beauty ¥iew Acres Subdivision - DW Inventory]

The following is a list of assets currently in your inventory, To sort the table click on the column headings, To edit the information, right dick on the selected
record and click "edit row",

Priority Asset Category AssetType Condition CoF Redundancy Replacement Date

i Well#1 Source Wells and Springs Poor Catastrophic 0% 2008-02-01

2 pump Source Fumping Equip Fair {fverage) Catastrophic 0% 2011-02-01

3 Security Pumping Facility  Pumping Equip Good Minor 0% 2008-02-01

4 ‘Wellhouse Source Buildings Good Minar 0% 2005-02-01

5 Main valve Pumping Facility  Pumping Equip...  Fair {Average) Major 5% 2003-02-01

[ Distribution Distribution Distribution Pipes  Good Major 0% 2032-02-01

7 Tank Distribution Distribution Pipes  Fair {Average) Catastrophic 0% 2035-02-01

g Chlorine testing  Treatment Lab f Monitorin...  Excellant Insignificant 0% 2003-02-01

9 Chlorinator Purnping Facility  Disinfection Equ... Fair {Average) Insignificant 0% 2008-02-01

10 Water Producti... Distribution Distribution Pipes  Fair {Average) Minor 0% 2035-02-01

11 well property Saurce Land Excellent Insignificant 0% 2305-02-01

Figure 5.17 Asset Inventory list

On this page, you can see a list of all saved assets. Assets with complete information (those with all the
required fields on the Asset Inventory form filled in) will include values for consequence of failure, condition
and redundancy. Additionally, through information you have entered in the Asset Inventory form, you will see
a projected Replacement Date on the far right of the table. This date was determined through the use of several
equations (see Appendix D).

Each asset is given a priority based on the information entered in the Asset Inventory form.

To change the sort order of the table, click the column heading (such as “Asset” or “Category”) so that an
arrow appears next to the column name (Figure 5.18). Click the heading again to sort the list in ascending
order numerically or alphabetically (depending on the type of information in the column). Click the heading a
third time to sort the records in descending order.

Pnont\f Asset Category AssetType Condition oF Redundancy Replacement Date

__Chloring testing  Treatment Lab { Monitorin...  Excellent Insignificant 0% Z005-02-01

1 el Source Wells and Springs  Poor Catastrophic 0% 2008-02-01
2 purnp Source Pumping Equip...  Fair {Average) Catastrophic 0% 2011-02-01
4 welhouse Source Buildings Good Minor 0% 2008-02-01
11 well property Source Land Excellent Insignificant 0% 2305-02-01
3 Security Pumping Facility  Pumping Equip... Good Miror 0% 2008-02-01
5 Main valve Pumping Facility  Pumping Equip...  Fair (Awverage) Major 50% Z005-02-01
9 Chlarinator Pumping Facility  Disinfection Equ... Fair (Awverage) Insignificant 0% 2008-02-01
3 Distribution Distribution Distribution Pipes  Good Major 0% 2032-02-01
7 Tanik. Distribution Distribution Pipes  Fair {Average) Catastrophic 0% 2035-02-01
10 wWater Producti... Distribution Distribution Pipes  Fair (Awverage) Minor 0% 2035-02-01

Figure 5.18 Records shown sorted in descending order by category

To edit information for a particular asset, right-click on the asset and click “Edit Row” to open the Asset
Inventory form.

Click “Return” to return to the My Inventory page.

5.4 View My Capital Improvement Projects

Click on the “View My Capital Improvement Projects” link in the Asset Inventory window (Figure 5.19) to
open the Capital Improvement Projects page (Figure 5.20).
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[Beauty Yiew Acres Subdivision - DY Asset InventnryJ

The My Inventory section allows vou to createfedit a schematic, createfedit an asset 0
inventary lisk, wiew asset information and search wour data.

Create or Edit My Schematic Yiew My Inventory List

Create or Edit My Inventory List

¥iew My Capital Improvement Projecks

Search

Figure 5.19 My Inventory window

This page lists all assets that will need to be repaired, rehabilitated or
replaced. This information is useful to the utility for financial and resource
planning for the upcoming years. Those assets that need to be replaced
CUPSS provides a recommended replacement year. For those assets that you
have indicated cannot be repaired or rehabbed in the asset inventory form or
the recommended replacement date has passed CUPSS will recommend to
replace those assets on or before the recommend replacement date. For assets
that the operation and maintenance costs exceed 7% of the replacement costs,
CUPSS will recommend to rehab those assets as long as you have indicated
that the asset can be rehabbed. All other assets CUPSS will recommend to
repaired as long as you have indicated the asset can be repaired.

To change the sort order of the table, click the column heading (such as

Benefits to My Utility
CUPSS calculates financial
reserve required for assets
needing to be replaced. This will
help you complete the Capital
Improvement Plan section of the
My CUPSS Asset Management
and provide you with the
necessary information in
discussing your financial need
with your community early to plan
for these improvements.

“Asset” or “Category”) so that an arrow appears next to the column name (Figure 5.18). Click the heading

again to sort the list in ascending order numerically or alphabetically (depending on the type of information in
the column). Click the heading a third time to sort the records in descending order.

Double-click on the recommended date to change the date on which the recommended action is to occur and
edit the date. Changing the date can help you adjust the reserve needed for each year over a longer period of
time so that appropriate reserves can be kept for these future improvements.

When you are finished viewing the data, click “Save” to save changes to recommended date or “Add Planned
Asset” to open the Asset Inventory form.

[Beauty ¥iew Acres Subdivision - DWW Capital ImprnvementsJ

The Fallowing is a list of Capital Improvement Projects, Double click or right click on the "Recommended Date” column to change the recommended date and
wear For the capital improvements, To plan a needed capital improvement, click the "Add Planned Asset” button bo to be direcked to the "Create or Edit My
Inventory List" section ko enter vour asset information. ‘When entering asset information in this section, select "Future Investment” under the "Asset Status”
dropdown for the asset ko be added to vour Capital Inprovement Projects,

1 el Source ‘weells and Springs  Poor Catastrophic Replace 21112008
z pump Source Pumping Equip...  Good Catastrophic Repair 2iiz011
3 Iain valve Purmping Facility ~ Pumping Equip...  Fair (Average) Major Repair 2ifzo1l
4 Security Pumping Facility  Security Equipm... Good Minaor Replace 4112012
5 Tank, Distribution Distribution Pipes  Good Catastrophic Repair 2112036
& Chlorinakor Pumping Facility  Disinfection Equ... Fair (Average) Insignificant Replace 21112003
7 Distribution Distribution Distribution Pipes  Good Major Repair 21112038
g ‘“Waker Producti... Distribution Distribution Pipes  Fair {Average) Minor Repair 21112035
o wellhouse Saource Buildings Good Minor Repair El' 112036 &
10 Chlorine testing  Treatment Lab / Monitorin...  Excellent Insignificant Replace 211§z008
11 well property Saurce Land Excellent Insignificant Repair zZI1iz2308
1z Starage Tank, Starage Concrete & Met... Good Moderate Repair 211120585
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Figure 5.20 Viewing your “Capital Improvement Projects” and editing the recommended date

5.5 Search

The search feature allows you to find tracked assets entered through the My Inventory module. This feature generates a report
of your assets based on the selections made under the “Search and Report” heading. Click the “Search” link in the Asset

Inventory window (Figure 5.21) to open the Search and Report page (

Figure 5.22).

[Beauty ¥Yiew Acres Subdivision - DW Asset Inventury}

The My Inventory section allows wou to createfedit a schematic, createfedit an asset 0
inventory list, view asset information and search your data,

Create or Edit My Schematic Yiew My Inventory List
Create or Edit My Inventory List ¥iew My Capital Improvement Projecks

Search

Figure 5.21 Asset Inventory window

You will be able to filter your assets by asset category, asset type, asset, asset
status, person assigned to, task type, task date range, and task status. As you
enter more assets, this tool might become valuable when identifying assets
that need attention or might need attention in the foreseeable future. The
variety of filters will allow you to customize the asset search results to
achieve the best fit with your needs.

When you have finished selecting your options, click “View Results” to
generate a search report.

Benefits to My Utility
CUPSS allows you to export and
work with your data. This way you
can customize and work with all of
your utility data in one location
saving you time. In addition, you
can use common tools like MS
Excel to do additional analysis.
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CUPSS  Check Up Program for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit

e —

S M

8;55 My y My
av Finances r Check up CUPSS Plan

[Beauty ¥iew Acres Subdivision - DW Search And RepnrtJ

This screen allows you to query your data For a particular utility and generate an Asset Service Report or a Work Order Report, The 7 next to "Select
Report Type" displays the type of information included in each report.

Filter By: o

Select Utility: IBeauty Yiew Acres Subdivision - DW j Select Report Type: 0 I.ﬂsset Service Report j

Asset Category | S0UrCE
Purmping Facility
Treatment
Storage

Aszet | Hlorine testing

Well#l

purmp

‘Waker Production Meter

Person Assigned |Helen Howard
to Tasks |Robert Dunlesy

Task Date Range

Asset Type |Buildings ﬂ Asset Status F\Cti\.-'e
Computer Equipment | Software Mot in Uise - Abandoned
Concrete & Metal Storage Tanks Mok in Use - Back Up
Disinfection Equipment LI Fukure Investment
2
|
Task Type |Planned - Monitoring ﬂ Task Status | Ackve
Planned - Routine Maintenance Completed
Planned - Repair Past Due
Planned - Rehabilitation LI

7]

Figure 5.22 Search and Report page

You will be able to select from the choices described in Table 5.6.

Table 5.6 Options available on the Search and Report page

Select Utility

Select a utility to include assets for in the search.

Select Report Type

Asset Service History

Select Asset Service History if you are interested in learning about operation and
maintenance tasks that have been completed for the asset.

Work order/Task History

Select Work order/Task History if you are interested in learning about work and
tasks that are or have been scheduled for the asset.

Filter By:
Asset Category Select one or more asset categories to include in the search.
Asset Type Select one or more asset types to include in the search results.
Asset Select one or more assets to include in the search results

Asset Status

Select one or more values for asset status to filter the results of the search.

Person Assigned to Tasks

Select one or more people (with assigned tasks) to filter the results of the
search.

Task Type

Select one or more types of tasks to filter the results of the search.

Task Date Range

Indicate a date range to filter the results of the search. The results will include all
tasks scheduled or completed between the indicated dates (inclusive).

Task Status

Select one or more task status values to filter the results of the search.
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The results of your search are shown in a table (Figure 5.23).

[Beauty Yiew Acres Subdivision - DW Search Results ]

The Following are the results of your search, Click the column headings to sort the information. & page of results is limited to 300 records, IF necessary, 0
click "Mext" to see the additional sets of 300 records, Click "Print Report” to view the additional information associated with the tasks andjor assets,

Insset Service Repork j

Asset Asset Type Work D sks | Person Risk Condition Replacement Date

wellat wells and Springs Mone Mone 100,00000 Poor 2008-02-01
purmp Pumping Equiprnent  None Mone 70.00000 Fait {Average) 2011-02-01
Main walve Pumping Equipment  Mone Hone 40,00000 Fair {Awerage) 2008-02-01
Welhouse Buildings Mone Hone 40,00000 Good 2008-02-01
Security Pumping Equiprment  None Mone 40,00000 Good 2008-02-01
well property Land Tane Mone 0.20000 Excellent 2305-02-01
Chlorinator Disinfection Equip...  Mone Hone 20.00000 Fair {Awerage) 2008-02-01

Figure 5.23 Search results page

To change the sort order of the data, click the column heading (such as “Asset” or “Condition”) so that an
arrow appears next to the column name. Click the heading again to sort the list in ascending order numerically
or alphabetically (depending on the type of information in the column). Click the heading a third time to sort
the records in descending order.

Click “Return” to return to the search page or “Print Report” to open a printable version of the results.
Take Note! The Search Results Report opens as a Rich Text File (.rtf) file. When you click the “Print

Report” button, the file will open in the default word processing application on your
computer (Microsoft Word, for example).

5.6 Inventoried Asset List

All saved assets can be viewed on the My Inventory page in the Inventoried Asset List window. This window,
on the lower right of the page, provides you with easy access to information that you might like to reference
about each asset (Figure 5.24).
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[Inventuried Asset Lisk ]

[= Source
- Well#l
- pump
- Wellhouse
- ywall property
=} Pumping Facility
- Main valve
- Security
- Chlorinator
=} Treatment
i ‘v chlorine testing
[=}- Distribution
i Water Production M...
i Tank
‘.. Distribution

l*:igure 5.24 Inventoried Asset List

Right-click on the name of an asset. Select “Edit Asset” to open the Asset Inventory form to view and edit the
record for the asset or click “Remove Asset” to delete it from the asset inventory (Figure 5.25).

[Inventuried Asset Lisk ]
=] Source
- Well#l

- pump
- Wellhouse

5 Pumping 91 Edit Asset

- Chlorinator

=} Treatment

i Chlorine testing

=} Distribution
Water Production M...
, Tank
i Distribution

Figure 5.25 Edit or remove asset from inventory

5.7 Asset Risk Matrix

All assets with complete status and condition information (entered using the
Asset Inventory form) are displayed on the My Inventory homepage in the
Asset Risk Matrix window. Click on the “Asset Risk Matrix” graph in the
upper right of the homepage to enlarge the image (Figure 5.26).

The Asset Risk Matrix provides a user-friendly chart that may help you to
assess the risk associated with each asset. As you can see, the chart plots the
probability of failure against the consequences of failure to determine risk.
The asset’s location within the graph is determined by a series of equations
(provided in Appendix D) based on information that you have entered about
each asset.

Benefits to My Utility
CUPSS provides you with critical
assets in the My CUPSS Asset
Management Plan based on the
risk factors. So be sure to
complete the asset inventory
forms condition and cost section
S0 you can get a complete picture
of the health of your utility’s asset
to plan for the future.
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If the probability of failure (the chance that the asset will actual fail) is low and the consequence of failure (the
damage that will be done to the utility if the asset does fail) is low, the asset is of little risk to the utility. If this
is the case, the asset (represented as a dot) is placed in the lower left quadrant of the graph (“Low Risk”). If the
probability of failure is high but the consequence of failure is low or if the consequence of failure is high but
the probability of failure is low, the asset is placed in the upper left or lower right quadrant (“Medium Risk™).
Finally, if the probability of failure is high and the consequence of failure is high, the asset is a high risk to the
utility and is placed in the upper right quadrant of the graph.

The Asset Risk Matrix is a very valuable tool in understanding the risk associated with each asset. It can be
used for internal purposes to understand areas of weakness, or it can be used to explain to decision makers the
need for funding for certain projects.

To tell which dots on the Asset Risk Matrix represent which assets, simply place your cursor over the dot. A
caption will appear with the asset’s name. If you are editing an asset from the Asset Inventory page (see Figure
5.10), the dot representing the currently selected asset is gold instead of black.

B Asset Risk Matrix |._||_r§|
0.4 :
10.0 [
a5 | Medium Risk
a0 ?
a5 :
20 i n
75 i
@ 70
3 65 g
B ool w
% 55 :
@ s0 i
5 45 Low Risk Medium Risk
g_ 40 m ]
2 35
S an
O 25 f
20 " u -
15 i
10
05 i
0.0 f-eni e E————
05 i
10 ;
A 0 1 2 3 4 5 5 7 8 ] 10
Probability of Failure
B Mouse over to view asset name,

Figure 5.26 Asset Risk Matrix window

5.8 Training and Help

For help with the form fields, click the “Training” link at the top of the My Inventory module to view Flash
Tutorials that provide a brief walk-through of this section. Click the “Help” link to display an indexed version
of the CUPSS User’s Guide.
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6 My O&M

Why Use Asset Management?
The City of Milwaukie, Oregon, lists its achieved goals when using asset management:
e To achieve more financially and physically with less
To minimize the total cost of ownership
To maximize knowledge
To optimize decision making
To facilitate sustainability
To aid in succession planning
To facilitate transparency
To improve Customer satisfaction and elicit their support

The My O&M (or My Operations and Maintenance) module is the place within CUPSS for tracking tasks and
work orders to manage the day-to-day operations of the utility (Figure 6.1).

CoP$S Check Up program for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit

—

1 5 P S
= My y . My ZSS My A My ‘% My
‘ﬁ Home - y # Finances r /' Checkup #==" CUPSS Plan

[Beauty Yiew Acres Subdivision - DW Operation and MaintenanceJ Add A Task | Print Blank Worksheet | Search/Print
The O&M section allows wou o Filber tasks by a utiliey, 9

|»

Filter Ltility |Beauty View Acres Subdivision - D j fMonth I.ﬁ.pril j fear IZDDS j I~ Show Completed Tasks

=]
S
I

Ll =]

- - |
13 15 16 17 18 19
- Checkandre.. «| Checkandre.. a| Checkandre.. | Checkandre.. a| Checkandre.. af
Checkandre... Checkand re... Check andre... Checkandre... Checkand re...
Checkinstru... = Checkinstru.. = Checkinstru... = Checkinstru.. = Checkinstru.. =
Check water ... Check water .. Check water ... Check water ... Check water ..
i Complete a d... LI Complete a d... LI Complete ad... LI Complete a d... LI Complete a d... LI
20 22 23 24 25 26
Checkandre.. a| Checkandre.. | Checkandre.. a| Checkandre.. a| Checkandre.. a| Checkandre.. a| Checkandre.. a
Check and re... Check and re... Checkandre... Checkand re... Checkandre... Checkandre... Checkand re...
Check instru... Check instru... Checkinstru... Check instru... LI

Check.instru... Check instru... Check instru..

Figure 6.1 My O&M page

This tool is particularly useful to help keep all operation and maintenance tasks organized and properly
managed. Remember that CUPSS is a tool just for you and your team; no one is receiving the information, so
there is no problem or penalty associated with not completing tasks within the time frame suggested. My O&M
is simply a way to organize and manage the variety of tasks that need to be completed in your utility.
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The My O&M module allows you to create and track current, future, and past Benefits to My Utility
operation and maintenance activities. You can add tasks to the schedule and CUPSS allows you to track all of
mark scheduled items as “completed.” The module then records the status the tasks associated with each
and history of each task, alerts you if the task status is past due or critically utility. Since CUPSS allows
past due, and alerts you when to reassess the asset condition if maintenance is || several users to use CUPSS

not performed as scheduled. everyone can manage their tasks

The My O&M module stores a wealth of information that will aid in I:l()CdeESI: 'CLEJS;,”SQS“;%S izrnc?hen

managing your utility—making it more efficient and easier to perform the extract all of the task information
many tasks that must be balanced. The more information you enter for your to help develop the O&M section
assets and routine tasks, the more information will be available to you in the || of the My CUPSS Asset

My O&M module. Management Plan.

Filter Tasks by Utility

If you have more than one utility entered into your CUPSS application, by default all tasks for all available
utilities are shown when you first open the My O&M module. If you are interested in looking at just one utility
or at several but not all utilities, select one or more utilities from the “Filter Utility” field at the upper left
portion of the window. Hold down the Ctrl key while making your selections to select several utilities at once.

Select Date

Use the month and year dropdown menus to select a different month to view, or use the arrow keys to move to
the next (top arrow) or previous (bottom arrow) calendar month or year. To view the same month but different
years, use the top and bottom arrows found under the calendar. These functions allow you to look at tasks you
have completed, tasks that were scheduled to be completed but have not been completed, current tasks, and
future tasks. Looking ahead at future tasks will help you better manage your time and resources. For example,
perhaps if you know that in the next year you will need to replace several expensive items, you might delay
purchasing an experimental technology for one more year.

Select View

By default, all tasks are shown on a monthly calendar. To view individual days, click on the date within the
calendar. A popup will appear showing current tasks for that date, as well as past due tasks. You can add
additional tasks to this date by clicking the “Add a Task” link.

Take Note!  The default calendar view is to show all future, current, and past due tasks. To view
completed tasks for a selected day or month, check the “Show Completed Tasks” box.

6.1 View, Edit, and Add Tasks

6.1.1 Edit Tasks

All of your tasks will appear on the calendar. To open a task record to find out more information about it,
double-click on a task in the calendar. This opens the Task Details form.

6.1.2 Add A Task

To add a new task to the schedule, click the “Add A Task” link at the upper right of the O&M window (Figure
6.2).
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[Beauty Yiew Acres Subdivision - D\ Dperation and Maintenance] Add A Task | Print Blank Worksheet | Search/Print
The O&M section allows you to filker tasks by a utility, 0

Filker Uti“t'r'IBeauty View Acres Subdivision - DW j Month I.ﬂ.pril j Year |2EIIZIB j [~ show Completed Tasks

Figure 6.2 Top of the My O&M activity window
This opens the Task Details form. This form is divided into four main sections (described below).

On the Task Details form, fields with a red asterisk (*) are required. Fields marked with a blue asterisk (*) are
required if the task is marked as recurring.

6.2 Task Form

In this section, you will enter basic information about what tasks need to be Benefits to My Utility
done, such as the name, type, and staff names (Figure 6.3). This information || CUPSS allows you to complete
will provide you with the very basic information you need to manage the and print your work orders. By
task. The task name that you enter will be what appears on your calendar. keeping all of your work orders in

one place you can track all task

through completion easily and
* Task Mame I 0 quickly.

* Task Type ISEIEEI: Type j s )
IEnter Other

—Task

Task Details/MNotes

Cost of the Task |0.00 = o
* Staff Mame ISEIEI:t Staff j 0

Figure 6.3 Task section

Table 6.1 describes each of the fields in the Task section.

Table 6.1 Fields available in the Task section

Field Description
Task Name* Enter a descriptive name for the task.
Task Type* Select the type of task from the dropdown menu. If no type is appropriate, select “Other” from

the dropdown menu. This activates the field below the dropdown menu, where you can enter a
new task type. Once you save the record for this task, the new task type will be available as an

option.
Task Details/ Notes Enter details and notes for the task if necessary.
Task Cost Enter the cost of completing the task. NOTE: Do not add commas or dollar signs in the text box.
Staff Name* Select the name of the employee who completed the task or who is responsible for completing

the task. Select from the dropdown or add a new staff by clicking on the “Add New Staff’ link
below the dropdown menu. Clicking this link enters the Create User module See Section 4.3.1.3
for more information on entering information into this form.

* Indicates a required field.
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6.2.1 Asset Information

The Asset Information section associates an asset to the task (Figure 6.4).

— Asset Information - Asset Associated Tasks Only

Select Existing Asset ISEIEl:t Existing Asset j o
OR IEnter MNew Asset o
Asset Category ISEIEEI: Asset Category j 0
Asset Type ISEIEEI: Asset Type j 0

Enter Asset Details

Figure 6.4 Asset Information section

Table 6.2 describes the available fields in this section.

Table 6.2 Fields available in the Asset Information section

Field Description
Select Existing Asset OR If the task is associated with an asset, select an asset from the dropdown menu. If the
Enter New Asset appropriate asset is not an option in the dropdown menu, select “Other.” This activates

the field below the dropdown menu, where you can enter the name of a new asset.
Entering a new asset here adds a new record in the asset inventory.

Select Asset Category If you select an existing asset from the field above, you will not need to select an asset
category. If you enter the name of a new asset, use the dropdown menu to select an
asset category.

Select Asset Type If you select an existing asset from the field above, you will not need to select an asset
type. If you enter the name of a new asset, use the dropdown menu to select an asset

type.

Click “Enter Asset Details” to open the Asset Inventory form and enter additional information about the asset.

Take Note! You can create a task that is associated with a group of assets, such as all utility valves.
To do this, simply create a new asset in the asset inventory in the My Inventory section
and name it, for example, “All valves.” Then, select the asset type as “Valve.” Next, click
on the “Create a Task” link in the Asset Inventory form or go the My O&M section and
click “Add a Task.” Find the “All valves” asset you just created and associate that asset
with this task.

6.2.2 Monitoring or Chemical Added

This section indicates what monitoring has been done or what chemical has been added (

Figure 6.5). This can help you better track if you are meeting your regulatory requirements by creating
monitoring tasks.
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—Monitoring or Chemical Added

Chemical |5E|EE|: Chemical j 9

IEnter Other

Amount [0.00 = add @

Chemical Amount

Figure 6.5 Monitoring or Chemical Added section

Table 6.3 describes the fields in this section.

Table 6.3 Fields available in the Monitoring or Chemical Added section

Field Details

Select Chemical Added Select a chemical from the dropdown menu. If no appropriate option is listed,
select “Other.” This activates the field below the dropdown menu, where you can
enter the name of a new chemical. You also add the units to this section (e.g.,
[Chemical] — {Units]). Once you save this task, the new chemical will be available
as an option in the dropdown menu.

Amount Added Enter the amount of the chemical added.

Once you’ve entered information for a chemical, click the “Add” link to save the information and add the
record to the table below the fields (Figure 6.6).

—Maonitoring or Chemical Added

Chemical Il]ther j 9
IEthrinE
Amount |4.l.'l = Add 9

Chemical Amount k

Figure 6.6 Click "Add" to save the data and add the record to the table.

6.2.3 Schedule

The Schedule section sets the start and end dates for a task (the duration of the particular task). If a task is to
start and end on the same day, enter the same days in both fields. For tasks that take 2 days or longer to
complete, enter the appropriate dates. The Schedule section will keep providing reminders at recurring
intervals that you can set yourself (Figure 6.7). This is very useful so that you do not need to add tasks
multiple times. For example, if you need to clean a valve every month, you need to enter the task only once
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with information describing how often it should be repeated; the task will appear on your calendar once a

month. After the initial setup and entry of tasks, the calendar will provide a complete picture of the operation

and maintenance tasks.

—achedule

* Recurrence End Date I Empty vI

*5elect Recurrence

(o Everyll 3: day(s)

* Task Start,/End Date Il]4,.-’15,.-’2l]l]3 = - Il]4,.-’15,.-’2l]l]3 ~| o

Completion Date |u5;uzfzuua vI ¥ Pop-up Reminder &3
Frequency [T RGN | O

& Everv_.rll 3: week(s) on ISEIEEI: Day j
" Day Il 3: of every Il 3: month{s)

« Everylﬁelect Month j'l =

" The IEElEj ISeIect Day jeverrll :I month{s)

" The |5E|Ej ISEIEEI: Day j of ISEIEEt Munthj

Figure 6.7 Schedule section

Table 6.4 describes the fields for the Schedule section.

Table 6.4 Fields available in the Schedule section

Field Description
Task Start Date* Select a start date for the task duration from the dropdown menu.
Task End Date* Select an end date for the task duration from the dropdown menu.
Target Completion Date Indicate the day on which the task was completed from the dropdown menu.
Pop-up Reminder Check the box if you want a popup reminder for this task.
Frequency Indicate the frequency with which this task occurs.
Recurrence End Date* Indicate the last date on which the task will occur for items that occur repeatedly. If

you do not wish the task to end, pick a date far in the future. Use one such date for all
“never-ending” tasks. As this date approaches, you can update the task field.

Select Recurrence* The choice selected for task frequency determines which radio buttons are activated
for the Select Recurrence field.
Daily Recurrence Indicate how often the task should occur.
Weekly Recurrence Indicate how often the task should occur.
Monthly Recurrence Indicate how often the task should occur.
Annual recurrence Indicate how often the task should occur.

* Indicates a required field.

6.2.4 Optional Parts Information

This final section of the O&M task input popup allows you to keep track of information such as which parts came from which

manufacturers and suppliers, at what cost (

Figure 6.8). This information will be useful to you when you want to get in touch with the manufacturers and

suppliers with questions about their products or, if necessary, requests for replacement parts.
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—Optional Parts Information

Manufacturer /Supplier ISEIEI:t Manufacturer - Supplier j 0
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Figure 6.8 Optional Parts Information section

Table 6.5 shows the fields available in this section.

Table 6.5 Fields available in the Optional Parts Information section

Field Description

Manufacturer or Supplier Select the manufacturer or supplier from the dropdown menu. If the manufacturer is
not an option in the dropdown menu, click the “Add New Manufacturer / Supplier”
link to open the Manufacturer and Supplier form (

Figure 6.9).
Parts Name Indicate the name of the part.
Parts Number Indicate the part number.
Parts Costs Indicate the cost of the part (in U.S. dollars). NOTE: Do not add commas or dollar

signs in the text box.

Labor or Maintenance Cost Indicate labor or maintenance cost for replacing the part. NOTE: Do not add
commas or dollar signs in the text box.

When you finish entering data for a new manufacturer or supplier in the Manufacturer and Supplier form, click the “Save
and Close” link at the bottom of the form to save the data and close the form. Or, click the “Cancel” link to exit the form
without saving data (

Figure 6.9).
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Il Task Details x|

—Manufacturer and supplier

* Manufacturer SEIEEI: Existing Manufacturer "I o

OR |Enter Other
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oR IEnter Dther
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City, State, Zip | |5elect State =]

Phone, Fax I I

(*) Required Fields

Save and Close | Cancel

Figure 6.9 Manufacturer and Supplier form

When you finish entering data for a particular part, click the “Add” link to add the record to the table. Right-
click on the added record to edit it.

When you have finished entering data into the task form, click “Save and Close” to save your data and close
the form or click “Print Work Order” to save your data and print a copy of the task form or your records, if so
desired. Click “Cancel” to close the Task Details form without saving your data. Click “Delete” to remove the
task from your calendar (Figure 6.10).

Save and Close | Cancel | Print Work Order

Figure 6.10 Links at the bottom of the Task Details form

6.2.5 Print Work Order

Click “Print Work Order” at the bottom of the Task Details form to print a copy of the task form (work order)
with your inputted records. This will open an .rtf document in your default word processor, which you will be
able to print on your printer (see Figure 6.11).
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Figure 6.11 Generated Work Order document

6.3 Additional Features

6.3.1 Print Blank Work Order

If you find it easier to list tasks using pen and paper, you can print out a hard copy of the Blank Work Order. A
copy of this work order is also available in the Getting Started with CUPSS Workbook and Appendix B of this
guide. Use the “Print Blank Work Order” link at the top of the My O&M module to open the form (Figure
6.12).
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Figure 6.12 Blank Work Order form

Take Note!  The Blank Work Order is available as a Rich Text File (.rtf). When you click the “Print
Work Order” link, the file will open in the default word processing application on your
computer (Microsoft Word, for example).

6.4 Search/Print

Click on “Search/Print” at the top of page to open the Search and Report window. Section 5.5 describes how
to work with the search fields and results page.

6.5 Training and Help

For help with the form fields, click the “Training” link at the top of the My O&M module to view Flash
Tutorials that provide a brief walk-through of this section. Click the “Help” link to display an indexed version
of the CUPSS User’s Guide.
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7 My Finances

Why Use Asset Management?
Seattle Public Utilities describes the benefits of asset management: “Asset management
penetrates nearly every facet of our capital and operational resource allocation decision-

making.”
The My Finances module is designed to help you determine your yearly Benefits to My Utility
revenue and expenses and to provide data that will be used in the My CUPSS includes your financial
Financial Check Up Report (see Section 8.2 for more information about information in the My CUPSS
Check Up Reports). Asset Management Plan and uses
it in helping develop the 10 year
Using this module will help you shift from a reactionary management projections. This information will
strategy to a more informed, considered approach. It will also provide critical || also be useful in developing the
information to help you set rates and develop a sound financial plan. Financial Strategy section of the
. . . " . My CUPSS Asset Management
To enter the My Finances module, click the “My Finances” button in the Plan.

navigation pane or click the “Enter My Finances” link from the My Home
page. This opens the My Finances page (Figure 7.1).

cuPss Check Up Program for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit

My "255 My Ay Sy T wy
J O&m &P Finances B’/ checkup =" cuPSS Plan

[Beauty Yiew Acres Subdivision - DW FinancesJ Print Blank Worksheet

The My Finances section allows wou ko enter expense and revenue information in multiple common categories, 0

(*) Indicates required Fields

- *
Select Previous Year ISeIect ay 'l Or * Enter a new year ISeIect a year 'l Import Data From Previous Tear

* Enter total cash-on-hand 9 I and interest rate 9 I

* Type of Cost P “Budgeted Amount @  Actual Amount @  1mAation @

ISeIect atype of cost j $I $I I
| =

and Select Type of Cost ISE|ECt abype of cost

Expense Budgeted Actual Inflation Rate Revenue Budgeted Actual Inflation Rate

Total Expenses: () a Total Revenues: a

Save and Add Another Year

Figure 7.1 My Finances page
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7.1 Adding Data to the My Finances Page

There are three ways to work with information within the My Finances page. You can
1. Add new data for past, current, or future years
2. View and edit data for a year with existing data

3. Pass data from a previous year to the next year

7.1.1 Add New Data

To add new data, use the “Enter a new year” dropdown menu to select a year (Figure 7.2). This dropdown
menu includes all years for which there are no existing data.

[Beauty Yiew Acres Subdivision - DV Finances} Print Blank Worksheet

The My Finances section allows wou to enter expense and revenue information in multiple common categories. 0
(*) Indicates required fields

. Ed
Select Previous Year ISeIect ay "I Or * Enter a new year ISeIect 3 year "l Import Data From Previous Year

* Enter total cash-on-hand 0 I and interest rate 0 I

Figure 7.2 Using the dropdown menu to select a year

Once you have selected a year, all data entered in the form will apply to that year. When you are done entering
data for a given year, click “Save and Return Home” to save your data and return to the My Home page, or
click “Save and Add a New Year” to save your data and clear the form in preparation for selecting another
year to work with.

Take Note! Be sure to save your data before switching years or exiting the My Finances module! If
you do not use one of the save buttons at the bottom of the form, all new data will be lost.

7.1.2 View and Edit Data for a Year with Existing Data

If you have already entered data for a given year, you can view and edit these data by selecting the year from
the “Select Previous Year” dropdown menu (Figure 7.2). This dropdown menu contains all years for which
there are existing data. Once you select a year, the form will refresh to show all data that exist for that year.
You can now view and edit the data for the selected year.

When you are done modifying data for this year, click “Save and Return Home” to save your data and return
to the My Home page, or click “Save and Add a New Year” to save your data and clear the form in preparation
for selecting another year to work with.

Take Note! Be sure to save your data before switching years or exiting the My Finances module! If
you do not use one of the save buttons at the bottom of the form, all new data will be lost.

7.1.3 Import Data From a Previous Year

If you have already entered data for a given year, you can pass the data to the next year using the “Import Data
From Previous Year” button (Figure 7.2). For example, if you entered data for 2004, you can pass all revenue
and expense data from that year to 2005 (the next chronological year). Use this feature to save time when you
start data entry for a new year.

To pass data from one year to the next, use the “Enter a New Year” dropdown menu to select a year. Next,
click the “Import Data From Previous Year” button. The form will refresh to show the data available from the
previous year. You will receive a message confirming that the data have been transferred. You can now edit or
add data using the form fields.
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Take Note! Be sure to save your data before switching years or exiting the My Finances module! If
you do not use one of the save buttons at the bottom of the form, all new data will be lost.

Take note: Once you enter data for a given year, you can no longer use this feature to pass data into it. If, using
the previous example, there are any data stored for 2005, the year will not be available to pass data into
because it will no longer be listed in the “Enter a New Year” dropdown menu.

The year you select must be the year after a year for which there are existing data. If you select 2005
and there are no preexisting data for 2004, you will receive an error message and no data will be
transferred.

Once you pass data using this method, you can edit and add data as needed to accurately show the financial
status of the new year.

7.2 Data Entry Fields

Once you have selected a year to work with, it is time to edit and add new data to the form. In the upper
section of the form, you are prompted to enter your available cash on hand at the end of the selected year and
the interest rate you receive on that pool of money (Figure 7.2). The lower section of the form is where you
enter information on revenue and expense line items (Figure 7.3). Table 7.1 describes the fields in this section
and how to use them.

* Type of Cost 0 *Budgeled Amount 0 Actual Amount 0 Inflation 0

ISeIect a bype of cost ﬂ $I $I I
| [

and Select Type of Cost |58|Ett a bype of cost

Expense Budgeted Actual Inflation Rate Revenue Budgeted Actual Inflation Rate

Total Expenses: ) 1] Total Revenues: ) 1]

Save and Add Another Year

Figure 7.3 Lower half of the My Finances activity window

Table 7.1 Fields available on the My Finances page

Field Label Description

Enter total cash-on-hand* Enter a dollar figure to show how much cash is available to your utility. This
number should include all liquid assets. NOTE: Do not add commas or dollar
signs in the text box.

Interest rate Enter the interest rate you receive on your total cash on hand (or an average, if
different pools of money receive different interest rates). Enter the number in
the form of a decimal (“.03” for a 3% interest rate, for example). NOTE: Do not
add commas or percentage signs in the text box.

Type of Cost* Use the dropdown menu to indicate the type of expense or revenue for this line
item. You must select one of the revenue or expense subcategories; you
cannot select “Revenue” or “Expense” because these are only placeholder to
indicate general categories. See Table 7.2 for a description of the options
available here. If none of the options listed in the dropdown menu are
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Field Label

Description

appropriate, select “Other” and use the Enter Other and Select Type of Cost
fields to add a new line item category.

Enter Other and Select Type of Cost

categories are added as options to the Type of Cost dropdown menu.

Enter an additional cost category in the text field and use the dropdown menu
to select what type of cost it is. Once you save the data in the form, new cost

Budgeted Amount

The amount of monies anticipated to complete a task. NOTE: Do not add
commas or dollar signs in the text box.

Actual Amount

add commas or dollar signs in the text box.

The actual amount of monies that accomplishing the task cost. NOTE: Do not

Inflation

The increase in the cost of completing a task due to inflation. NOTE: Do not
add commas or percentage signs in the text box.

* Indicates a required field.

Table 7.2 Options available in the Type of Cost dropdown menu

Type of Cost menu option

Description

Revenue: Funds earned by the system through the sale of water or by other means

Revenue from user rates

Revenue collected from customers for providing water and wastewater services
or other utilities provided.

Revenue from grants

Revenue from grants

Revenue from loans/bonds

Revenue from loans/bonds

Transfer from reserve fund

Money transferred from a reserve fund

Interest

Revenue provided to your utility from a fixed charge, usually a percentage of the
total amount, you receive from any of your accounts.

Other Revenues

Select one of the following options:

One-time fees

Revenue from one-time fees

Bulk sales

Revenue from bulk sales

Contract sales

Revenue from contract sales

Product sales

Revenue from product sales

Other

Select “Other” if you wish to add a new revenue category using the field below
the dropdown menu. New entries are added to the “Other Revenues” category
once the data are saved.

Expense: Money spent by a company or facility to continue its ongoing operations

Operating Expenses

Select one of the following options:

Maintenance

An expense incurred for all technical and associated administrative actions
intended to retain an item in, or restore it to, a state in which it can perform its
required function.

Equipment Costs

Cost of regular maintenance and repair of equipment. Also includes expenses
on equipment leased to operate the system.

Salaries and Benefits

An expense incurred for personnel costs for administrative and maintenance
staff and their operating functions as well as medical insurance, retirement,
vacation, etc.

Supplies Supplies

Chemical Materials used for treatment necessary to make water safe to drink.
Contracts Contracts

Utilities An expense for services such as gas, electricity, telephone, water and sewer

that are provided to your facility for normal use.
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Monitoring and Testing The process of assuring the water treatment process is effectively cleaning the

water.
Emergency Emergency expenses
Rent or Mortgage Non-personnel cost for operating your office
Insurance The money you set-aside for insurance for your utility
Services An expense incurred to provide safe drinking water or wastewater treatment to
customers by your facility
Training Costs Costs associated with continued education, conferences, and certifications for
supporting staff
Billing Costs Costs associated with meter reading, mailing of bills, and processing of returns
Fees Fees
Security The money spent on establishing security for the utility to meet any regulatory or
safety requirements
Capital Improvements Capital improvements
Debt Payment Debt payment

Capital Reserve Contribution Capital reserve contribution

Emergency Reserve Emergency reserve contribution
Contribution

Other Select “Other” if you wish to add a new expense category using the field below
the dropdown menu. New entries are added to the “Other Revenues” category
once the data are saved.

Click the “Add Another Line Item” button to add the current line item to the revenue or expense table and to
clear the fields. Do this as many times as needed to enter each revenue and expense for your utility. You can
select the line item's type of cost from the existing types. Or you can add other cost types as a revenue cost
type (to represent income to your utility) or as an expense cost type (to represent costs incurred) to ensure that
the cost is taken into consideration when calculating utilities revenue and expenses for the selected year.

When you are done entering revenue and expense line items for a given year, click “Save” to save your data or
click “Save and Add a New Year” to save your data and clear the form in preparation for selecting another
year to work with.

Take Note! Be sure to save your data before switching years or exiting the My Finances module! If
you do not use one of the save buttons at the bottom of the form, all new data will be lost.

7.3 Additional Features

The My Finances page has several additional features to help you visualize the financial history of your utility
and to get help with the data entry forms.

7.3.1 Graph Your Financial Data

Click the “Graph It” button to open a window that shows the financial record of the utility. This graph shows
aggregated totals for actual and budgeted revenue and expenses for each year for which there are data (Figure
7.4).
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Figure 7.4 Graph of actual and budgeted revenue and expenses

Take Note!

example, will appear as $0.1 million.

7.3.2 Print Worksheet

If you find it easier to list revenue and expense categories using pen and paper, you can print out a hard copy
of the Finances worksheet (Figure 7.5). A copy of this worksheet is also available in the Getting Started with
CUPSS Workbook and Appendix B of this guide. Use the “Print Worksheet” link at the top of the My Finances
module to open the form.

The y-axis on the My Finances graph is in millions of dollars; therefore, $100,000, for
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Figure 7.5 Finances worksheet

Take Note! The Finances worksheet is available as an .rtf file. When you click the “Print
Worksheet” link, the file will open in the default word processing application on your
computer (Microsoft Word, for example).

7.4 Training and Help

For help with the form fields, click the “Training” link at the top of the My Finances module to view Flash
Tutorials that provide a brief walk-through of this section. Click the “Help” link to display an indexed version
of the CUPSS User’s Guide.
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8 My Check Up

Why Use Asset Management?
The City of Portland has recently started using asset management to analyze the life of its
assets. The City describes how asset management vastly altered its long-term plans:
“We have more than 400 miles of cast iron pipe installed before 1915. If we assume a
standard engineering life of 100 years, we would have to plan for a huge replacement
investment. We used failure curve analysis and historic leak and break data to
estimate the useful life of old cast iron pipe. We concluded that the useful life was at
least 250 years, while there are many assets that require attention, most of our old
cast iron pipe should serve our needs far into the future.”

Determining an asset’s remaining life is a complex process. CUPSS uses a simple approach and
doesn’t make a lot of assumptions. The information that CUPSS uses to help estimate the
remaining useful life includes the estimated useful life value, the installation year, and the
condition rating. See Appendices C and D for descriptions of the calculations used in the My
Finances and My Inventory modules.

CUPSS generates two customizable reports: My Asset Check Up Report and Benefits to My Utility

My Financial Check Up Report. The My Asset Check Up Report allows you || CUPSS reports can be used to

to generate a targeted report showing assets for a specific utility that have a || present the information found in
particular status. The My Financial Check Up Report provides a CUPSS in an organized fashion to

your community decision makers

comprehensive look at the financial status of your utility and helps you see 2nd stakeholders.

future needs for annual revenue and reserve funds. These reports provide a
great foundation for your utility and are extremely customizable for your personal needs.

To work with these reports, click the “My Check Up” button. This opens the My Check Up module (Figure
8.1).
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CUPS$ Check Up Program for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit

IFS My F S My
9‘ Finances r Check up

[Beaut).f ¥Yiew Acres Subdivision - DW Checkup ReportsJ

CUPSS can generate bwo "Check Up" Reports to help you analyze the data entered into CUPSS. These reports can help you
communicate with local decision makers and are the first step to developing an asset management plan.

My Asset Check Up Report My Financial Check Up Report
‘iew and customize wour prioritized list of assets. ‘Wiews and customize budget predictions of up ko 10 vears in the Future

Figure 8.1 My Check Up options

8.1 My Asset Check Up Report

Click on the notepad and pencil icon (on the left) to open the My Asset Check Up Report page (Figure 8.2).

From this page, select the options you wish to include in your My Asset Check Up Report. Table 8.1 describes
the fields available on the My Asset Check Up Report page.

[Beauty ¥iew Acres Subdivision - DWW Asset Inventory Repnrt]

Select from the criteria below ta customize your Asset Check Up Report and click. "Print Report”,

Select Utility

Include in the Report Al Assets j

Select Asset Status to Include Ackive
Mot in Use - Abandoned
Mot in Use - Back Up
Future Investment

Print Report

Figure 8.2 My Asset Check Up Report options
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Table 8.1 Fields on the My Asset Check Up Report page

Field Description
Select Utility Select the utility you wish to add to the report.
Include in the Report Use the dropdown menu to indicate whether to include only the high-risk

assets (based on consequence of failure) or all assets in the report.

Select Asset Status to Include Select one or more asset status categories to include on the report. Hold
down the Ctrl key to make multiple selections.

When you have finished making your selections, click “Print Report” to generate the report.

Take Note! The My Asset Check Up Report opens as a Rich Text Format (.rtf) document in your
default word processor, which you will be able to print on your printer. To make the
charts shown in the reports larger, use your mouse to drag the top, bottom, left or right
image borders. You can also change the page layout from portrait to landscape to view
different sections of the report in a wider format.

8.2 My Financial Check Up Report

Click on the checkbook and calculator icon to open the first page of the My Financial Check Up Report form
(Figure 8.3).

Wl'ss Check Up Program for Sma” Systems Set-up | Switch Uility | Create User | Help | Training | Exit

";5 My z S 2w
4’ Finances r Check up === CUPSS Plan

[Beauty Yiew Acres Subdivision - DW, Financial Checkup Report]

Select From the criteria below to beqin customizing wour Financial Check Up Report. Then dlick "Save and Continue".
(*) Indicates required fields
*Step 1 CUPSS allows you to select the year that you would like the My Financial Check Up Report
* Lo use as the starting point to provide a 10 year projection on the planned finances of your utility:

ISeIect Year 'l i Use Ackual Costs 7 Use Budgeted Costs

*Step 2 CUPSS allows you to enter an average growth based on how your community is 0
P < expected to grow over the next 10 years. Please select one of the following:

¥ Use CLUPSS average growth of 5% to be applied to all vears.
™ Enter an average annual growth For all vears predicked, I i
{~ Enter annual growth for each of the vears,

2009 | % 2010 | w2011 | % 2012 | % 2013 | o
2014 | % 2015 | W 2016 | %o 2017 | % 2015 | o

*¥Sten 3 CUPSS allows you bo enter an inflation rate in order to make this model more 7]
P o accurate. Please select one of the following:

¥ Use CLUPS5 average inflation of 3% to be applied to all years.
{~ Enter an average inflation to be applied to all years. I o

{~ Enter an average inflation For each vear,

2009 | % 2010 | w2011 | % 2012 | % 2013 | %
2014 | % 2015 | W 2016 | %o 2017 | % 2018 | o,

" Enter an inflation value for each expense within the My Finances,

Save and Continue > >

Figure 8.3 First page of the My Financial Check Up form

The purpose of the My Financial Check Up Report is to help you with long-term financial planning. CUPSS
does this by accounting for all revenues and expenses entered into the My Finances module, all capital
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improvement needs based on asset consequence and probability of failure (from the My Inventory module),
and some additional information entered here, in the My Financial Check Up Report pages. Information
collected on the first page accounts for the year that you determine as your starting point (Step 1), the
anticipated growth of your system (Step 2), and anticipated cost increases due to inflation (Step 3). The second
page brings all of these pieces together to help you understand the current and future financial situation of your
utility.

8.2.1 Future Growth and Inflation
On the first page of the My Financial Check Up Report, you will determine your starting point, which values

to use for growth (how much your customer base will increase or decrease in a given year), and inflation.
8.2.1.1 Step 1: Starting Point

The first step is to determine a starting point that you would like the My Financial Check Up Report to use to
provide a 10-year projection of your utility’s planned finances.

1. Select the year you would like to use as your starting point.
2. Select whether you would like to use Actual Costs for that year or Budgeted Costs.

*¥Step 1 CUPSS allows you to select the year that you would like the My Financial Check Up Report
Pl to use as the starting point to provide a 10 year projection on the planned finances of your utility:

ISE|EE|: Year "I { Use Actual Costs 7 Use Budgeted Costs

Figure 8.4 Step 1 of My Financial Check Up Report

8.2.1.2 Step 2: Growth

Determining a rate of growth for your customer base helps you predict future operating costs for your utility.
Step 2 has three options for selecting or determining future growth (Figure 8.5):

1. Use an average annual growth of 5% to be applied to all years (based on the census average for the
entire United States)

2. Enter an average annual growth for all years predicted
3. Enter an annual growth for each of the years (year 1 through year 10).

Take Note! If you select the second or third option, you must enter a value in the available fields
(even if you anticipate zero or negative growth).

*¥Step 2 CuUPss allows you to enter an average growth based on how your community is 0
P <. expected to grow over the next 10 years. Please select one of the following:

{¥ |lse CUPSS average growth of 5% to be applied ko all years.

{~ Enter an average annual growth For all vears predicked. I %
{~ Enter annual growth for each of the years,

2009 [
——

Figure 8.5 Step 2 of My Financial Check Up Report

I o %o 2011 I Yo zZ012 I Yo 2013 I o
2014 I o Y zZ016 I I I o

Yo 2017 %o 2018
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8.2.1.3 Step 3: Inflation

In Step 3, you can enter an inflation rate to increase the accuracy of the model. There are four options for
selecting future inflation rates (Figure 8.9):

1. Use an average inflation of 3% to be applied to all years

2. Enter an average inflation to be applied to all years

3. Enter an average inflation for each year (year 1 through year 10)
4

Use the inflation values entered for each expense entered in the My Finances module. (You can use
this option only if you included inflation rates for the expense line items in the My Finances module.)

Take Note! Do not add commas or percentage signs in the text boxes.

*Step 3, CUPsS allows you to enter an inflation rate in order to make this model more o

accurate. Please select one of the following:
% |lse CUPSS average inflation of 3% to be applied to all vears.
™ Erter an average inflakion ko be applied ko all vears, U

" Enter an average inflation For each year.

2009 I %, 2010 I Y 2011 I Y 2012 I Y 2013 I Y
2014 I Y I I Y 2017 I I Y
™ Erter an inflation walue For each expense within the My Finances.

Figure 8.6 Step 3 of My Financial Check Up Report

If you select “Enter an Inflation value for each expense within the My Finance” option under Step 3, you will
see all the CUPSS expenses entered for a particular year that was selected under Step 1. Enter the inflation rate
by double- or right-clicking on the Inflation Rate column of a particular expense item. If inflation rates already
exist, review what you have entered and click the “Save and Continue” button. CUPSS will use the average
inflation rate for all expenses for all 10 years in the My Financial Statement on the next screen.
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CUPSS Check Up Program for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit
T m—

-t f ¥ ' — S b
My i y - y =% My ‘;/ My B My
‘ﬁ Homa X ._ ] a Finances I ' Check up #==" cUPSS Plan

[Beauty ¥iew Acres Subdivision - DW, Financial Check Up RepurtJ

Type of Expense Budgeted Actual Inflation Rate

Rewvenue from user rates 13860.00 0.00 3.00
Other Revenues 20000.00 20000.00 0.00
Maintenance 600,00 0.00 3.00
Salaries, wages, benefits 3600,00 0,00 3,00
Supplies 0.00 0.00 3.00
Utilities 703.11 0.00 3.00
Insurance 250,00 0.00 3.00
Billing Costs 1300,00 0.00 3.00
Fees 307,96 0.00 3.00
Capital Improsvements 1000,00 0.00 .00
Capital Reserve Contribution 5000,00 0,00 3,00
Taxes 62,72 0.00 3.00
storage tank S0000,00 0.00 0.00

< <Previous Save and Continue

Figure 8.7 Step 3 of My Financial Check Up Report

When you are finished making selections for growth and inflation, click “Save and Continue” to continue to
the next page (Figure 8.8).

Save and Conbtinue ==

Figure 8.8 “Save and Continue” button

8.2.2 My Financial Statement

The second page of the My Financial Check Up Report pulls together all the financial data entered in CUPSS
to present a comprehensive financial picture for your utility. This page is divided into three windows:

1. My Financial Projections
2. Ratios
3. Financial Projection Summary Graph

Once you have edited the data on this form to your satisfaction, click the “Generate Report” button at the
bottom of the form to generate the My Financial Check Up Report.

Take Note! The My Financial Check Up Report opens as an .rtf document in your default word
processor, which you will be able to print on your printer. To make the charts shown in
the reports larger, use your mouse to drag the top, bottom, left or right image borders.
You can also change the page layout from portrait to landscape to view different sections
of the report in a wider format.
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The following sections describe how to work with and interpret each window of the form.

8.2.2.1 Financial Projections Window

The Financial Projections window shows predicted values of both revenue and expenses for your utility, using
the numbers provided on the previous page and the information entered in the other CUPSS modules (Figure
8.9). CUPSS provides the ideal, most aggressive suggestions for you to follow. To use a more realistic,
conservative approach, you have the ability to override the recommended replacement dates and adjust
expected revenues and expenses to find the perfect balance for your utility by editing some of the fields
directly. Table 8.2 describes each of the fields on the form and explains how to work with the numbers (where
possible).

Take Note! All equations used in the My Financial Check Up Report are described in Appendix C.

[Beauty ¥iew Acres Subdivision - DW, Financial Checkup Repnrt]

This screen allows wou ko fine-tune your budget projections. 0
—— oo
Inflatien 9 oo 300 3000 300 3000 3,00

Groveth 9 oom 50000 50004 50000 50004 5.4
CashonHand & Reseve Fund ) 12707.26  7MO7.57 13604524 14659076 15739262 1684,
Anrus | Dipérating Ex i O s 736940 05027 8506.01 028360 1002
Ca pita | I prove memts 9 e LO40S0.00  0.00 0.00 3500.00  0.00
Anmus | Dbt Pay ment & oo 0.00 0.00 0.00 0.00 0.00
o pith| Rt o [sosee.36  [seseee  |7saas  |7amae [7maaae [esa
CLPRS Reciti i ects 59560.36  59560.36 I54.36 75436 754,36 6844
Emermgency Resemne o [rros.05  [1sa242  [1mses2  |2vem0  [me2 (256

Tota | At | Coet o Dioimg Busimess 0 SR, 10 17383148 17493.45 1B289.37 22618, 97 1937

Revime frm Feas &) L6000 [1as53.00  [1s28D.65  [16044.68  |16846.92  [176%
R mue Frim G rambs o 0w fo.00 .00 fo.00 .00 fo.00
PE— p— PE— p— o
fo.00 .00 fo.00 .00 fo.00
Rownmee Frim L e 0 0.0

Term [ Rate Teerm | Rate Term [ Rate Teerm | Rate Term,

|n.nn |n.nn |n.nn |n.m |n.nn |n.nn |n.nn |n.m |n.nn

Bavings Withdraves| o9 .00 fo.00 .00 fo.00 .00 fo.00

Dther Revemes o 0w fo.00 .00 fo.00 .00 fo.00

Revemae Surphes/ Deflit Lf MBI SITAE 21280 WA W20 16w

Figure 8.9 Financial Projections window

Take Note! When you are finished editing the information within the Financial Projections window,
be sure to click the “Save and Continue” button at the bottom of the form to save the
changes. If you don’t, all changes will be lost when you leave the My Check Up module.

Table 8.2 Fields available on the Financial Projections form

Field Description

Inflation The inflation rate shown for each year is based on the selection from Step 3 of the
previous page (see Section 0 for more information about selecting an inflation rate).

Growth The growth rate shown for each year is based on the selection from Step 2 of the
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previous page (see Section 8.2.1.2 for more information about setting a rate of
growth).

Cash on Hand

This number comes from the My Finances module. Numbers from subsequent years
are based on the interest rate indicated in the My Finances module.

Annual Operating Expenses

This is a sum of all line items from the My Finances module categorized as expenses.
Click the linked numeric value to open the My Finances module. Here, you can edit
line items to change the number displayed in the Financial Projections window. When
you have finished modifying the data, click “Save Report” to return to the My Financial
Projections window.

Capital Improvements

This is a sum of the costs required to replace assets that have reached the end of
their life-expectancy. These costs are allocated to the year in which the asset is due to
be replaced. Click the linked numeric value to open the Capital Improvements page
within the My Inventory module. When you have finished modifying the data, click
“Save and Return” to return to the Financial Projections window.

Debt Payment

This is a sum of all line items in the My Finances module categorized as debt
payments plus any loan expenses.

Capital Reserve

Use this field to indicate the amount of money needed each year to account for future
asset replacement costs. See Appendix C for more information on how to calculate
this value. NOTE: Do not add commas or dollar signs in the text boxes.

Emergency Reserve

Use this field to indicate how much money is available in your emergency reserve
fund. CUPSS recommends that 25% of annual operation expenses be set aside in an
emergency reserve fund. NOTE: Do not add commas or dollar signs in the text boxes.

Total Annual Cost of Doing
Business

This field shows the estimated operation costs for each year.

Revenue from Fees

For the current year:

This is the sum of all line items in the My Finances module categorized as “Revenue
from User Rates.”

For future years:
Estimate the amount of revenue expected from fees.

NOTE: Do not add commas or dollar signs in the text boxes.

Revenue from Grants

For the current year:

This is the sum of all line items in the My Finances module categorized as “Revenue
from Grants.”

For future years:
Estimate the amount of revenue expected from grants.

NOTE: Do not add commas or dollar signs in the text boxes.

Revenue from Loans

For the current year:

This is the sum of all line items in the My Finances module categorized as “Revenue
from User Rates.”

For future years:

Use the “Amount,” “Term,” and “Rate” fields to estimate the total amount of revenue
expected from loans.

NOTE: Do not add commas or dollar signs in the text boxes.

Revenue from Loans: Amount

Enter the total amount of all outstanding loans. NOTE: Do not add commas or dollar
signs in the text boxes.

Revenue from Loans: Year
Term

Enter the term for all outstanding loans. NOTE: Do not add commas or percentage
signs in the text boxes.

Revenue from Loans: Rate

Enter the rate expected for all outstanding loans. NOTE: Do not add commas or dollar
signs in the text boxes.

Savings Withdrawal

Indicate the amount of money you expect to withdraw from savings for each year.
NOTE: Do not add commas or percentage signs in the text boxes.
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Other Revenue For the current year:

This is the sum of all line items in the My Finances module categorized as “Other
Revenue.”

For future years:
Indicate any additional revenue expected for each year.

NOTE: Do not add commas or dollar signs in the text boxes.

Revenues Surplus/Deficit This field shows the annual expected surplus or deficit based on the values entered in
the fields above.

As with all CUPSS modules, the more complete your data are, the better the predictions of the financial status
of your utility will be. Take some time to research and enter relevant information to get the most
comprehensive picture of your current and future monetary situation.

Again, remember to save the information entered in the Financial Statements window by clicking “Save
Report” at the bottom of the form.

8.2.2.2 Ratios

The Ratios window provides a visual representation of the Operating, Debt, Benefits to My Utility

Sales, and Expense ratios (Figure 8.10). CUPSS ratios provide you with a
quick summary of the financial

Ratio's | g ‘ health of your utility.

Operating Ratio (Operating

- m@— Revenue/Operating Expense)
l e @

T o The operating ratio demonstrates the relationship between operating
® revenues and operating expenses. A high ratio indicates that the

0.04 organization has achieved operating efficiency by keeping expenses
J low relative to revenue.

EEE
o;oz0

1.92 045
o B ) Debt Ratio (Total Liabilities/Total Assets)
187 a4z The debt ratio measures the amount of debt being used by the
2011 Ry oay organization. A ratio of 0.6 means that 60% of operations have been
‘ ' financed with debt and the remaining 40% have been financed by
2012 -+

o equity.

o Sales Ratio (Sales/Total Revenue)

o x| | The sales ratio measures the percentage of total revenue that is made
! up of sales from operations. A low ratio indicates that the

organization is overly reliant on outside funding.

:

2003

]
CEmTatatata TS
;0 0:0:0:0:0;
0:0:90:0:0:0_0;

L@
L

Figure 8.10 Ratios window

Expense Ratio (Operating Expense/Total Expense)

The expense ratio measures the amount of operating expenses compared to total expenses. A high ratio
indicates that most expenditures are for operations, leaving the remaining balance for non-operating costs
(such as debt service and capital improvements). If the non-operating balance is small, the utility is not likely
to meet all of its capital-related expenses, which might cause the system to deteriorate more rapidly.

Green circles indicate a healthy ratio and yellow a moderately healthy ratio; red circles might indicate
underlying concerns. This window is another way to visualize the financial health of your utility. See
Appendix C for more information about how these ratios are calculated.
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8.2.2.3 Financial Projection Summary

The third window on the Financial Statement page shows an image of the Financial Projection Summary
graph. Click on the graph to open a larger version (Figure 8.11).

Financial Projection Summary

25,000 A - 25,000
e Lo
-25,000 - - 25,000
-50,000 - - 450,000
-75,000 - - 75,000
-100,000 - --100,000
-125,000 - - 126,000
-150,000 - - -150,000
175,000 - - 175,000
2008 2010 2012 2014 2016 2018

fear

& Revenue —# Costof Doing Business B Surplus / Deficit

Figure 8.11 Financial Projection Summary graph

This graph shows the projected revenue, cost of doing business and surplus/deficit ratio for the next 10 years.
The graph is just another way to visualize the financial status of your utility.

Take Note! To make the Financial Projection Summary Graph popup larger (and show a shorter
year sequence), use your mouse to drag the top, bottom, left or right image borders.

Training and Help

As mentioned above, the buttons at the bottom of the screen are important to the functions of the module
(Figure 8.12). Click “Previous” to return to the first page of the form to change the starting year, growth rate
and/or inflation rate. Click “Save Report” to save information you have entered in the report; do this often.
Click “Generate Report” to open the Rich Text Format file containing the report.

< < Previous Lave Report Generate Report

Figure 8.12 My Financial Check Up Report buttons

8.3 Training and Help

For help with the form fields, click the “Training” link at the top of the My Check Up module to view Flash
Tutorials that provide a brief walk-through of this section. Click the “Help” link to display an indexed version
of the CUPSS User’s Guide.
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9 My CUPSS Plan

Why Use Asset Management?
The Autumn Acres Mobile Home Subdivision in Delaware County, Indiana, is a small (34-residence)
community that used a basic two-well drinking water system. Because no Certified Operator was working
with the utility, the utility was out of compliance with state regulations. In addition, no water sampling
was being completed and the system was unable to afford the testing. The Indiana Department of
Environmental Management identified several problems with the utility, which eventually led to an asset
management review of the system.

Through the evaluation, the “system’s owners/personnel realized that they could not afford to do the
sampling as well as the replacement cost of its infrastructure. Working very closely with the system and a
nearby town, Autumn Acres remains a public water system, except now they are a purchased water
system. By Autumn Acres connecting to the Town of Yorktown water system using a single meter and by
becoming a purchased water system, their cost of running the water system are reduced to an affordable
level for all residents.”

I Benefits to My Utility

CUPSS provides you with the
ability to create a single asset

. S ’ management for up to 2 utilities.
entered throughout CUPSS and formats the information into a user-friendly CUPSS step by step wizard

My CUPSS Plan is a tool created to help you create a customized asset
management plan. This comprehensive feature draws information you have

report. This tool is very useful because the final output is a clean, easy-to- provides boiler plate text to help
read report about the state of your specific utility. The finalized report will develop the Asset Management
provide an array of information both for you (to use internally to help better || Plan saving you time while
manage your plan) and for decision makers who might not be familiar with providing you with the flexibility to
your utility. create a customized plan. All of

the information previously entered
in CUPSS is referenced in the

9.1 Begin a New My CUPSS Plan plan.

On the My Home page, click the “My CUPSS Plan” button to see the list of My CUPSS Plans already saved
(Figure 9.). Click on “Begin a New My CUPSS Plan” to start a new plan. Right-click on a previous version
and select “Edit Row” to make edits to the report (Figure 9.12).

[Beauty Yiew Acres Subdivision - DW CUPSS PIanJ

Click on the "Begin a New My CUPSS Plan” button to start a new plan. To view or edit a previous version, right click on
the entry in the table below and select "Edit Row". If you would like to delete a previous version, select "Delete Row™.

Person Tide Yersion Motes Date Added
1

BOUNLEYY Bob 4132008
BOUMLEYY bdurlevy 1 4/9/2005

Recent Yersion Changes

Figure 9.1 My CUPSS Plan page
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PSS Check Up Program for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit

5 FS
My . My &%) My 7 S T b My
Inventory / o&M , Finances r Check up CUPSS Plan

{Beauty ¥iew Acres Subdivision - DW CUPSS PIanJ

Click on the "Begin a New My CUPSS Plan” button to start a new plan. To view or edit a previous version, right click on
the entry in the table below and select "Edit Row". If you would like to delete a previous version, select "Delete Row".

Begin a New My CUPSS Plan
Recent Yersion Changes

Person Title ¥ersion Notes Date Added
EDLINLEYY Bob 1 /32005

BDUMLEYY blunleyy ;

] Edit row
[ & Remove Row

Figure 9.1 Edit previously created My CUPSS Plans

Take Note! When beginning a new plan, you can select as many or as few utilities as desired to be
included in your comprehensive plan. Hold down the Ctrl key to select multiple utilities.

9.2 Plan Information

The next step is to enter specific information about this plan (Figure 9.2). When you have finished entering
data, click “Begin a New My CUPSS Plan” to continue.

[Beautv Yiew Acres Subdivision - DV Plan InfurmationJ
Enter Flan Infarmation

(*] Indicates required fields

* Select Utility(s) you would like to | Beauty Yiew Acres Subdivision - D
generate the plan for Beauty View Acres Subdivision - Wy
Beautywview Drinking \Water

#*MName I Michael adler

* Yersion Mumber I 1

Motes

Date 4/15/03 11:43 M

Begin a Naw My CUPSS Plan

Figure 9.2 Plan Information page

Table 9.1 shows the fields available on the Plan Information page.

Table 9.1 Fields available on the Plan Information page

Field Label Description

Select Utility(s) you would like to generated the plan for Select one or more utilities to add to the report. Hold down
the Ctrl key to make multiple selections.

Name Enter your name (format: “First Name” “Middle Initial” “Last
Name”) You can also enter your job title (e.g., Name — Job
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Title).

Version number If multiple versions of MY CUPSS Plans have been or will
be created, indicate which version number this plan is.

Notes Enter notes if desired and/or necessary.

9.3 My CUPSS Plan Wizard

There are seven items to fill out in “My CUPSS Plan Wizard” (Figure 9.3). Although this may seem daunting,
much of the information is pre-populated and the wizard will not require a large amount of effort on your part.
The seven steps are

1. Step 1 — Utility Profile

2. Step 2 — Mission and Level of Service (LOS) Agreement
3. Step 3 — Critical Assets

4. Step 4 — O&M Strategy

5. Step 5 — Capital Improvement Plan (CIP)

6. Step 6 — Financial Management Strategy

7. Step 7 — Finalize Plan

cuPrss Check Up Program for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit

f;j My gy 2w
# Finances r Check up #= CUPSS Plan

[Beauty Yiew Acres Subdivision - DWW ULility PruﬁIeJ ‘ ‘

2. MISSION AND 3. CRITICAL 4. 0&M 5 6. FINANCIAL 7. FINALIZE
LOS AGREEMENT ASSETS STRATEGY CIP MANAGEMENT STRATEGY PLAN

1. Uiy
PROFILE

Figure 9.3 My CUPSS Plan Wizard page

Take Note! It is important to remember to save the contents of your report after each step. To
complete the plan, click on “Save and Generate Plan.” To continue working on the plan,
click on “Save and Continue” at the bottom of the page to move to the next step (Figure
9.4).

< < Previous Save and Generate Plan Save and Continue > >

Figure 9.4 Saving My CUPSS Plan Wizard

9.3.1 Step 1 — Utility Profile

Three fields can be filled out in Step 1 (Figure 9.5). As you can see, CUPSS has already loaded some text into
your system. Where there are [brackets], the CUPSS program will replace the text you see below with
information specific to your utility. Read through the text and add anything that you think would be valuable.

1. Introduction

2. Utility Overview. Note that you are asked to list your customer categories. The schematic that
you create in My Inventory will also appear below the text.
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3. Asset Management Team. Note that you are asked to enter the number of staff working on your
utility and to list active and support staff. Also enter each team member and his or her
responsibility on your team. This information is important because it will demonstrate authority

and identify key contact people.

2. MISSI0N AND 3. CRITICAL 4. D&M 5, B FRaancia . FINALLTE
LOS AGHEEMENT ASSETS STRATEGY ClP MANACZEMENT STRATEGY Puay

1.0 Introdesc tion &

This fssed Mlanagement Plan i For the Besuty View Sores Subdivsion - DW snd describes how e gty ) will manage the niftstnachre sets, &
Cirthiion garaate denaih S roglilars regas Sk wiler afclle waibisatir et 0o be steoely maniged eough cheelul Sarkenncs,
repar aned replacement decisions. Thes plan ks an effectsve bool for combining bechrical, management and financial practces bo ermre that the level
of servicn required by the community & provaded ot ithe sppropriate oost,

Thes it e By ol purpeeit:

=

20 Litiity Dverview &

Thes Bes ity Viesw Aores Subadsision - DW conssts of Source, Puspang Facilty, Trestment, Sorsge, Distvbotion, Other sosets serving [inseet -
commendy names]. The ubiity delvers [0 millon gallore: per dary of waber o X3 of connections.. The whllty [l not ] inberconneched or dhared

vathy othew drirking ublties. [1 inkerconredted, idcate name of utlites nterconteched with, poinks of Intarconfecton, avensge and pask o,
aredllegal srvangements]. Maps of the utilty sre maintaired by the utiiey o [ingert location])

Thes Follcasing & & brestadown of customer categories:

Figers 1. 1. Beauy View Aores Tuldivicien - D Lnilny Sohamatio

2.1 Asset Management Team o

Phar: Tod carmgas, L [f Seareg Cood Qasion Afed DCawr Iyt | & & Wreiived with Eh O (ifee projecks, e ssel Mnagerer, Lea & :I
resporsble for coordrating such irvobement in the devveliopang and implsmenting this plan. More specific roles and responsbdities are sted in Tabis

21 o] Tabely 2-2.

Thes Folloaving describes: the rokes and responsblibes of sach gecet mansgement beam member kebed in Table 2-1 snd Table 2-2,

1. [Erker Team Member - Resporabdty] hd

Tabls 2.1, Besmy Viesr Aores Subdivirsan - ) At Mansgement Tesm &
Role |

Heden Howard TreasuneSecrelary, Beosly Yiew Acres Landowners Assn Baard Membier

Robert Dusndewy Envwiranmental Engineer, LISEPRL EFA Contact

Sheye Wyatt 'I-mum Drepartament of Matural Shate Contact

Dian Duugherty ‘Waber Specialist Missourh Department of Matural Besowrces. Shate Contack

Tk fier aollmned Aleraiedis b b e Tl w v ok Boe o WP alsar B psmeh alidonrs Tarknie sl Aosishanss Beaklar =

e

Figure 9.5 Utility Profile page

Be sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the fields.

9.3.2 Step 2 — Mission and LOS Agreement

Level of service (LOS) is the foundation of an asset management program. By
meeting or exceeding customer expectations, your utility greatly improves its
ability to recover the full cost of doing business.

It is worth taking the time to carefully consider short- and long-term goals in
conjunction with your My CUPSS Plan. This will help you establish best
practices, as well as prioritize and optimize everyday activities.

Benefits to My Utility
CUPSS allows you to define and
track your LOS goals so that you
can improve the service of your
utility and keep your community
happy.
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It is important to consider multiple service areas, including regulatory compliance, when considering how the
utility will approach LOS. These areas include

*  Number of breaks per mile that are acceptable

* Length of time from report of a leak or break until repair

*  Amount of notification (and method) prior to a scheduled shutdown

* Amount of notification (and method) prior to a nonscheduled but nonemergency shutdown
*  Quantity of unplanned interruptions in service versus planned interruptions
*  Number of hours to fix the pipe break once on-site

* System losses maintained at less than X% overall

*  Maximum system flow will be X gpd

*  Water pressure will be maintained throughout the system at X psi

* Rates will be raised annually to avoid rate shock in the system

¢ Rates will be reviewed annually

* Storage capacity will be maintained at X gallons total

* No water outage will be longer than X hours total

* Customers will be notified of planned system outages at least X hours or X days before the
interruption

* Customers will be notified at least X minutes prior to shutdown for an emergency condition,
unless life-threatening conditions cause a need for immediate shutdown

*  Water conservation will be instituted to reduce average daily use by X percent in Y years

The way the goals are stated is also important. Goals should be SMART—Specific, Measurable, Attainable,
Realistic and Time-based. By using the SMART approach, a utility can not only set goals but also achieve
them. Use these concepts to implement SMART goals:

Specific
*  Well defined
* Clear to anyone who has a basic knowledge of the utility
Measurable
* Know if the goal is obtainable and how far away completion is
* Know when it has been achieved
Attainable
* Capable of being reached
Realistic
*  Within the availability of resources, knowledge and time
Time Based
* Enough time to achieve the goal
* Not too much time, which can affect utility performance

The table below lists examples of well-written, achievable LOS goals.
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Table 9.2 Example Level of Service Goals

Example LOS Goals

System will meet all state and federal regulatory standards.

Water losses will be maintained below 12%.

Under normal conditions, pressures will be maintained between 30 and 70 psi.

No adverse event, not related to electrical failure or severe weather condition, will cause the customer to be without water
for more than 8 hours at a time.

Unscheduled water supply interruptions will be reduced 5% per year until a 25% reduction has been achieved.

All customer complaints will be investigated within 2 business days of reporting the complaint.

Customer will be notified of how well the system meets the LOS criteria on an annual basis.

Three fields can be filled out in Step 2 (Figure 9.6).

3. CrimcaL 4, D&M 5. [y 2 TR 7. FIsALERE
ASEETS STRATEGY cip MANALEMENT STRATECT PLAN

1.0 Misslon Statement &

The mission statement delines the goak: of ithe Besuty View Aores Subdrvision - D and s the guide foe level of service agresments deusssd nithe
et section, Thee Beanty Ve iores Subdision - D mission statement i o foloss:

e comt B e onreg the performance of our drinking weabes feasteeaber plart and detributionjcollection Uty seets, whils minemiong e kng-
tortn oot oF operatre those msets. Wi thrive B2 takn e sk cost-plfacien rafiwal and ropliscement investrments anel proside the haghest <qualt:y
custioner seree podible.

4.0 Lewel ol Service Agreement &

Tha gaal of the Beauty Ve Aored Subdivision « D08 o b delheer sals walie By providies] serased Bhat moek o eoimed oustomer segectatons and &

gy wieh ledieral reguistions. The level of senice deseries the charstteristics of ublity's perlormance sudh 88 e fauch, ™ "ol what nature,”

el T Ereguerithy” shout the service. The ulilty's progress Lovand mesting thode ok vl be reported [time inberval]. The levels of service

et errines ther amount of funding that is requined to masntsin, renes and upgrade the rater infrastractune Bo prowide the customers sth th levels

of servce soaciied. Charges b B breek of service will hawe an impact on Funding requesments. _l
-

Aol bkl Fs«.-buamm :I

Table 4.1 Lovel OF Sarvics sk

Lowel af Sorvmm Gosh

4.1 Systom Growth &

[ Fisvsts Futres] [npoita fkoes rak npuntt] ciribiwois O imth [ 5% o fosnkei ] ot et ol [Puviber ] s, [ gromwth b ity Bpanvints
pesthed, the toe manageresnt i bo sdd the nfoamation heve] Thesefore, the utBtyles) [ daois what tha grosth o futurs Uty peguinsmants wil
s refiew b CIP mndl Pinarace Strasbagy For information)

L

Figure 9.6 Mission and LOS Agreement page

1. Mission Statement — The pre-populated text for the Mission Statement is shown below. If you have a
mission statement, replace the pre-populated mission statement with your own statement.
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2. Level of Service Agreement — This section of the asset management plan provides information on the
obligations of the utility, as well as future performance goals. This information is important because it
identifies the utility's goals and how often those goals are achieved, an important measure that the
utility is being managed effectively. You need to input data as prompted, including information
regarding how often goal performance will be met and which aspects of the utility have Level of
Service Agreements. Additionally, as discussed above, you need to input your Level of Service goals
and the level at which that the goals will be met.

3. System Growth — The pre-populated text for System Growth is shown below. This section of the asset
management plan provides you with information on the expected growth of the utility. This will help
the plan reader gain a better understanding of future challenges. The asset management team should
enter information on expected growth. This information should discuss how the expected growth
would influence system requirements and how growth will be addressed in the capital improvement
plan (CIP) and in the utility’s financial strategy.

Make sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the
fields.

9.3.3 Step 3 — Critical Assets
There is one field to be filled out for Step 3 (Figure 9.7).

[ Beauty view Acres Subidivision - DW Critical Assets |

1. Umury 2. MISSION AND 4, O&M 5 6. Financu 7. FIRALIZE
Pronwe LOS AGREEMENT STRATEGY cip MANAGEMENT STRATEGY PLay
5.0 Critical Assets &

[Forme ausals ane mmore important than olfsers in making Surs that customens rstene 1ahs drinking waber sndfor making surs that wasbessber i brasted
effectively. Therefore, the utlity(es) used the CLPSS software (developed by the U5, Ervironmental Probection Agency) bo identfy and pricritize
ritical assets and o Emprove practioss uhed For noutine operation and manbenance. This prooess ncludes revissang A asssts and neconding the
condtions (Mkelbood of Falure), criticality to the utility (oorssquence of Falure) and redundsncy (the number of back-up assets bo belp support each
iget) of each. This vl snsure that the utilty(ss) debears the bevel of servioe described in the previous section. The Baauty Yiew Acres Subdivision -
D asset mansgement team [has completed | ks in the process of completing] the crtical ssset assessment.

Tabls 5-1 and 5-2 kst sscats critical o maintan the parformance of the utility. [Rafer o the My Chadcup Sssak Irnvanbory Raport For additionsl
infoerastion on assets.]

Tabls 5.1. Bn.u-, Wiew Acred Subdiviiies - DW Critical Agiet Investory

wellz1 Wells and Springs  Poor Catastrophic  High Risk — Immediate Attention 2008-02-01
pumgp Pumping Equipment  Fair (Average) Catastrophic  High Risk - Immediate Attention 2011-02-01
Main valve  Pumping Equipment  Fair (Average) Major Medium Risk - Aggressive Monitoring  2008-02-01
Wellhouse  Buildings Good e Medium Risk = Aggressive Monitoring | 2008-02-01
Securily Pumping Equipment  Good Minor Medium Risk = Aggressive Monitoring  2008-02-01
Distribution Distribution Pipes Goad Majar Medium Risk — Aggressive Moniboring  2032-02-01
Tank Distribution Pipes Fair (Average) Cotastrophic  Mediom Risk — Aggressive Monitoring  S035-02-01

e R i P i

Figure 9.7 Critical Assets page

This section of the asset management plan provides information on the priority of distinctive assets within the
utility. This information is crucial because it provides the reader with a concise overview of the state of each

CUPSS User’s Guide 103



of the utility's critical assets, including information on the condition of the asset, the asset’s consequence of

failure, the risk associated with the asset and the asset's targeted replacement date. The critical asset
assessment should be conducted using the parameters in the My Inventory section of CUPSS. Assessment

procedures are presented in the Appendix D. Enter information about what stage you have reached in the asset

management process (complete/in the process).

Table 5.1 in the Asset Management Plan lists assets critical to the sustained performance of the system. These

assets were ranked using the probability of failure (as a function of condition and redundancy) and the

consequence of failure. The diagram in Appendix A of your My CUPSS Plan considers these factors and plots

each asset on a diagram. In addition, Appendix A contains the details of each of the assets in the utility.

Make sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the

Critical Assets field.

9.3.4 Step 4 — O&M Strategy
There are two fields in the “O&M Strategy” page (Figure 9.8).

Beauty View Acres Subdivision - DW D&M Strategy |

1. Umuity 2. MISSION AND 3. CRITICAL 4. D&M : B, FINANCIAL T. FINALIZE
Pra LOS AGREEMENT ASSETS STRATEGY cip MANAGEMENT STRATEGY PLan

on

6.0 Operation and Maintenance 7]

OB coratd of nouting, praventie and sier ey reacthes manbenanos. [ B section, i strabegy or O varies by the aidet, criscality,
condition and opsrabing history. The risk mastrix in by Check-up Asset Inventory Report provides the ublity(es) asats and identifies the risk walue for
each asset. This risk matric and section 5.0 of this dooument were used ars the basis for establshing the maintenance program & a way bo make sune
thiat the wtiy (e ) ackiness the highest ridk amsets, In ackition, the mainbenancs program sddresses e kel of servics perfomancs obisdtives bo
ensune that the utiity s nunning at & leved acoeptable to the: customes

Ursborpeiaztibed iciclenits could reguers changre the manbenitde dohidule for sofme adaeld, Tl i bidbies ooeractiod Sticeh il be Lakan i redpards
o ureapechesd inciderts, indhsding thoss Found during routine inspeections and O&M actreties, Uity staff wlll recond condition sssesoments when
ik erance s performed, ab establshed intervals, o during scheduled inspections. Assets rated af the top of the priceity ranking are preserted
edkowy et thes rainbenance Srabeges. A4 anh pieel i repsred or replaosd, ke condition will improve and therelfons can reduce tihe aeerall ik of the
szt Faling. The manbenance strategy vl be revisted ewvery [Enter Freguency].

6.1 Operation and Maintenance Strateqgy 1]

Roukines mantsnance i e day-to-day work necescsry to keep sssets opersting property, which inchades thes Following:

1. Ragular and ongoing anfussl Basks necessary bo keep the assts o theer reguined seevice level;

- Dy -to-day andfor genersl up-beap designed to keep the sssats oparsting &t the required levels of service;

3, Tarshs that prowide For the normal care and sttention of the asset induding repairs and minor replacements;

£ [Cernplsbe roukive mainkenancs tasks hene i bulst surmmary points, desories your methaods snd rationals for the mathods]

Pravventhos Mainhsnsnoe

Précvarkios mankeansncs 5 camied out Betsuse of & planned meanbensscs program (such & regulsrly schadullad ssal rapars) snd Rishoric sly
iproblesmate; operastions (such a5 blodkages and root infestation)).

Aol tiree manbenance -

1 I rererdat n reacecscd rom msa-tansce o b acks hara s bedal o erenwre feael s deadirdu wes e mad Feets sl o sk ke fer Hu mastieels 1 ;!

Figure 9.8 O&M Strategy page

1. Operation and Maintenance —This section of the asset management plan provides information on the
operation and maintenance plan for the utility. This information is important because it will inform the
reader about the methodology used in determining when the utility needs to be repaired, replaced, etc.

Use this section to describe the rationale and features for the maintenance program, including any

routine or preventive practices and specific O&M challenges. In addition, you might want to describe
how you are using CUPSS to improve your O&M practices and indicate how often the maintenance

strategy will be revised and updated.
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2. Operation and Maintenance Strategy — This section of the asset management plan provides
information on the strategy used to better manage routine, preventive and emergency maintenance and
provides a summary of maintenance operations performed. Complete the bullets under each category
with information about completed maintenance, the methods used to complete the maintenance and
the rationale for using the methods. This information is important because it provides the reader with a
comprehensive overview of the operation and maintenance strategy and past completed tasks.

Make sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the
O&M fields.

9.3.5 Step 5 — Capital Improvement Plan (CIP)

This section of the Asset Management Plan provides information on the scope and cost of future projects. This
information is important because it allows the reader to gain an understanding of upcoming obligations and
resource needs. You will need to enter data on additional criteria that might be important to the Capital
Improvement Plan (CIP) where prompted by the “Enter Additional Criteria” text in the top field (Figure 9.9).
Note that there are several “Enter Additional Criteria” texts in the field.

Table 7.1 in the asset management plan provides the reader with an overview of upcoming capital
improvement projects and the financial resources that will be necessary to complete the projects.

| Beauty View Acres Subdivisson - 0w CIP |
1. 2. MIssIon AND 3. Crimical 4. 0&M B, Fraascin 7. FinaLne
P= LES AGRTEMENT BESETS SERATEGY MANAGEMENT STRATESGY PLAN

7.0 Capital Improvement Program o
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projects generaly Crasts & new aesel that preveury ded ok eodet o they upgreds and improves an evisting capacy, Thess projects can rasult

Ircen Qrowith o efrr orirenkal Feedh, fuch a6 the Follimere):
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reduir s freand thar simgly redboring ah sssed b B originall capacly are desrmed 1o b & reveresl propt, such as the Pollowirs: =
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Figure 9.9 CIP Program page

Make sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the
CIP field.

9.3.6 Step 6 — Financial Management Strategy

This section of the asset management plan describes the financial condition of the utility and the utility's
strategy for future financing (Figure 9.10). As prompted, you will enter information specific to your utility,
including the expense over which it is capitalized, revenue sources, expenses and specific means for financing
large expenses. This information is crucial to the reader because it provides an overview of the state of the
utility's revenues and expenses and financial stability. The table below the text (Table 6.1 in the asset
management plan) provides a brief summary of the utility’s finances.
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| Beauty View Acres - DW Fmantial Strategy Management |
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Figure 9.10 Financial Management Strategy page

Make sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the
field.

9.3.7 Step 7 — Finalize Plan
There are two fields to be filled out in the Finalize Plan page (

Figure 9.11).

1. Action Plan — This section of the asset management plan compiles all the aspects of your utility that
require action, including objectives, targets, maintenance operations and improvements for successful
implementation of the asset management plan. No action is required in this section.

2. Review Schedule — This section of the asset management plan provides the reader with information as
to when the plan will be reviewed and updated. A regular review of the utility’s information is
important, and having a set date for that review will increase the probability that the evaluation will be
completed. You should enter a date projecting when the next review of your utility’s asset
management plan will occur (CUPSS suggests one year).
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cuPrss Check Up Program for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit

o —

y T

-t . 3 ] P,
My | ¥ 2 % My SNy = My
‘ﬁ Home -t - y " Finances r 4 Check up Lz CUPSS Plan

[Beauty ¥iew Acres Subdivision - DW Finalize PIanJ

1. Unury 2. MISSION AND 3. CRITICAL 4. 0&M 5. 6. FINANCIAL 7. FINALIZE
PROFILE LOS AGREEMENT ASSETS STRATEGY CIP MANAGEMENT STRATEGY PLAN

9.0 Action Plan @
The Beauty Yiew Acres Subdivision - DU Asset Management Plan refers to many objectives, targets, maintenance and improvements For the
utility. Table 9-1 brings all these ideas together to clearly identify the actions required to successfully implement the asset management plan.

Table 5.1. Action Irems

Action Item Date

9.1 Review Schedule &

The Beauty Yiew Acres Subdivision - DW is/are scheduled to review this plan annually and update the community on new information and changes
on 04/15/2008

I 04/15/2008 vl (CUPSS recommends once per year)

10.0 Appendices

Appendiz A Financial History
Appendixz B Ratios
Appendix C Glossary of Terms

Figure 9.11 Finalize Plan page

When you are done filling out all information in the My CUPSS Plan module, click “Save and Generate Plan”
to open an .rtf file of your customized asset management plan in your default word processor (Figure 9.12).
Clicking the “Save and Continue” button when on the Finalize Plan step saves your report and take you back
to the My CUPSS Plan page (Figure 9.). Clicking the “Previous” button takes you to the previous page.

Take Note! Information changed on a page before clicking “Previous” will not be saved; a popup
will notify you of this.

< < Previous Save and Generate Plan Save and Contnue > >

Figure 9.12 My CUPSS Plan final buttons

9.4 Training and Help

For help with the form fields, click the “Training” link at the top of the My CUPSS Plan module to view Flash
Tutorials that provide a brief walk-through of this section. Click the “Help” link to display an indexed version
of the CUPSS User’s Guide.
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10 CUPSS Help and Training

10.1Help

The contents of this printed CUPSS User’s Guide are available in the form of a searchable, indexed Help
module within CUPSS. CUPSS Help module is accessible from the Administration menu at the upper right
corner of the application window. Click the “Help” link to open the Help module (Figure 10.1).

coPS$ Check Up Program for Small Systems Set-up | Switch Utility | Create UserlHip | Training | Exit

|

| y ‘5 y % My My i My
? Hc-mc = | .' a Finances : Check up W= CUPSS Plan

Figure 10.1 Navigation area showmg the Help link in the upper right corner

10.1.1 Navigating Help

The Help window is divided into two halves: The Help Navigator (left side) provides most of the navigation
and helps you find content, while the Help Topic Window (right side) shows the selected content (Figure
10.2).

-icix

Go Tools Help

< ¥ g [EE
1 Introduction

The Check Up Program for Small Systemns (CUPSE) is a user-
friendly, utilities driven deskiop application that promotes the
integration of asset management activities into utiity

practices. CUPSE leads users through a series of modules to
A collect information on a utility” s assets, operation and
maintenance activities, and financial status to producea
priotitized asset inventory and management plan as well as
financial reports.

CUPSE iz free software that will make tnanaging assets

easier. It's a desktop systemn, so no internet connection is
needed and the software requirements are minimal.  CUPSEE was
designed and developed with input and suggestions from a well-
rounded stakeholder group.

68 2 Installation Instructions

-6 3 Getting Started

-8 4 Login and Navigation

Bo-602 5 My Inventary

Bo-60 B My Q&M

B-80 7 My Finances

B8 8 My Check Up

60 9 My CUPSE Plan

88 10 CUPSS Help Module

(> QAppendixA: Databasze Backup and Restore Procedur
Appendix B: Workshests

[+ QAppendix C: My Finances Calculations

1.1 CUPSS and Asset

Management
CUP3ES iz designed to help you establish a successful asset

Appendix Do My Inventory Calculations
Appendix E: Glossary

=i [
Figure 10.2 Table of Contents Page

By default, the Help Navigator and Help Topic Window are shown in a single window. Click the “Undock”
button (.) to view each as a separate window (Figure 10.3).
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B Help Navigator

Contents

Users Guide
o @ 1 Introduction
> % 2 Installation Instructions
- 3 Getting Started
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-0 B My Check Up
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B Help Topic Window

File  Go

Tools

¢ g1
1 Introduction

The Check Up Program for Small Systems (CUPSS) is a user-
friendly, utilities driven deslktop application that promotes the
integration of asset management activities into utiity

practices. CUPSS leads users through a series of modules to
collect information on a utility’ s assets, operation and
mantenance activities, and financial status to producea
prioritized asset inventory and management plan as well as
fitancial repotts.

CUPSS is free software that will malte managing assets

easier. It's a desktop systemn, so no internet connection is
needed and the software requirements are minimal.  CTUPSS was
designed and developed with input and suggestions from a well-
rounded stakeholder group.

1.1 CUPSS and Asset

Management
CUPZS is designed to help you establish a successful asset

=101 x|

Figure 10.3 Viewing each pane separately.

This changes the structure of the toolbars and allows each side to be manipulated separately. Click the button
again to reconnect the two windows. When the two screens are attached, they are referred to as being

“docked.”

10.1.2

Finding Information using the Help Navigator

The two primary methods for finding information using the Help Navigator are browsing the help contents and
searching for specific help topics. Each task is performed using the tabs in the Help Navigator window (Figure

10.4).

_iojx]

Cantents

[*]

Users Guide
tﬂl 1 Introduction
1.1 CUPSS and Asset Managerment
1.2 Benefits of Using CUPSS
1.3 About this Guide
1.4 How to use this guide

=L P R

Figure 10.4 Tabs in the Help Navigator window
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10.1.2.1 Browse Help Contents

Each chapter and subheading in the CUPSS User’s Guide is shown in the Contents tab of the Help Navigator

window (Figure 10.5).
-101xI

Contents

[+

Users Guide
> ]
— 1.1 CUPSS and Asset Management
— 1.2 Benefits of Using CUFSS
—[E] 1.3 About this Guide
—[2) 1.4 How to use this guide
—[E) 1.5 Structure
—[2] 1.6 Points of contact
E3 Q 2 Installation Instructions
B0 3 Getting Started
B0 4 Login and Mavigation
602 5 My Inventary
B0 6 My D&M
B0 7 by Finances
-0 8 My Check Up
B 9 My CUPSS Plan

e

Figure 10.5 Help Navigator window showing the Contents tab

To view chapter subheadings, click the “+” (plus) icon next to the chapter name, which expands the entry to

show all subheadings. Figure 10.5 Shows that Chapter 1, Introduction, has been expanded to show all
subheadings. To view the text for a chapter or subheading, double-click its name within the Contents tab or
select File>>Display, from the File menu at the top of the Help Navigator window. This will open the topic

text in the Help Topic window on the right.

10.1.2.2 Search for Help

To search for a specific word or phrase within the Help guide, click on the Search tab to view the search
options. Type the term you wish to search for into the search field, or use the arrow to view recently used

search terms (Figure 10.6).

Type the words for which you want to search

Search

Inventary
Logdin

Figure 10.6 Typing in a search term or picking one from the dropdown menu.

m |v Search
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Use the fields below the search field to modify your search (Figure 10.7). Select the Case-sensitive checkbox
to indicate that the search should return only results that match both the words and the case (combination of
uppercase and lowercase letters).

[ Case-zensitive
Search for
i ol ofthese words

O Any of these words

" This Boolean expression

Figure 10.7 Additional fields for modifying the search

The Search for radio buttons allow you to search for one of the following:

* All the words in the search field (an AND search)

* Any of the words in the search field (an OR search)

* A search string in the form of a Boolean expression

If you are not sure which to pick, use the default option (“All of these words”).

When you have made your selections, click the Search button to initiate the search. The search results are
displayed in the results window at the bottom of the Search tab (Figure 10.8). To view one of the returned
topics, double-click on the name of the topic or chapter or click once on the topic or chapter and click the
“Open” button to view the text in the Help Topic window.

Results: Select a topic and click Open

Rank | Topic Title Source

8 by Check Up

10 CUPSS Help Module

9 bty CUPSS Plan =
7 My Finances

000

1 Introduction >

Found 8 fopics Qpen

Figure 10.8 Search results

10.1.3 Additional Features

Both the Help Navigator and Help Topic window include several additional features, located in toolbars, to
help you view, print and manipulate the help topics.

Take Note! The toolbars in each window change depending on whether the windows are docked or
undocked.

10.1.3.1 Help Navigator Menus

When docked, the Help Navigator menu includes the following categories (Figure 10.9):

* File

*  View

* Go
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* Tools
* Help
Table 10.1 describes the options available for each category.

EHE'D Mavigator

File ¥iew Go Tools Help

=l Eh

Figure 10.9 Help Navigator window when windows are docked (together)

Table 10.1 Help Navigator menu options (when docked)

Menu option Description
File Menu
Display Click to show selected help topic in Help Topic window. This feature is also available using

the E button below the file menu.

Display in New Window Click to show selected help topic in a new Help Topic window. This feature is also available

using the @ button below the file menu.

Print Tree Click to print the help topic tree structure (chapters and subheadings only, no content).

Print Topic Click to open the Print window. This option allows you to print the topic currently selected in
the Help Navigator window.

Print Topics Click to open the Print window. This option allows you to print.

Close Click to close the window.

Exit Click to exit the Help module.

View

Contents Select to view the Contents tab.

Search Select to view the Search tab.

Go

Back Click to go back to a previously viewed topic.

Forward Click to go forward to the topic viewed just after the current topic.

Tools

Undock Click to undock the Help Navigation window from the Help Topic window.

Copy Click to copy selected text.

Select All Click to select all text viewed in Help Topic window.

Find Click to open a Find window. This feature allows you to find a word or phrase within the text
displayed in the Help Topic window.

Font Size Use the “Increase” or “Decrease” options to make the font size larger or smaller.

Help

About Click to learn more about the Help module.

Fewer features are available from the Help Navigator menu when the two windows are undocked (Figure
10.10). The remaining features are described in Table 10.1.
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EHE'D Mavigator

Figure 10.10 Help Navigator window when windows are undocked (separated)

10.1.3.2 Help Topic Window Menus

The Help Topic window, on the other hand, shows more menu options when the two windows are undocked
(Figure 10.11) than when the windows are docked (Figure 10.12). Table 10.2 describes each menu option.

_ioix]
Bl 2

Figure 10.11 Help Topic Window when windows are undocked (separated)

T JRI=TEY
< » 1 g [

Figure 10.12 Help Topic Window when windows are docked (together)

Table 10.2 Menu options available in the Help Topic window

Menu option Description
File Menu
Print Topic Click to open the Print window. This option allows you to print the topic currently selected in the

Help Navigator window. This feature is also available using the a button below the file menu.

Close Click to close the window.

Exit Click to exit the Help module.

Go

Back Click to go back to a previously viewed topic.

Forward Click to go forward to the topic viewed just after the current topic.

Tools

Navigator Click to open the Help Navigator window (if it was closed) and make it the active window. This

feature is also available using the E button below the tools menu.

Copy Click to copy selected text.

Select All Click to select all text viewed in Help Topic window.

Find Click to open a Find window. This feature allows you to find a word or phrase within the text
displayed in the Help Topic Window.

Font Size Use the “Increase” or “Decrease” options to make the font size larger or smaller.

Dock Click to reconnect the Help Navigation window with the Help Topic window. This feature is also

available using the button below the file menu.

Buttons

‘C.} Click to go back to a previously viewed topic
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L Click to go forward to the topic viewed just after the current topic

10.2Training

Flash Tutorials are provided to show a brief walk-through of the different modules within CUPSS. CUPSS
Training is accessible from the Administration menu at the upper right corner of the application window. Click
the “Training” link to open the Training module (Figure 10.13)

CcuUPrss Check Up Prog ram for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit

e

My b M

- H ] e P 5 :
: | ¥ - y 25 My Ay My y
'ﬁ Home L Inventory f " Finances r /"  Check up == cUPSS Plan

Figure 10.13 Navigation area showing the Training link in the upper right corner

10.2.1 Navigating Training

Flash tutorials have been provided for the following modules (Figure 10.14)
* Introduction

*  Overview and My Home

* My Inventory

* My O&M

* My Finances

* My Check Up

* My CUPSS Plan
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Ml Do Some Training x|

Training Options

1. Flash Tutorials - Click on a tutorial below to see a brief walk-through on bow b0 use
CUPSS, (ofe - these fuforalr aill open powr dromser, pow may be asted fo domnipad a
Sash plug-in & Eheze futorials do naf play.}

e rI 4 s - m—ta __=____
Introduction Overview & My Inventory My D&M
410 My Home 3:20 a4 2:30

i My Check up My CUPSS Plan
2. User's Guide

3. More Training on the Web

o b0 epa.goy Scupss for additional training materials and a lisk of training dates
in your area,

Figure 10.14 Do Some Training Popup
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Appendix A : Database Backup and
Restore Procedures

This section describes how to back up and restore the data in your CUPSS database.

Take Note! This procedure will not work if there is a database change in an upgraded version!

Backup

The following steps outline how to back up the CUPSS database that stores your asset management data.

Step 1

Close the application and wait approximately 60 seconds to make sure the application was properly closed.

Take Note! Verify that the application has been closed properly before proceeding further. Backing
up the database while the application is still running might lead to data inconsistencies.

To verify that the application has been properly closed,

=| i
open the Windows Task Manager (Figure A.1), go to == Windoss. Lask Manoger

A File  Opkions  Wiew Hel
the Processes tab, and check whether the following £ e
three processes are still running: | Appiications | Processes | Performance | Metworking | :
¢ cupss.exe User Marne CPU | Mem Usage  #
. daniel sporea 15,040 K
¢ Javaw.exe dariiel.sporea o0 121,312K
daniel.sporea ao 6,820 K
L mysqld—nt.exe daniel.sporea 0o 1,512k
daniel.sporea oo 3,504 K
In case any of them are still running, use the “End *ahooMessenger.... dariel.sparea 00 44,112K
P ” b in the Task M 1 GoogleDesktop.exe  danigl.sporea ao 6,724 K
rocess button in the Tas anager to manually stop PecTMOn, exe daniel.sporea 0z 5,052 K
them’ in the order listed above. M3ASCUL exe daniel.sporea i 5,200k
jusched.exe daniel.sporea ao 372K
MOM, exe daniel.sporea ao 4,072 K
Tpshocks .exe daniel.sporea a0 604 K
iexplore. exe daniel.sporea i 34,452 K
taskmar.exe daniel.sporea oo 5,832 K
SynTPEnh.exe daniel.sporea ao 3,028 K
SynTPLpr.exe daniel.sporea 0o 705 K
CUTLOOK, EXE daniel.sporea i 10,664
POMYERPMNT.EXE daniel.sporea o 6,744 K
| ICANEF.FXF SYSTFEM i tanak
[]show processes From all users ‘.
Processes: 50 CPU Usage: 5% Commit Charge: 1063M [ 39390

Figure A.1 Task Manager window
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Step 2

Go to the application folder (default C:\Program Files\CUPSS), enter the database folder, and copy the
cupss folder to a backup location of your choice (Figure A.2).

% database El El EJ
i

File Edit \Wiew Favorites Tools  Help '
@ Back ~ (J 'ﬁ' P ) search l]._ 4 Folders '
Address | v| i
Folders &3
[= [[5) Pragram Files -

# I3 Adobe

[E] .fj ATI Technologies ;h"ﬂ placeholder bt

[E= N o L == | TextDocument

[# 153 Cisco Systems = | OFKB

# [25) Common Files
|2) ComPlus Applications
F I3 Componentone
# () COMEXANT
= 3 cupss
= |3 database

H e
b
# ) oukput
& |23 Uninskall_CUPss
# [ Google
E I5) HTML Help Workshap v

Figure A.2 Copying the cupss folder to a backup location

Step 3

Restart the application.

Restore
The following steps outline how to restore the CUPSS database using the backup database file.

Step 1
Close the application and wait approximately 60 seconds to make sure the application was properly closed.

Take Note! Verify that the application has been closed properly before proceeding further. Backing
up the database while the application is still running might lead to data inconsistencies.

To verify that the application has been properly closed, open the Windows Task Manager, go to the Processes
tab (Figure A.3), and check whether the following three processes are still running:
* cupss.exe

* javaw.exe
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* mysqld-nt.exe

El Windows Task Manager

File ©Options Wiew Help
Applications | Processes Performance | Metworking

Impage Bame User Mame CPU | Mem Usage -~
mysqld-nt.exe 15,040 K

*jd daniel. sporea oo 121,312 K

| mooglebeskiop.exe  daniel.sporea ala] 6,820 K

daniel.sporea 0o 1,512 K

| ctfman.exe daniel.sporea oo 3,504 K
YahooMessenger,... danigl.sporea [ul} 44,112 K
GoogleDeskiop.exe  daniel.sporea ala] 6,724 K
PochTMon, exe daniel. sporea 0z 5,052 K
M3IASCUILexe daniel.sporea [} 5,200 K
jusched.exe daniel.sporea [} ITZK
MOM, exe daniel. sporea oo 4,072 K
Tpshocks exe daniel. sporea i a0 K,
iexplore. exe daniel.sporea oo 34,452 K
taskmar.exe daniel.sporea [} 5,832 K
SynTPEnh.exe daniel.sporea [ulu} 3,028 K
SynTPLpr.exe daniel. sporea i FOE K
CIUTLOOK, EXE danigl, sporea i 10,664 K
POMERPMNT.EXE daniel.sporea oo 6,744 K

|| ICANEF.FYF SYSTEM N i.angk

[]show processes From all users ..

Processes: 50 CPU Usage: 5% Carmnit Charge: 1063M [ 39390

Figure A.3 Task Manager window

In case any of them are still running, use the “End Process” button in the Task Manager window to manually
stop them, in the order listed above.

Step 2

Go to the folder where you saved a backup copy of the CUPSS folder (see the Backup section above). Copy
the entire CUPSS folder back into the application database folder (default C:\Program
Files\Cupss\database); overwriting all the existing files (Figure A.4).

Take Note! If you are a trainer and would like to provide a demonstration of your own example data
(and not the example data provided by EPA), copy your database folder and rename it
“cupss_example” to overwrite the example data provided by EPA. Because the example
database that EPA provided has the username and password hard-coded, make sure
that you add a user with the username "example" and password "example" to the
database containing your example data.
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Figure A.4 Copy the CUPSS folder back into the local application folder.

Step 3

Restart the application.
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Appendix B : Worksheets

Several worksheets can aid in completing CUPSS. These worksheets gather the information that is necessary
to input into the CUPSS program. They can serve to guide the user through the process.

The worksheets include:
e Inventory List (Drinking Water)
e Inventory List (Wastewater)
e New Task

e Finances
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Inventory List (Drinking Water)

 AssetName . locaton
- .. |
Associated Asset Associated Location
Asset Category
Q Source O Pumping Facility O Treatment QO Storage U Distribution O Other
Asset Type
O Wells and Springs U Valves U Hydrants U Galleries and Tunnels
4 Intake Structures U Computer Equipment/ | O Treatment Equipment | U Meters
4 Pumping Equipment Software 4 Lab/Monitoring 0 Raw Water Reservoirs
A Disinfection U Transformers/ Equipment 4 Generators
Equipment Switchgears/ U4 Tools and Shop 4 Liquid Waste Handling
Q Hydropneumatic Wiring Equipment & Disposal
Tanks 4 Motor Controls/Drives | O Transportation Q4 Solid Waste Handling &
Q Concrete & Metal O Sensors Equipment Disposal
Storage Tanks U Buildings QO Security Equipment a Other
Q Transmission Mains Q4 Service Lines d Land
Q Distribution Pipes

Asset Status

U Active O Notin Use — Abandoned (O Notin Use —Back Up U Future Investment

Can this Asset be Repaired? d Yes a No

Can this Asset be Rehabilitated? a Yes a No

Condition

O Excellent 1 Good U Fair (Average) QO Poor 1 Very Poor

Is the asset maintained according to manufacturer’s recommendations? 0 Yes d No
Consequence of Failure

Q Insignificant — CoF of 2 U Minor — CoF of 4 1 Moderate — CoF of 6

U Major — CoF of 8 O Catastrophic — CoF of 10

Redundancy
0 0% Backup 0 50% Backup 1 100% Backup a 200% Secondary Backup
Installation Date Original Cost
5 .|
Expected Useful Life Replacement Cost
- $ |
Routine Maintenance Costs Timeframe
$ 4 per/day Q per/week O per/month Q per/year Q lifetime
Optional Information
Frequency of Routine Maintenance Start Date
Model Number Manufacturer

Supplier Name

Address City, State, Zip
Phone Number Fax Number
Notes
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Inventory List (Wastewater)

 AssetName . locaton
.
Associated Asset " Associated Location
Asset Category
O Pumping Facility O Treatment U1 Storage 4 Collection O Other
Asset Type
U Pumping Equipment 4 Transformers/ 4 Lab/Monitoring QO Galleries and Tunnels
U Disinfection Switchgears/ Equipment U Meters
Equipment Wiring U Tools and Shop U Generators
U Concrete & Metal U Motor Controls/Drives Equipment 4 Liquid Waste Handling
Storage Tanks U Sensors U Transportation & Disposal
U Transmission Mains U Buildings Equipment U Solid Waste Handling &
4 Valves U4 Service Lines QO Security Equipment Disposal
4 Computer U Treatment Equipment | U Land U Other
Equipment/ U Sewers
Software U Pressure Pipework
Asset Status
U Active 0O Notin Use — Abandoned O Notin Use —Back Up 0 Future Investment
Can this Asset be Repaired? U Yes U No
Can this Asset be Rehabilitated? d Yes O No
Condition
O Excellent QO Good QO Fair (Average) U Poor 1 Very Poor
Is the asset maintained according to manufacturer’'s recommendations? 4 Yes 4 No
Consequence of Failure
U Insignificant — CoF of 2 U Minor — CoF of 4 1 Moderate — CoF of 6
U Major — CoF of 8 U Catastrophic — CoF of 10
Redundancy
0 0% Backup O 50% Backup 0 100% Backup 1 200% Secondary Backup

Installation Date " Original Cost
5 ...

Expected Useful Life ' Replacement Cost

Routine Maintenance Costs " Timeframe

$ 4 per/day Q per/week O per/month U per/year
4 lifetime

Optional Information

Frequency of Routine Maintenance Start Date

Model Number Manufacturer

Supplier Name

Address City, State, Zip
Phone Number Fax Number
Notes
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New Task

Staff Name Task Name

Task Type
4 Monitoring U Routine Monitoring U Repair U Rehabilitation U Replacement Q Other

Is this task planned? U Yes a No

Asset Tasks

O Excellent 0 Good U Fair (Average) U Poor O Very Poor
Is the asset maintained according to manufacturer's recommendations? U Yes U No
Monitoring Tasks

Schedule

4 Daily U Weekly UMonthly Q Annually

week on day of every (Month)
week)

Optional Parts Information

Manufacturer/Supplier

Parts Name

Parts Number

Parts Cost $
Labor Maintenance Costs $
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Year \ Cash on Hand

Finances

\ Interest Rate

Types of Costs
Revenue

Revenue from user rates $

Revenue from grants $

Revenue from loans/bonds $

Transfer from reserve fund $

Interest $

Other Revenues (Total) $

O One-time fees $ O Contract sales

Q4 Bulk sales $ U Product sales

Other $

Total Revenue $

Expenses

Operating Expenses (Total) $

U Maintenance $ U Equipment

Q Salaries, wages, $ O Supplies

benefits

O Chemicals $ Q Contracts

Q Utilities $ Q Monitoring &
testing

O Emergency $ O Rent or
mortgage

4 Insurance $ U Services

4 Training Costs $ 4 Billing Costs

Q Fees $ Q Security

Capital Improvements

Debt Payment

Capital Reserve Contribution

Emergency Reserve Contribution

Other

Total Expenses

P AR | R R PP
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Appendix C : My Finances Calculations

This Appendix describes the origins of the equations in the My Financial Check Up Report.

My Financial Projections Form

Inflation

The inflation rate shown for each year comes from the values input in Step 2 of the My Financial Check Up
Report (see Section 8.2.1.2 for more information).

Growth

The growth rate shown for each year comes from the values input in Step 3 of the My Financial Check Up
Report (see Section 8.2.1.3 for more information).

Cash on Hand

The value for the current year comes from the value for total cash-on-hand entered in the My Finances module
(see Section 7.2 for more information). The value for subsequent years is derived using the following
equation:

Cash on Hand = (Previous Year Cash on Hand * Interest) + Previous Year Cash on Hand + Capital
Reserve for Previous Year + Emergency Reserve for Previous Year.

Expenses
Annual Operating Expenses

The value for this field represents the sum of all line items from the My Finances module categorized as
expenses. The equation used to derive the final total is as follows:

Annual Operating Expenses = (Previous Year Operating Expenses * Interest) + (Previous Year Operation
Expenses * Growth) + Previous Year Operation Expenses

Capital Improvement

This is a sum of all costs required to replace assets that have reached the end of their life expectancy in a given
year. This number is calculated based on the assets included in the capital improvement plan. See Appendix D
for more information on how assets are scheduled for capital improvement.

Debt Payment

This value is a sum of all line items in the My Finances module categorized as debt payments plus any loan
expenses calculated in the Financial Projections form. The equation used to determine the full amount is as
follows:
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Monthly Debt Payment = m=p * (({/(12)/(1 — (1 + (i/(12))) * -(n * 12))))
Annual Debt Payment = P*(/A2)/ (A= +G/A2)N "N -(n*12))) * 12

Where m = monthly payment; i = interest; n = number of periods (years); and p = principal.

Capital Reserve

This value represents the amount of money needed each year to account for future asset replacement costs. It

is calculated based on the projected replacement date for all inventoried assets and the estimated replacement
cost of each.

Capital Reserve = Sum (Per Asset Replacement Cost/Total Years until Replaced)
Example: If estimated capital improvements =

Y2 =§10, $5, $30

Y3 =3$15, 82

Y4=987,%9

then the annual reserve contribution for each year (to make sure there is enough

money in the budget to account for all anticipated capital improvement costs) should
be as follows:

Y1=9%$10/1+$5/1 +$30/1 + $15/2 + $2/2 + $7/3 + $9/3
Y2 =8$15/2+$2/2+$7/3 + $9/3
Y3 =8%7/3+$9/3

Emergency Reserve
CUPSS recommends that 25% of annual operation expenses be set aside in an emergency reserve fund.

Emergency Reserve = Annual Operating Expenses * 0.25

Total Annual Cost of Doing Business

This is a sum of all expected costs for a given year.

Total Annual Cost of Doing Business = Annual Operating Expenses +
Capital Improvements +
Annual Debt Payment +
Capital Reserve +

Emergency Reserve
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Revenue
Revenue from Grants

The value for the current year represents the sum of all line items from the My Finances module categorized as
“Revenue from Grants.” Future revenue is estimated and can be entered manually.

Revenue from Fees

The value for the current year represents the sum of all line items from the My Finances module categorized as
“Revenue from Fees.” Future revenue from fee is estimated by taking Previous Revenue from Fees +
(Previous Revenue from Fees * the inflation * Growth).

Revenue from Loans

The value for the current year represents the sum of all line items from the My Finances module categorized as
“Revenue from Loans.” For future years, revenue is estimated based on manual entry of values for loan
amount, loan term, and loan rate.

Revenue from Savings Withdrawal

No calculation is used to generate this value; it is entered manually. The value entered in this field is
subtracted from the Cash on Hand field, above.

Other Revenue

The value for the current year represents the sum of all line items from the My Finances module categorized as
“Other Revenue.

Revenue Surplus/Deficit

This value shows the annual expected surplus or deficit based on the values entered in the fields above.

Revenue Surplus/Deficit = Sum of all Revenue — Annual Operating Expenses

Ratio Wizard

Debt Ratio (DR)

The total current debt divided by the value of all assets. This ratio is used to expresses to what degree the
utility is mortgaged. A lower number indicates better financial health. Values range from 0-1.0.

DR = Total Liabilities / Total Assets
Liability = Revenue from Loans
Assets = Savings Withdrawal + Revenue from Grants + Revenue from Fees

If the value is between 0 and 0.33, the circle is green.
If the value is between 0.34 and 0.66, the circle is yellow.
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If the value is between 0.66 and 1.0, the circle is red.

Expense Ratio (ER)

A ratio of operating expenses divided by total expenses. A high ratio indicates that most expenditures are for
operations, leaving the remaining balance for non-operating costs (such as debt service, capital improvements,
and similar.). If the non-operating balance is small, the utility is not likely to meet all of its capital-related
expenses, which could cause the system to deteriorate more rapidly. A lower number indicates better financial
health. Values range from O to 1.0.

ER = Operating Expense / Total Expense
Operating Expense = Annual Operating Expense
Total Expense = Total Annual Cost of Doing Business

If the value is between 0 and 0.33, the circle is green.
If the value is between 0.34 and 0.66, the circle is yellow.
If the value is between 0.66 and 1.0, the circle is red.

Operating Ratio (OR)

A ratio of operating revenue divided by operating expense. It demonstrates the relationship between operating
revenues and operating expenses. A ratio of 1.0 shows that revenues equals expenses and indicates that an
organization has operating efficiency by keeping expenses low relative to revenue. A larger value here
indicates better financial health. The goal is to have a value that is greater than one.

OR = Operating Revenue / Operating Expenses

Operating Revenue = Sum of (Revenue from Fees + Revenue from Grants + Revenue from Loans + Other
Revenues)

Operating Expense = Annual Operating Expense

If the value is 0.75 or lower, the circle is red.
If the value is between 0.75 and 1.0, the circle is yellow.
If the value is 1.0 or greater, the circle is green.

Sales Ratio (SR)

A ratio of sales divided by total revenue. It measures the percent of total revenue that is made up of sales from
operations. A ratio of less than 1.0 can indicate that the organization is reliant on outside funding. A ratio of
more than 1.0 can indicate that revenues are being drawn to non-utility purposes or generally mismanaged.
Generally, a larger ratio indicates better financial health. Values range from 0 to 1.

SR = Sales / Total Revenue
Sales = Revenue from Fees + Other Revenue

Total Revenue = Sum of (Revenue from Fees + Revenue from Grants + Revenue from Loans + Savings
Withdrawn + Other Revenues)

If the ratio is 0, the circle is red.
If the ratio is between 0.1 and 0.5, the circle is yellow.
If the ratio is 0.5 or greater, the circle is green.
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Appendix D : My Inventory Calculations

This appendix describes the origins of the equations used in the My Inventory module.

Estimated Useful Life

If a number is not entered manually into this field, CUPSS uses a number from a default list based on asset
type.

Estimated Remaining Useful Life
Remaining useful life can be estimated based on the Estimated Useful Life value and the installation year.

Estimated Remaining Useful Life = Estimated Useful Life — (Install Year-Current Year)

Remaining Useful Life (RUL)
Remaining useful life is calculated from the estimated remaining useful life and the condition rating.

Remaining Useful Life = Estimated Remaining Useful Life * Condition

Condition ratings are shown in the format: [Rating] — [Estimated % of Estimated Useful Life Remaining]

% Estimated RUL Remaining
T If asset is maintained according to If asset is NOT maintained according to
manufacturer’'s recommendations manufacturer’'s recommendations
Excellent 120 110
Good 110 105
Fair (Average) 100 100
Poor 95 90
Very Poor 90 80

Replacement Year
The year the asset should be replaced. The utility may choose to override estimated replacement year.
Replacement Year = Current Year + Remaining Useful Life

The Risk Factor will prioritize asset replacement within a given replacement year.

Redundancy

The value selected for Redundancy provides one of the values required to determine Probability of Failure
(PoF).
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Redundancy Value used in equation
0% 0
50% 0.5
100% 0.90
200% 0.98

Probability of Failure (PoF)

Probability that the asset will fail (no longer perform its function) in a given year. Values for PoF range from 1
to 10. A value of 10 would indicate certain failure.

Probability of Failure = ((Estimated Useful Life — Remaining Useful Life) / Estimated Useful Life) *
(1 — Redundancy) * 10

Consequence of Failure (CoF)

A descriptive CoF is selected manually on the Asset Inventory form. CoF estimates the degree of impact on
utility service should the asset fail. You should consider the real or hypothetical results when selecting a value,
including impacts on regulatory compliance, local government, customers and the community. Ask yourself,
“How bad would it be if this asset failed unexpectedly?” The following are example of items you should
consider when calculating your CoF if an asset;

1. Spill, Flood, Odor — Think about the duration (short, substantial, or sustained), the quantity (small,
medium or large) and number of complaints (none, few or many). The larger the spill or number of
complaints, the higher the CoF.

2. Water or Effluent Quality — Think about the impact on the water or effluent quality from no impact to
loss of full control and effect on human health. The large the impact on water or effluent quality, the
higher the CoF.

3. Regulatory Compliance — Think about the permit violations from no impact to violation of the daily,
weekly or monthly standards that jeopardize the ability to meet the permit requirements. The greater
impact on standards (i.e., monthly greater than weekly), the higher the CoF.

4. Loss of Service to Customers — Think about whether the asset can be down for a day, a month, a week
or an hour and its impact on the overall service provide to customers. The shorter the asset can remain
off line with severe impact on the service, the higher the CoF.

5. Equipment and Safety — Think about if the failure of the asset would affect the utility at the asset,
function, system or plant level. The greater the impact on the utility (i.e., affects the plant’s ability to
function), the higher the CoF.

6. Economic Impact — Think about the cost of repairing the asset and the associated system parts and
whether emergency funds can cover the costs of the asset failure and any associated costs with that
failure; or if increases in rates and additional or new staff are needed to help manage the economic
impact of the asset failing. The higher the cost, the greater the CoF.

CoF Value

Insignificant 2
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Minor

Moderate

Major

Catastrophic

Risk Factor

This is a risk-based priority ranking using probability and consequence of failure. The asset risk matrix uses
risk factor to plot inventoried assets.

Risk Factor = PoF x CoF

Risk factor values fall into “high”, “medium” and “low” categories. These bins provide recommended actions

and will be listed in the asset tables and graphically represented on the risk chart (matrix).

Category Value Action
High If CoF > 5 and PoF > 5 Immediate Attention
Medium If CoF <5 and PoF >5 Aggressive Monitoring
Or
If CoF >5 and PoF <5
Low If CoF <5 and PoF <5 Routine Maintenance
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Appendix E : Glossary

Term

Definition

Annual Debt Payment

The dollar amount that must be paid each year toward retiring existing
debt.

Annual Operating Expenses

Total annual cost of operating and maintaining the water or wastewater
utility service. This does not include savings or future draws from capital
savings accounts.

Asset A component of a facility with an independent physical and functional
identity and age (e.g. pump, motor, sedimentation tank, main).
Asset Category Where the asset best fits within your system (e.g., source water,

distribution or collection), for organizational purposes.

Asset Inventory

A list of assets with details about each one (installation date, original
cost, condition, and such). Also known as an asset register.

Asset Management

A process for maintaining a desired level of customer service at the best
appropriate cost.

Asset Name

The name of the technology or equipment that is used for your system to
properly function (for example, “5™ Street Pumping Station™). See Asset.

Asset Status

This is how your utilities view an asset. Assets can be active (most
assets), not in use or a future investment. You would designate an asset a
"future investment" if you would like it added to your capital
improvement plan.

Asset Type

The asset’s functional purpose for a specific asset category (for example,
intake structure, pumping station, transmission main, storage tank, and
the like).

Associated Asset

Assets that are directly related to a primary asset’s function.

Associated Location

A location that complements an associated asset.

Capital Improvement (Expense)

Funds required for the future purchase, repair and/or alteration to or for
an asset, structure, or major pieces of equipment.

Capital Improvement Program

(CIP) Plan

A plan that projects and assesses which projects (including asset
improvements, repairs, replacements, and such) need to be completed in
the future.

Capital Reserve Contribution

Funds set aside to fund capital improvements (i.e. future purchase, repair
and/or alteration to or for an asset, structure, or major pieces of
equipment).

Cash on Hand The amount of cash that is available to the system within a 24 hour
period.
Condition The current condition, in your opinion, of an asset based on age and
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Term

Definition

physical functionality (ranging from poor to excellent).

Consequence of Failure

The real or hypothetical results associated with the failure of an asset.

Debt Payment The dollar amount that must be paid each year toward paying down or
retiring existing debt.
Debt Ratio Debt Ratio =Total Liabilities / Total Assets

The debt ratio measures the amount of debt being used by the
organization. A ratio of 0.6 means that 60% of operations have been
financed with debt and the remaining 40% has been financed by equity.

Emergency Reserve Contribution

Funds set aside for unexpected repairs and replacements. CUPSS
recommends that utilities work towards an emergency reserve balance of
25% of its annual operating expenses.

Expected Useful Life The average amount of time, in years, that a system or component is
estimated to function when installed new.
Expense Money spent by the utility to continue its ongoing operations.

Expense Ratio

Expense Ratio = Operating Expense / Total Expense

The expense ratio measures the amount of operating expenses compared
to total expenses. A high ratio indicates that most expenditures are for
operations — leaving the remaining balance for non-operating costs (such
as debt service, capital improvements, etc.). If the non-operating balance
is small, then the utility is not likely to meet all of its capital-related
expenses, which may cause the system to deteriorate more rapidly.

Financial Assets

Intangible assets such as cash and bank balances.

Growth The amount, as a percent, a community’s demand for water or
wastewater treatment has increased or decreased. This value will be used
to adjust future revenues and expenses.

Inflation The anticipated rate of increase in the price level of goods and services.

Interest Rate

A rate which is charged or paid for the use of money. Note: Do not
include a percentage sign.

Level of Service

The characteristics of system performance such as how much, of what
nature, and how frequently, with regard to the system’s service.

Liabilities

The financial obligations for which the utility is responsible.

Maintained According to Factory
Recommendation

The frequency of routine maintenance as recommended by the
manufacturer.

Operating Expenses

Total annual cost of operating and maintaining the water or wastewater
utility service. This does not include savings or future funds withdrawal
from capital savings accounts. Operating expenses include maintenance,
equipment, salaries, wages, benefits, supplies, chemicals, contracts,
utilities, monitoring, testing, emergency, rent, mortgage, insurance,
services, training costs, billing costs, fees, and security costs.
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Term

Definition

Operating Ratio

Operating Ratio = Operating Revenue / Operating Expense

The operating ratio demonstrates the relationship between operating
revenues and operating expenses. A high ratio indicates that the
organization has operating efficiency by keeping expenses low relative
to revenue.

Original Cost The amount paid for the initial purchase of an asset.

Probability of Failure The chance an asset will fail based on the percent of effective life
consumed and redundancy.

Redundancy Spare assets that have the ability to do the same job, if a failure of the

primary asset were to occur.

Replacement Cost

How much will it cost to replace the asset, if required today?

Revenue

Funds earned by the system through the sale of water or by other means.

Revenue Surplus/Deficit

The difference between the total cost of doing business and the funds
received from fees, loans and grants, and interest earned from any
accounts. If the result is zero or greater, the utility is taking in enough
money to fully recover its costs and have a surplus. If the result is less
than zero, the utility will not cover all costs and therefore will have a
deficit.

Risk

The potential for realization of unwanted adverse consequences or
events.

Routine Maintenance Cost

How much does it cost for a single routine maintenance activity to be
performed on the asset?

Sales Ratio

Sales Ratio = Sales / Total Revenue

The sales ratio measures the percentage of total revenue that is made up
of sales from operations. A low ratio indicates that the organization is
overly reliant on outside funding.

Savings Withdrawal

A fixed amount of money removed from the savings account of the
utility to help pay for capital improvement items or other planned or
unplanned maintenance.

Total Annual Cost of Doing
Business

The total annual operating expenses plus the required total annual
reserve contributions to reserve funds.
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Appendix F : Available Assets

The following table shows all asset types available within the My Inventory module.

Wells and iy I Pumping
= Springs ﬂ Intake Structures & Equipment
Disinfection = P % Concrete and
a . Hydropneumatic Tanks |l ] Metal Storage
g Equipment I Tanks
Transmission ———— e .
W Mains Distribution Pipes ' ' Valves
Computer . Motor
0 rﬂ Equipment/ E ;I,'\;sir:fformers/ Switchgears/ ‘_ Controls/
- Software 9 Drives
D Sensors ll.-'.‘“ Buildings r@ Service Lines
samgssafim
Lab/
Hydrants ‘ﬁ' Treatment Equipment 38 Monitoring
T Equipment
) Tools and Shop ) . a Security
“,;(ﬁ Equipment m Transportation Equipment . Equipment
W Land . Galleries and Tunnels % Meters
. o Liquid
Raw Water —— Waste
Reservoirs l- Generators -_- Handling &
) - Disposal
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Appendix G: Troubleshooting Guide

Who do I contact to ask technical questions?

If you are having technical issues please contact information email cupss@epa.gov with the subject
technical question or visit http://www.epa.gov/cupss

Is the information able to be sent electronically?

No. CUPSS is a desktop application and does not require an Internet connection to run nor can it
guarantee that the user has set up an outgoing mail server on their system. You can, however, backup
your CUPSS database that can then be compressed and sent as an attachment to an email. See
Appendix A for details on how to backup and restore the CUPSS database.

Why am I being asked to install Flash?

The training videos require Macromedia Flash to be played and if your Internet browser does not
have the flash plug-in they require then you will be asked to install it. If your browser does not install
it automatically download Flash from

http://www.adobe.com/shockwave/download/download.cgi?P1_Prod Version=ShockwaveFlash.

Why can't I open the training videos?

The training videos require Macromedia Flash to be played and if your Internet browser does not
have the flash plug-in then you will need to install it. You can download Flash from
http://www.adobe.com/shockwave/download/download.cgi?P1_Prod_Version=ShockwaveFlash.

Why was the example database overwritten when updating the CUPSS application to the latest
version?

When you update CUPSS by installing the latest version from the web site the Example Database is
replaced and not migrated like your own CUPSS database is.

Why does CUPSS take a long time to open?

Sometimes CUPSS can take longer to open than normal. This could be due to other applications
running on your system but if not and you recently closed CUPSS you may need to end all CUPSS
processes before opening the CUPSS application again.

To end all CUPSS processes on a computer running Windows:
1. Hit Ctrl+Alt+Del
2. Click Task Manager
3. Select the Processes tab
4. Select the process with the Image Name "cupss.exe"
5. Click End Process
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Click Yes and wait for the process to be removed from the list of processes
Select the process with the Image Name "javaw.exe"

Click End Process

Click Yes and wait for the process to be removed from the list of processes

. Select the process with the Image Name "mysqld-nt.exe"

. Click End Process

. Click Yes and wait for the process to be removed from the list of processes
13.

Open the CUPSS application

Why is CUPSS running so slowly?

CUPSS System Requirements:

1 GHz Processor - 2 GB Recommended

Minimum 512 MB RAM - 1 GB Recommended

Hard Drive Disk Free Space: Minimum 1.5 GB - 2 GB Recommended
At least 800x600 capable video card

Sometimes CUPSS can run very slowly if the application had not fully shutdown therefore you may
need to end all CUPSS processes before opening the CUPSS application again.

To end all CUPSS processes on a computer running Windows:

1.

0 © =N vk wN

—_ = =
N = O

Hit Ctrl+Alt+Del

Click Task Manager

Select the Processes tab

Select the process with the Image Name "cupss.exe"

Click End Process

Click Yes and wait for the process to be removed from the list of processes
Select the process with the Image Name "javaw.exe"

Click End Process

Click Yes and wait for the process to be removed from the list of processes

. Select the process with the Image Name "mysqld-nt.exe"

. Click End Process

. Click Yes and wait for the process to be removed from the list of processes
13.

Open the CUPSS application

How do I backup my CUPSS database?

See Appendix A for details on how to backup the CUPSS database.

How do I restore a backup database?
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See Appendix A for details on how to restore the CUPSS database.
How do I replace the CUPSS database with a different database?

To replace a CUPSS database with a database from another installation of CUPSS you can backup the
database form both versions and then select the other installation of CUPSS backed up database to be restored
to See Appendix A for details on how to backup and restore the CUPSS database.

Why do I need to turn on pop-up?

The CUPSS website opens the training videos in a new window therefore you will need to enable
pop-ups for the CUPSS website in your Internet browser.

Why is the progress bar not progressing when I start CUPSS?

You may encounter this problem for a number of reasons. If the progress bar % complete does not increase
after several minutes then you will need to end all the CUPSS processes before opening the CUPSS
application again.

To end all CUPSS processes on a computer running Windows:
1. Hit Ctrl+Alt+Del
Click Task Manager
Select the Processes tab
Select the process with the Image Name "cupss.exe"
Click End Process
Click Yes and wait for the process to be removed from the list of processes
Select the process with the Image Name "javaw.exe"
Click End Process

0 N Nk WD

Click Yes and wait for the process to be removed from the list of processes

—_
=]

. Select the process with the Image Name "mysqld-nt.exe"

. Click End Process
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. Click Yes and wait for the process to be removed from the list of processes
13. Open the CUPSS application

Why do I get an error when I restart CUPSS?

You encounter this problem if you close the CUPSS application and restart it without giving it time to properly
shut down this will cause an error because the connection to the database wasn't given time to shutdown. You
will need to end all the CUPSS processes before opening the CUPSS application again.

To end all CUPSS processes on a computer running Windows:
1. Hit Ctrl+Alt+Del
2. Click Task Manager

3. Select the Processes tab
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Select the process with the Image Name "cupss.exe"

Click End Process

4
5
6. Click Yes and wait for the process to be removed from the list of processes
7. Select the process with the Image Name "javaw.exe"

8. Click End Process

9. Click Yes and wait for the process to be removed from the list of processes
10. Select the process with the Image Name "mysqld-nt.exe"

11. Click End Process

12. Click Yes and wait for the process to be removed from the list of processes

13. Open the CUPSS application
How do I register CUPSS?

Visit http://yosemite.epa.gov/ow/cupssreg.nsf?opendatabase to register your copy of CUPSS.

How do I maximize or enlarge the CUPSS window?

The CUPSS screen can not be enlarged and has been designed to work with systems that have a screen
resolution of 800x600 or higher.

Why do I get an error when my computer is idle and actives the screensaver or hibernate
mode?

When Windows enters power saving mode it closes the connection to CUPSS database and the system
generates an exception. You will need to end all the CUPSS processes before opening the CUPSS application
again.

To end all CUPSS processes on a computer running Windows:
1. Hit Ctrl+Alt+Del
Click Task Manager
Select the Processes tab
Select the process with the Image Name "cupss.exe"
Click End Process
Click Yes and wait for the process to be removed from the list of processes
Select the process with the Image Name "javaw.exe"

Click End Process
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Click Yes and wait for the process to be removed from the list of processes
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. Select the process with the Image Name "mysqld-nt.exe"
. Click End Process
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. Click Yes and wait for the process to be removed from the list of processes

. Open the CUPSS application
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To prevent this from happening you are advised to close CUPSS if you do not plan to use it for a while and to
set your computers power options to "Never" for:

e Turn off monitor

e Turn off hard disks

o System standby

e System hibernates

To set your computer's power options:
1. Select Start->Control Panel
2. Double-click Power Options

3. Select "Always On" from the Power schemes drop-down or "Never" from the Turn off monitor, Turn
off hard disks, System standby and System hibernates drop-downs

4. Click OK
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Appendix H: Cheat Sheet

Why can't I enter currency signs, commas or percent signs to certain text fields?
Some text fields expect information formatted in a certain way for it to be used by the application.

For example, if a number is required then only numbers (0-9) can be entered, dates must be entered
in the format MM/DD/YYY'Y, and currencies expect a number with up to 2 decimal places therefore

nn

only numbers and the period (".") is allowed in currency controls.
How do I enter dollar amounts?

When entering dollar amounts please do not use dollar signs or commas. For example, $1,234,600.00 should
be entered as 1234600, not as 1,234,600, $1234600 or $1,234,600.

How do I enter dates?

Dates should be entered in the form MM/DD/YYYY. For example, December 20, 1999 should be entered as
12/20/1999.

How do I enter incomplete dates?

If you don’t know a specific date, consider entering it in the form 01/01/YYY'Y if you only know the year or
MM/01/YYYY if you only know the year and month.

What are the & icons for?

The @ icon displays additional information about the page, section or screen control it is next to. To
view the help text hover the mouse curser over the icon and the help text will appear.

How do I create custom values for drop-downs?

Many drop-downs allow you to enter additional values by selecting "Other" and then entering the new value.
When you need to use this value again it will be available as an option that you can select from the drop-down.

Where can I learn more about asset management?

Visit www.epa.gov/cupss to learn more about asset management.

Are their training events near me?

Visit www.epa.gov/cupss to find training events near you.

Where can I find training material for CUPSS?

Visit www.epa.gov/cupss to find training material, such as the Trainer's Guide, to help train users of CUPSS.
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Where do you look for guidance on the useful life of an asset?

EPA, about two years ago, distributed a step guide. This step guide included a couple of documents;
one of them specifically was about taking stock of your water system. In this guide there are some
examples of recommended life expectancies, a worksheet, and a few suggestions on how to estimate
the useful life of an asset.

http://www.epa.gov/safewater/smallsystems/pdfs/guide_smallsystems asset_mgmnt.pdf

What does CIP mean?
Capital Improvement Plan, Project or Program.
What are the other pillars of the sustainable infrastructure initiative?
1. Better Management
2. Full Cost Pricing
3. Water Efficiency and Waster conservation
4. The Watershed Approach

Does EPA recommend yearly rate evaluations?

Yes, in the rate setting guide.
http://www.epa.gov/safewater/smallsystems/pdfs/guide_smallsystems final ratesetting_guide.pdf

How does EPA define “small” systems?
3,300 and below. This is the number of people served.
Is there a website where you can download the program?

Visit www.epa.gov/cupss to download the program for free.
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