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CUPSS Enhancements

The CUPSS software has been updated and will be available for download from the CUPSS Web site
(www.epa.gov/cupss).

Enhancements from the August 2014 release include the following:

General
— The version of the application was added to the Welcome screen and the Login screen.

My Inventory

— In Create or Edit My Schematic, arranged the schematic icons in alphabetical order.

— In Create or Edit My Inventory List, added a “Last Updated on” time stamp for each asset in the inventory.
It is located at the top of the asset form.

— In Create or Edit My Inventory List, added the ability to upload attachments such as word documents,
PDFs, spreadsheets and images to inventory assets. They are listed at the bottom of the asset screen.

— In Create or Edit My Inventory List, added the field “Material” under the Basic Information section of the
My Inventory Asset form.

— In Download Template for Import, added the Material field.

— In Import Assets for My Inventory, included the Material field within the template.

— In Create or Edit My Inventory List, added the ability to copy an asset and all of its associated data to
create a similar asset. It can then be given a unique asset name to make it a unique asset.

— In Create or Edit My Inventory List, “See all tasks” is accessible from the Asset Inventory form under the
Cost and Maintenance section. It allows you to see all of the tasks for the given asset via a popup form.

— In Search, added the field “Asset Material” to the Asset Service Report.

— In Search, added the ability to search for assets that have an attachment. The option is now in the lower
right corner of the search screen. Column AH will state yes or no for has attachment.

My Finances
— In Export Data, the export file no longer contains the facility information.

My Check Up

— In My Asset Check Up Report, added the current date to the first page of the report.

— In My Financial Check Up Report, added the current date to the first page of the report.

— In My Asset Check Up Report, the report was enhanced to handle large datasets by splitting the resulting
report into consecutive smaller reports.

— In My Financial Check Up Report, the report was enhanced to handle large datasets by splitting the
resulting report into consecutive smaller reports. This is displayed on a pop-up screen.

— The My Asset Check Up report, added the Expected Useful Life and Material under the Asset
Maintenance Details sections.

My CUPSS Plan
— In My CUPSS Plan, added the current date to the first page of the report.

Enhancements from the May 2009, November 2009 and December 2011 releases include the following:

Setup

— For the Welcome screen, trainers can now manage multiple databases. Along with the Example and Your
CUPSS database, trainers can now create new databases, load existing databases or delete existing
databases within one CUPSS application.
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For the Welcome screen, trainers are now able to use a data migration (patcher) utility to migrate existing
databases to updated versions of CUPSS.

In Utility Information, added data validation to Email, Zip, Phone and Fax fields.

In Utility Information, added Number of Customers and Average Customer Bill fields.

In O&M Set Up Tasks, changed default from all options selected to all options not selected. Users will
select options of their choosing.

In O&M Set Up Tasks, added page numbers to help users determine where they are in the set up process.
In O&M Set Up Tasks, added new wastewater tasks.

In O&M Set Up Tasks, users have the ability to delay entering tasks.

My Home

Version number added to bottom right of main activity window on the homepage.
Standardized task pop ups; can double click or right click to open line items.

My Inventory

In My Schematic, updated the “Wells and Springs” icon to include an image of both a well and a spring;
also added two additional Sources and icons, “Wells” and “Springs” to give the ability to pick one or the
other if needed.

In My Schematic, changed the image of the drinking water “Water Meter” icon.

In My Schematic, changed the drinking water icon name from “Distribution Pipes” to "Distribution /
Collection Mains."

In My Schematic, added a new wastewater icon titled “Digester.”

In My Schematic, user now has the ability to delete a linkage and reinsert that linkage. An error message
was previously displayed.

In My Inventory, added a feature to allow multiple inventory assets to be uploaded from a specific Excel
spreadsheet that can be downloaded from the My Inventory page within CUPSS. The feature is accessed
through clicking “Download Template for Import”, adding your assets to the template spreadsheet and
clicking “Import Assets for My Inventory List.” This results in a batch import of your asset data.

In My Inventory List, under Basic Information, added ID, Size, Latitude and Longitude fields; also added
to My Asset Check Up and Asset Service Reports.

Added an Export to KMZ link on the top right side of the screen; users will have the ability to export a
utility’s schematic to Google Earth or Google Maps.

Added an expand link for the Asset Risk Matrix.

In My Inventory List, under Basic Information, added Storage Capacity, Linear Feet and Acres of Land
fields.

In My Inventory List, under Status and Condition, added a Capacity rating field.

Modified Inventory List worksheets, XML Export, Asset Service Report and Asset Checkup Report to
include added fields.

My O&M

In the Search and Report section, under Select Report Type, added Chemical Report.

In the Search and Report section, can now search by Recurrence Frequency.

In the Search and Report section, added the ability to search by Keyword. This searches the Task Title
and Notes fields.

In the Search and Report section, can now print worksheets by Date Range (200 sheet limit).

In the Search and Report section, the Asset Service Report now displays Latitude and Longitude.

In the Task Details section, under Monitoring or Chemical Added, added additional chemical information,
including, Unit, Date and Time.

In the Task Details section, moved “Task Completion Date” under “Staff Completed” and changed the
”Task Completion Date” label to “Actual Completion.” This change provided clarification for the purpose
of the field.
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— In the Task Details section, under Schedule, added Completion Time and Staff Completed.

— In the Task Details section, under Schedule, added Times per Day option.

— In the Task Details section under Task, added a Percent of Task Deferred Maintenance field and a
checkbox to indicate if the asset is a Capital Improvement Project.

— Modified New Task worksheet and XML Export to include added fields.

My Finances

— Added an Export Data link to top right of screen; can export financial data and related O&M data in an
XML format. This export can be used for the Boise State University financial tools.

— Improved help text to recommend to the user currency/decimal formats for data entry.

— Improved the Type of Cost dropdown layout.

My Check Up
— In My Asset Check Up Report, now displays Latitude and Longitude, Size and ID fields.

My CUPSS Plan

— Under My CUPSS Plan, made format and content changes to enable My CUPSS Plan to be an appropriate

Clean Water Needs Survey submittal.
— Under Utility Overview, the Utility Overview table is displayed for only your utility type.
— Changed the layout of the My CUPSS Plan; additional tabs have been added to the plan wizard.
— Extensive changes have been made to the plan sections, figures and tables.
— Baoiler plate text for most of the text fields has been changed.
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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 makes managing assets easier. It is 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 helps 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 helps 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. CUPSS also
helps you to prepare work orders and an asset management plan. An asset management plan provides valuable
information that you can use when you make management decisions about your utility. CUPSS provides a
snapshot of your utility that allows 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 is determined by how much information you enter—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 helps 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 = |EI|5|

Introduction
InstallAnywhere will guide vou through the installation of CUPSS.

Itis strongly recommended that you quit all programs hefore
cantinuing with this installation.

Click the 'Mext' button to proceed ta the next screen. Ifyou want to
change something on a previous screen, click the 'Previous' button.

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

Freviaus

T —
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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AT CUPSS - Check Up Program for Small Systems i = |EI|5|

Choose Shortcut Folder

Where would you like to create product icons?

™ Inanew Program Group: ICUPSS

(% In an existing Program Group: ICLIF‘SS
(™ In the Start Menu
™ On the Desktop

(™ In the Quick Launch Bar

™ Other:

™ Don't create icons

[T Create Icons For All Users

Cancel Frevious

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).

g

UPSS - Check Up Program for Small Sy¥stems

Choose Install Folder

" Introduction Please choose a destination falder for this installation,
rtcut Folder

Folder

Where Would You Like to Install?
IC:'l,F‘rogram FileshCLUPS3S

Festare Default Folder Choose..

Cancel FPrevious

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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Pre-Installation Summary

Please Review the Following Before Continuing:

Product Name:
CUPSS

Install Folder:
CAProgram Files\CUPSS

Disk Space Information (for Installation
Target):

Required: 393,398 517 bytes

Available: 98 443,165 696 bytes

Cancel Previous

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).

\J CUPSS - Check Up Program for Small Systems

Install Complete

tongratulations! CIUPSS has been successfully installed to:
cut Folder

all Folder
atian Summary Press "Done” to quik the installer,

C\Documents and Settingsimolly howard\Deskiop

Erevious

Figure 2-5. Install Complete

Click “Done” to complete the installation.
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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.)

2.2 Uninstall CUPSS

To uninstall CUPSS, navigate to the CUPSS link in the “Start” menu and select the “Uninstall” link (Figure
2-6).

%2 Uninstal

Figure 2-6. Navigating to CUPSS program and selecting "Uninstall"
This opens the CUPSS uninstall wizard (Figure 2-7).

\2 Uninstall CUPSS =3
Uninstall CUPSS

< Introduction About to uninstall...

Uninstalling... T

Thiz will remove features installed by InstallAnmwheare, Ewill not
rermave files and folders created after the installation.

Figure 2-7. Uninstall CUPSS

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

CUPSS automatically uninstalls all files related to the application. A confirmation screen appears once the
uninstall is complete (Figure 2-8).
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¥2 Uninstall CUPSS A=)

Uninstall Complete

7 |ntroduction All itermns were successfully uninstalled,
*" Uninstalling...
£ Uninstall Complete

Previous

Figure 2-8. Uninstall Complete

Click “Done” to complete the uninstall.
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3 Getting Started

The first time you run CUPSS on your computer, it runs 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:
Enter utility information

Enter user information

Schedule operation and maintenance tasks

Enter information about your project team

AN S e

Review and save data

3.1 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), select the database that you would like to use. To create a
profile for your utility, select “Your CUPSS” from the dropdown menu and click the “Enter” button to proceed
to the startup page. If you would like to see an example of a completed CUPSS program, select “Example
CUPSS” from the dropdown menu and click the “Enter” button. Information (including the username and
password) is pre-populated in the example to show you what your CUPSS can and will look like.
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Check Up Program for Small Systems (CUPSS)

cuP$$ Welcome to CUPSS “o
N7

'1"141' Pﬁ:n‘ltq'\

Brought to you by USEPA

t""f-ﬁm'-‘

il

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 Youwr CUPSS

Trainers - Advanced Options

Select Database: |Your CLUPSS IEI m

Version 1.3.8 August 1, 2014

Figure 3-1. Welcome to CUPSS page

After you select “Your CUPSS,” the startup page (Figure 3-2) appears. Click “Lets Get Started” to enter the
Getting Started module. Click “Do Some Training” to learn more about CUPSS and how to set up your

application. For more information on the “Create Database,” “Load Database,” and “Remove Database”
features, see Section 4.1.
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CUPSS is meant to make asset management easy for you. Now lets get started.

Do Some Training

Lets Get Started
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CUPSS is brought to you by the US Environmental Protection Agenc

Figure 3-2. CUPSS Welcome page

Take Note! It is important to note that the data you enter in the Getting Started module is not 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 f
W ey 0&Mm Team Review

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 set up the project and utility for which you 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 4.6 for more information).
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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 provides additional information on how to get started with CUPSS.

[Eetting Started: Utility Information J

Do Some Training

User O&M Team Review

e

(*) Indicates required fields
* Utility Name
* Zelect Type of Facility
* psSID
*Estimated Number of Connections
* Average Customer Bill
* Streat Address
* City, State, Zip

Phone, Fax

Infio

The first skep in setting up CUPSS is to enter wour basic utilicy information, 0

| o

{" Drinking Water (O Wastewater

I— 9 *NPDES Number | o
@ # Flow (mgd) | 9
I— 9 + Mumber of Customers I 0
|

I ISeIect state j I

| |

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 drinking water utility service connections.

Average Customer Bill*

Enter the average dollar amount of customer bill per month for this 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.

Number of Customers*

The number of customers serviced by 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.
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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, an error message (Figure 3-5)
appears with a list of fields that require data before you can continue. This is true for all forms in the CUPSS
application.

CuFSS  Check Up Program for Small Systems
e

[Getting Started: Utility Information J Do Some Training

@ lil:f.:; O&M Team iew

The first skep in setting up CUPSS is ko enter wour basic ukility infarmation,

' Project Name is required.
(*) Indicates required fields . Select Type of Facility iz required.
Murnber of Custamers iz required.

* Utility Name I Average Cuztomer Bill iz required,

Address iz required,
* Select Type of Facility () Drinking Wz City is required.

“owso | S Cote e reaied. 9

*Estimated Number of Connections |: :l ]
* Average Customer Eill I: m :l 7 ]

* Street Address I— -

*City, state, 2ip | | M ]

Phone, Fax I | I |

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.
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@

The second step in setting up CUPSS is For wou ko fill out your information and create your account for accessing CUPSS, Enter your name and contact 0
information; then select a username and password to access CUPSS

[*) Indicates required fields
*Mame |John ] Dioe
DOrganization

Email

Street Address
City, State, Zip
Phone, Fax

* Enter Username
* Enter Password

* Confirm Password

@

oam Team -Review

Title
*Role |Facility Manager

[] same as Uility

Select state W

jeff

7]
7]

Figure 3-6. User Information page

Table 3-2. Fields available on the 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.

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 automatically
populates 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

DON'T FORGET THIS USERNAME!)

Enter a username. (This is the name you will use the next time you log into CUPSS.

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.

CUPSS v 1.3.8 User’s Guide

13



3.4 Operation and Maintenance

The next step is to set up a preliminary set of operation and maintenance Benefits to My Utility
(O&M) tasks for the utility. This section of the Getting Started module is CUPSS can help you save time by
spread out over four pages for a drinking water utility and six pages for a setting up default tasks and
wastewater utility. These tasks are important for successful maintenance and helping you establish an operation
management of your utility. The default tasks identified in CUPSS are and maintenance plan.

recommended to help you reach your Level of Service goals (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
following 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 O&M 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. To skip setting up O&M tasks in the initial setup, check the box at the bottom of the screen

(Figure 3-7). You may return to the Set-up pages by clicking the Set-up link at the top of the screen on the
main application pages (see section 3.6).

|:| Skip D&M Set Up Screens 0

S

Figure 3-7. Skip O&M Set Up Screens

All tasks selected and scheduled in the Getting Started module are added to the CUPSS calendar. You can
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 drinking water 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.
The standard list of daily tasks for drinking water utilities includes (Figure 3-8)
o Check water meter readings and record water production.
o Check chemical solution tanks and record amounts used.
o Check and record water levels in storage tanks.
o Inspect chemical feed pumps.
0 Check and record chlorine residual in the distribution system.
0 Check and record chlorine residual at the point of application.
o Inspect booster pump stations.
0 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.
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Investigate customer complaints. Use special “Telephone Threat” card to record threats or suspicious
activity.

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

Inspect well pumps, motors, and controls.

[numﬂmmupammmwumrm] 02 Page 1 of 4

= |

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

o6 o — .

Select All Tasks | Deselect AN Tacks

he following routine maintenance tasks are set to occur daily

Chedk water meter readings and record

weater production. Chamge tasks recurrence frequency te | Salect Frequency | Thwes day |1 -
Veekly recurrence every Week(s) on  Select Day w
Monthly recurrence on |Select Wesk v | [Salect Day w  every month
Annual recurrence the | Salact Wesk k" .Sel-ect Dy W of  Select Month bt

[+] Check chemical solution tanks and record

iy Change tasks recurrence Frequency te | Select Fraquency w | Ties/day |1 -
Weekly recurrence every Week(s) on  Select Day "
Monthly recurrence en | Select Wesk % Seleck Day w | every month
Annual recurrence the | Selact Wesk | Select Day “  of Selact Month hd

[+] Check and record water levels in storage

Fhaommn b orler sa K wmba (Cnlerd Ermm e aa ! Thrwme (e 1 5

Figure 3-8. Drinking Water Operations and Maintenance Daily Tasks page

The standard list of daily tasks for wastewater utilities includes (Figure 3-9)

O

Oo o o o o o o o o

Plant-walk-thru w/processes system checklist. Check proper function of all plant processes and take
readings.

Collection System: Check pumping stations.

Static Screens: Clean influent screens.

Wet well pumps: Visually inspect and maintain wet well pumps.
Communitors: Visually inspect and maintain communitors.

Grit Removal: Check wet well pumps.

Primary Clarifier: Check sludge blanket.

Aceration Tanks: Check DO probes & valves.

Blowers: Check oil levels.

Sequencing Batch Reactors: Check for foaming and uneven air distribution in the tanks.

CUPSS v 1.3.8 User’s Guide
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Sequencing Batch Reactors: Check controls, alarms, and controls box.
Chemical Feed System: Check chemical supply for the day.

Secondary Clarifier: Check sludge blankets.

Media Filtration: Backwash as appropriate.

Media Filtration: Check backwash pumps.

Microfiltration Units: Perform chemical cleansing of the membrane filters.
Microfiltration Units: Check membrane for breakage.

Chlorine Disinfection: Check for leaks / hoses.

UV Disinfection: Check lamps to ensure proper working.

UV Disinfection: Make sure lamps are clean.

UV Disinfection: Check proper level of UV light transmittance.

Digester: Drain gas system water traps.

Sludge Dewatering: Make sure the system is functioning properly.

Sludge Dewatering: Sample & analyze sludge as appropriate.

Flow meters: Check recorder charts.

Grab Samples: pH, Dissolved Oxygen (DO), Total Residual Chlorine (TRC).
Motor Control Center (MCC): Check Voltage/Ampere (V/A) on motors fed from all MCCs.

Shop: Check chemicals utilized and storage areas.

O
]
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O
O

cuPS$  Check Up Program for Small Systems

_—

[ Getting Started: Utility Operation and Maintenance Default Daily Tasks D&M Page 1 of 6

&6 0 -

The third step in setting up CUPSS is For wou ko reviews 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

Daily Tasks Scheduled Day for Maintenance
he following routine maintenance tasks are set to occur daily

D Plant-walk-thru w/ processes system

checklist. Check proper Function of all Change tasks recurrence frequency to |5'3|'3':t Frequency "l Times/day n
plantiprocesceshndlakel sadino s Weekly recurrence every I:I Waeek(s) on |Select Day A

Maonthly recurrence on |Se|ect Week V| |Select Day V| every month

Annual recurrence the |Select Week V| |Select Day V| of |Select Manth V|

D Collection System: Check pumping

i Change tasks recurrence frequency to |Select Freguency Vl Times/ day
Weekly recurrence every I:I Waeek(s) on |Select Day b
Monthly recurrence on |Se|ect Week v| |Select Day v| every month
Annual recurrence the |Select Week V| |Select Dty V| of |Select Marith V|
1 ebatir Crunnne Flaan inflinnk crunnne

Figure 3-9. Wastewater Operations and Maintenance Daily Tasks page
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By default, no tasks are selected when the Daily Tasks page is first opened. If there are tasks that you want to
perform at your utility, select the tasks (select the checkbox next to each task you wish to include in your

calendar).

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 controls 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 3-10).
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CUFSE Check Up Program for Small Systems

Getting Starbed: Utility © and Maintenance Default W O&M Page 2 of 4

e o o - -

The third step in setting up CUPSS is For you bo review basic preventive maintenance tasks recommended by US EPA. You can selact or deselect al ibams
and charge the frequency of the tasks. &

Select All Tasks | Deselect Al Tashs

he following routine maintenance tasks are set to occur weekly

Inspect chlorine and Muoride basting

equipment. Change the defaull day for weekly recurrence every Mondsy W or
Change this task's recurrence Frequency be | Sedect Frequency % Times/day |1 -
Manthly recurrence en Seleck Week | Sebact Day w | avery month
Annusl recurrence the Select Week w | Sebeck Day ™| of Sedact Month W
::‘:::;:mh:‘m: ::::::-:::I:*. Change the defaull day for weekly recurrence every Mondsy W or
Change this task's recurrence Frequency be | Sedect Frequency | Times/day |1 -
Manthly recurrence en Seleck Week | Sebact Day w | avery month
Annusl recurrence the Selsct Week w | Seback Day w | of Sedect Month W

+ | Record puny te Fi ach |
- = ey ribeecs oot Fhamna tha dafuslt da Far sisaldan rarurrances asaen | Seradzo LR

Figure 3-10. Drinking Water Operations and Maintenance Weekly Tasks page

The standard list of drinking water weekly tasks includes (Figure 3-10)
o 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.

L.
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CuPSS Check Up Program for Small Systems
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[ Getting Started: Utility Dperation and Maintenance Default Weekly Tasks ] 0&M Page 2 of 6

@ @ @ o

The third step in setting up CUPSS is For waou to review basic preventive maintenance tasks recommendad by US EPA. You can select or deselect all items
and change the frequency of the tasks, 0

Select All Tasks | Deselect All Tasks

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

[] Grit Remaval: Check and grease
mechanical equipment. Change the default day for weekly recurrence every oF
Change this task's recurrence frequency to Times/day |1 :
Monthly recurrence on |Select Weeak V| |Select Day V| every month
Annual recurrence the |Select Week V| |Select Day V| of |Select Manth V|

I:‘ Grit Removal: Check and grease
mechanical equipment. Change the default day for weekly recurrence every | Thursday | or
Change this task's recurrence frequency bo |Select Frequency % | Times/day |1

Monthly recurrence on |Select ek V| |Select Day V| every month

4

Annual recurrence the |Select Week V| |Select Day V| of |Select Manth N

N S N ORI S

Figure 3-11. Wastewater Operations and Maintenance Weekly Tasks page

The standard list of wastewater weekly tasks includes (Figure 3-11)
o Grit Removal: Check and grease mechanical equipment.
o Grit Removal: Drain conveyor / receiver.
0 Primary Clarifier: Clean effluent trough.
0 Primary Sludge Pumps: Collect sludge sample.
o Sequencing Batch Reactors: Inspect and calibrate DO, pH, and/or ORP probes.
o Sequencing Batch Reactors: Review sludge wasting rates.
o Sequencing Batch Reactors: Vibration or overheating (for mechanical systems).

o Sequencing Batch Reactors: Check for floating scum, appearance of effluent, location of sludge
blanket, or any mechanical equipment.

o Rotating Biological Contactors: Inspect shaft bearings and mechanical drive units.
o Rotating Biological Contactors: Inspect chains and sprockets for wear and slack.
o Chemical Feed System: Check chemical storage for availability.

o Chemical Feed System: Change feed pump and check pumpage.

o Chemical Feed System: Preventive maintenance to Chemical Feed Pumps.

o Secondary Clarifier: Clean effluent trough.

o Secondary Clarifier: Clean screens.

o Secondary Sludge Pumps: Check lead pump.
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o Secondary Sludge Pumps: Collect sludge sample.

0o Media Filtration: Check media condition.

o CI2 Residual Analyzer: Check recorder chart and electrolyte.
O Scum pits: Dewater & clean.

o Digester: Decant supernatant.

o Digester: Collect supernatant sample.

o Digester: Lube mixer.

o Digester: Check pressure reducing valve (PRV).

o Sludge Dewatering: Dispose of sludge per 503 regulations.

o Composite Samplers: As appropriate, set-up Influent & Effluent samplers. Collect, preserve/stabilize,
transport samples.

o Grab Samples: Fecal Coliform (FC).

o Lagoon Systems: Control tree and weed growth.

o Lagoon Systems: Mitigate any surface drainage or storm runoff.

o Lagoon Systems: If aerated, make sure the aeration system is working properly.
o Generator: Inspect / exercise generator (using check sheet).

o Generator: Check fuel & oil.

o Generator: Supervise preventative maintenance to emergency generator(s).

o Shop: Check power sources and back-up power.

o Shop: Check available security equipment and emergency response plans.

By default, no tasks are selected when the Weekly Tasks page is first opened. If there are tasks that you want to
perform at your utility, select the tasks (select the checkbox next to each task you wish to include in your
calendar).

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

CUPSS v 1.3.8 User’s Guide 20



CuFSS Check Up Program for Small Systems

[ Getting Started: Utility Operation and Maintenance Default Monthly Tasks | 08 Page 3of 4 |

00—

The third step in setting up CUPSS i For you bo review basic preventive maintenance tasks recommended by US EPA. You can select or deselect all ibems |
and change the frequency of the tasks.

Select All Taghs | Daselech All Tagks

Scheduled Day for Maintenance
he following routine maintenance tasks are set to oocur monthly

Read electric meter at pump house and

racord, Eillg- the default -utlT-, recurrence bo Fist w week of EVEFY month om Monday % or

Chamge this task's recurrence frequency te  Salect Frequency v Times/day || -
Weekly recurrence every Week(z) on |Select Day bt
Annual recurrence the | Select Wesk | Select Day ~  of |Sebect Month w

| Take riale monthly water qualil;

D ‘_. |m. = ! i Change the default nonthly recurrence bo First w week of every month on Monday » or
Chamge this task's recurrence I’H-q;..u:y bo .Sehct Frmmy w  Times/day | ;
Weekly recurrence every Week(1) on  Salect Day ¥
Annual recurrence the | Select Wesk o | |Select Dy | of |Select Month b

[] Check and record static and punping - R . | o 1 bt

Figure 3-12. Drinking Water Operations and Maintenance Monthly Tasks page

The standard list of drinking water monthly tasks includes (Figure 3-12)
0 Read electric meter at pump house and record.
o Take appropriate monthly water quality samples.
o Check and record static and pumping levels of each well.
o 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.
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[ Getting Started: Utility Operation and Maintenance Default Monthly Tasks ] 0&M Page 4 of 6
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The third step in setting up CUPSS is For wou to review basic preventive maintenance tasks recommended by US EPA, You can select or deselect all items
and change the frequency of the tasks. g

Select All Tasks | Deselect All Tasks

Monthly Tasks Scheduled Day for Maintenance
he following routine maintenance tasks are set to occur monthly
I:‘ Collection System: Check CSO facilities &
oultFalls. Change the default monthly recurrence to week of every month on or

Change this task's recurrence frequency to  |Select Frequency % | Times/day -
Weekly recurrence every I:l Week(s) on |Select Day w

Annual recurrence the |Select Week vl |Select Day vl of |Select Month v|
I:‘ Grit Removal: Remove grit and
screenings. Change the default monthly recurrence to week of every month on or

Change this task's recurrence frequency to  |Select Frequency | Times!day
Weekly recurrence every l:l Week(s) on | Select Day hd

Annual recurrence the |Select Week Vl |Select Dy Vl of |Select Month N

[ Gt Pamnwal 1 uha avit convanas charls §

Figure 3-13. Wastewater Operations and Maintenance Monthly Tasks page

The standard list of wastewater monthly tasks includes (Figure 3-13)
o Collection System: Check CSO facilities & outfalls.
o Grit Removal: Remove grit and screenings.
o Grit Removal: Lube grit conveyor, check / adjust alignment.
o Grit Removal: Clean Screen / Grit Building.
o EQ Basin: Alternate / check lead pump.
0 Primary Clarifier: Drive oil - check / fill.
o Primary Clarifier: Exercise gates.
0 Primary Sludge Pumps: Alternate / check lead pump.
o Blowers: Rotate blowers.
o Blowers: Clean intake filters / Change as needed.
o Trickling Filters: Drive oil - check / fill.

o Sequencing Batch Reactors: Inspect air distribution system components including filters, seals, oil
level, pressure (for diffused air systems).

o Rotating Biological Contactors: Grease the bearings.

o Recirculating / Return Activated Sludge Pumps: Alternate / check lead pump.

o Secondary Clarifier: Drive - check / fill oil.

o Secondary Sludge Pumps: Calculate Waste Activated Sludge & Return Activated Sludge.
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o Chlorine Disinfection: Preventive Maintenance to CI2 feed system.

o Chlorine Disinfection: Clean building.

o Dechlorination: Check and replace dechlorination gas (i.e., SO2) supply.
o Utility Water System: Alternate / check lead pump.

o Utility Water System: Change oil (pump & motors).

o Shop: Preventive maintenance of tools & equipment.

By default, no tasks are selected when the Monthly Tasks page is first opened. If there are tasks you want to
perform at your utility, select the tasks (select the checkbox next to each task you wish to include in your
calendar).

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

CuFSs Check Up Program for Small Systems

- —

[ Getting Started: utility Operation and Maintenance Annual Tasks | D&M Page 4 of 4 |

& 6 0 -

The third step in satting up CUPSS ks For you bo revies basic preventive maintenance tasks recommended by US EPA. You can select or deseldect al ibemms
and change the fréquency of the tasks. g

Select All Tasks | Deselact All Tasks

Scheduled Day for Maintenance
Following routine maintenance tasks are set to occur annualy

[+] Overhaul chensical feed punaps (D rings,

check valves, and diaphragens). Cialrg- the default annual recurrence the  First | |Monday w  of Janary W o
Chamge this task's recurrence frequency te Select Fraquency W Times/day | =
Weekly recurrence every Weel(s) on  Select Day b

Monthly recurrence on | Select Weslk % Select Day w every month

[+] tnspect and clean chensical feed lines and

solution Eamlcs. Change the default snnual recurrence the  First “ | | Monday W of Jarwary W or
Change this task’s recurrence frequency te Select Frequency w Times/day 1| .
Weeldy recurrence svery Weeb(s]) on  |Select Day b

Monthly recurrence on | Select Week % Select Day w  every month

Calibrate chemical feed punips after

[€

Channs the Aefanll annnal recrrsncs the  Firer sl | Ml we . af | Uaei s WL
Figure 3-14. Drinking Water Operations and Maintenance Annual Tasks page
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The standard list of annual drinking water tasks includes (default recurrence frequency shown in parentheses)
(Figure 3-14)

O

O

]

Overhaul chemical feed pumps (O rings, check valves, and diaphragms). (first Monday in January)
Inspect and clean chemical feed lines and solution tanks. (first Monday in January)
Calibrate chemical feed pumps after overhaul. (first Monday in January)

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

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

Review emergency response plans. (first Monday in January)

Inspect chemical safety equipment and repair or replace as needed. (first Monday in February)
Operate all valves inside the treatment plant and pump house. (first Monday in February)

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

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

Calibrate chemical feed pumps. (first Monday in April)

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

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

Flush the distribution system and exercise/check all fire hydrant valves. (first Monday in June)
Perform preventive maintenance on treatment plant and pump house buildings. (first Monday in June)
Inspect and clean chemical feed lines and solution tanks. (first Monday in July)

Calibrate chemical feed pumps. (first Monday in July)

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)

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

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

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

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

Contact an electrician to check running amps on well pumps. (first Monday in December)
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[ Getting Started: Utility Operation and Maintenance Annual Tasks ] 0&M Page 5 of 6
LUHility User O&M Team ———Raview
Info Info

The third step in setting up CUPSS is for wou to review basic preventive maintenance tasks recommended by LS EPA, You can select or deselect all items
and change the Frequency of the tasks, 9

Select All Tasks | Deselect All Tasks

Annual Tasks Screen 1 Scheduled Day for Maintenance
he following routine maintenance tasks are set to occur annualy

[] collection System: Check sewer lines and
manholes.

Change the default annual recurrence the |First v| |Monday vl of |January v| or

Change this task's recurrence Frequency lo|Se|ect Frequency vl Times/ day
Weelkly recurrence every I:I Week(s) on |Select Day L

Monthly recurrence on |Se|ect Week v| |Se|ect Day v| every month

D Grit Remaval: Exercise / lube valves. Change the default annual recurrence the |First | |M0ndav | of |January | or
Change this task's recurrence frequency to|WBBk|5-' Vl Times/day
Weekly recurrence every Week(s) on
Monthly recurrence on |Select Week | |Select Day | every month

M1 Geit Panavals 1 aha ol cockam makaec £

Figure 3-15. Wastewater Operations and Maintenance Annual Tasks page

The standard list of annual wastewater tasks includes (default recurrence frequency shown in parentheses)
(Figure 3-15)

o Collection System: Check sewer lines and manholes. (first Monday in January)

o Grit Removal: Exercise / lube valves. (every 26 weeks on Monday)

o Grit Removal: Lube grit system motors / drives / pumps. (first Monday in January)

O Influent Diversion Chamber: Exercise / clean gates (every 26 weeks on Monday)

o EQ Basin: Preventive maintenance to subm. pumps & aerator. (first Monday in January)
o EQ Basin: Exercise / lube valves. (every 26 weeks on Monday)

0 Primary Clarifier: Drive oil - drain / fill. (every 26 weeks on Monday)

o Primary Clarifier: Check handrails for safety. (first Monday in January)

0 Primary Clarifier: Pressure wash/drain & inspect tank. (first Monday in January)

0 Primary Sludge Pumps: Lube pumps. (every 13 weeks on Monday)

0 Primary Sludge Pumps: Lube motors. (first Monday in January)

o Primary Sludge Pumps: Exercise / lube valves (every 26 weeks on Monday)

o Aeration Tanks: Check piping for holes or leaks. (first Monday in January)

o Trickling Filters: Drive oil - drain / fill. (every 26 weeks on Monday)

o Sequencing Batch Reactors: Review wet / cold weather operating. (every 26 weeks on Monday)

o Recirculating / Return Activated Sludge Pumps: Grease motors. (first Monday in January)
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o Recirculating / Return Activated Sludge Pumps: Change oil. (first Monday in January)
o Recirculating / Return Activated Sludge Pumps: Exercise / lube valves. (every 26 weeks on Monday)

o Recirculating / Return Activated Sludge Pumps: Check fans, louvers & heating units. (first Monday in
January)

0 Recirculating / Return Activated Sludge Pumps: Check for leaks in pipes. (first Monday in January)

o Recirculating / Return Activated Sludge Pumps: Clean filters on Variable Flow Drive(s). (first
Monday in January)

o Secondary Clarifier: Drive - drain / fill oil. (every 26 weeks on Monday)

o Secondary Clarifier: Exercise and lube gates. (first Monday in January)

o Secondary Clarifier: Check handrails for loose or missing parts. (first Monday in January)

o Secondary Clarifier: Pressure wash / drain & inspect tank. (first Monday in January)

o Secondary Sludge Pumps: Change oil. (first Monday in January)

o Secondary Sludge Pumps: Exercise / lube valves. (every 26 weeks on Monday)

o Chlorine Disinfection: Drain / clean contact tank. Exercise / lube gates. (first Monday in January)
o Chlorine Disinfection: Lube hoist. (first Monday in January)

o Chlorine Disinfection: Check and replace chlorine supply (i.e., 1-ton container). (every 17 weeks on
Monday)

o Chlorine Disinfection: Test leak alarm & exhaust system. (every 26 weeks on Monday)
o Dechlorination: Preventive Maintenance to SO, feed system. (first Monday in January)
o CI2 Residual Analyzer: Prepare stock electrolyte. (every 13 weeks on Monday)

o CI2 Residual Analyzer: Disassemble / clean / calibrate. (every 13 weeks on Monday)

O Scum pits: Preventive Maintenance to scum pumps. (first Monday in January)

o Scum pits: Exercise / lube valves. (every 26 weeks on Monday)

o Digester: Lube mixer motor. (first Monday in January)

o Digester: Exercise / lube valves. (every 26 weeks on Monday)

o Flow meters: Annual calibration. (first Monday in January)

o Motor Control Center (MCC): Preventive maintenance to all MCCs. (first Monday in January)
O Yard Valves: Exercise gate valves. (first Monday in January)

o Digester: Preventive maintenance to recirculating pump. (every 13 weeks on Monday)

By default, no tasks are selected when the Annual Tasks page is first opened. If there are tasks you want to
perform at your utility, select the tasks (select the checkbox next to each task you wish to include in your
calendar).

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.
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3.5 Assemble Your Team

Next, it is time to enter information about the people associated with this
project—your team members. Your team is a critical component of your day-
to-day operations. It is important to coordinate with them as you work
through the CUPSS application and implement your asset management plan.
The team section can be revisited as you work through CUPSS.

Your team might include the following people:

*  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

Benefits to My Utility
CUPSS can help you save your
team member contacts in one
easy to find place. These team
members will later help you
prepare and implement your My
CUPSS Asset Management Plan.

*  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.
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 3-16). Table 3-4

provides additional information about the fields available on the Team page.
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CuFSS Check Up Program for Small Systems

[ Getting Started : Assemble Your Team (Optional) |

00 &

The Faurth and Final step in setting up CUPSS For your utility 5 bo sssemble your beam. This is an optional, but highly recommended, step where yvou i
can indicate any contacts that may help you in assembling your information for CUIPSS such as town staff, your utilty staff or other stakehaolders
Irvobyed in the development of your asset management plan. They may or may not be actual CUPSS users.

(*) Indicates required Fields

*Mame [En Dausgherty [#] CUFSS User i
Organization vri Department of Matural Resources | Title '\Waber Speciakst
Email | Missouri@doemo.goy "Rele |Skabe Contadt ¥
[ Same as Utikky

Straet Address | 7545 5 Main St

Cily, Stake, Zip  5t, Lous IMisscori ¥ | 63125

Phone, Fan  567-342-4800 T13-523-9875
Enler Username  DDALGHERTY

QO

Confirm Password ssssss

| €

Figure 3-16. Team page

Additional team members can be added later within the CUPSS application using the Create User feature.
(See Section 4.4.1.3 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
4.4.1.1 for more information about the Set Up feature.)
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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, 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 is not 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 CUPSS 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 CUPSS 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 CUPSS 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 3-17).

Team members

Name / Tite

John Hoagland [ Ad... Missouri Rural Mak...  Ruralwater@roruar.. 15 Wesk Wilson St ... Technical Assistanc...

CUPSS User
Yes

Robert Dunlewy [ E... USEPA robert@epa. gov a01 M Sth Street k... EPA Contact Yes
Sam Bowman | SEE - USEPA sami@epa, goy a01 M Sth Street k... EPA Contact es
Steve Whyatt [ Engi... Missouri Deparkmen... MissouriMaturali@e... PO Box 176 Jeffers... State Contact Yes

Figure 3-17. 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.
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To sort the data in the table, click 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.

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 3-18).

Name / Tite Organizaton Address Role CUPSS User H

Alden McDonald | C... Be I STEELLCOR ... Head Operakor
Dan Daugherky [ ... Mlss-:n.lrl Departmen MISSDUI’I@dI‘IF.Eﬁ? Edit Row + . okate Conktact

Dennis Siders | Reqg... Midwest Assistance... midwesti@mag L—._' iliam... Technical Assistanc...
£

John Hoagland [ Ad... Missouri Rural Wak...  rurabwater @ . Technical Assistanc...

Figure 3-18. 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 3-20). 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 by
selecting the My O&M module from the CUPSS menu (Figure 3-19). (See Section 6 for more information.)

cuPrss Check Up Pngram for Small SYStemS Set-iPISWitch Utility | Create User | Help | Training | Exit

N —

- H Sy '
: My is y b ,% My A gy ‘ﬁ My
‘fy Home X a Finances r,/ Checkl.tp == CUPSS Plan

Figure 3-19. Returning to the Set-up pages

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 prevents the database from saving the information you
entered on the Gerting Started pages and allows 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 your information because your data are not saved until you exit the Getting Started
module.
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To make changes to the data you entered in the Getting Started module, click “Back and Edit.” This takes 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 3-20. Review page

Once you click the “Save and Continue” button, it prompts you to choose a directory to save the file to
(Figure 3-21).
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Figure 3-21. Selecting a directory to save your password

Select a file in the “Browse For Folder” popup and click “OK” (Figure 3-22). If you forget your username and
password, it is stored in this directory.

Browse For Folder

|5 Acro Software

I Adobe

|5 Analog Devices

I Arcals

|5 Arcsls Diagrammer
|5 Benthic

| Business Objects

| CE Remote Tools

[ cisco syskems

[ Common Files

| ComPlus Applications

(]} Upss

< | =

>

£

Make Mew Folder ] [ 0] ] [ Cancel

Figure 3-22. Choosing a directory to store your password
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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

Once you have gone through the setup process, the next time you log in to CUPSS, it prompts you to select the
database that you want to use.

 check up Program for Small Systems (Cupss) |

m Welcome to CUPSS #62

F
Brought to you by USEPA % M -
?-‘

£y
\P
-y po
A prot®

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

Trainers - Advanced Options

Select Database: |Your CLUPSS IZI m

Version 1.3.8 August 1, 2014

Figure 4-1. Welcome to CUPSS

4.1 Database Management

CUPSS allows you to manage more than one database in the application. You can create new databases that
are separate than the databases used to power “Your CUPSS” and the “Example CUPSS.” These additional
databases can be useful for CUPSS Trainers who are working with multiple utilities in implementing CUPSS.
Trainers have the ability to remove these databases from the application and load them later at different
locations.

4.1.1 Creating a New Database

To create a new database to store your information, click the “Create Database” button on the startup page.
The Database Management page appears. Enter the new database name, and use the “Browse...” button to
designate the folder in which to store the database. Click “Save” to create the new database.
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- Database Management

* pDatabase Name | MNew DB

* Database Location Browse...

C:/Program Files,/CUPSS

(*) Required Fields

Save | Cancel

Figure 4-2. Database Management page

If the folder you selected for database location already has a database, a popup message appears asking you to
confirm saving the database in the same folder. To make management easier, you might consider creating a
new folder, then return to this screen to save your database in an empty folder. Storing the new database in the
same folder does not delete existing databases. The database is not created until you enter the application and
go through the setup pages.

The selected folder For the Database Location is nok empky!
ot Are you sure you wank to create the new CUPSS database in this folder?

= o

Figure 4-3. Database location message

4.1.2 Removing a Database

To remove a database from the application list, select the database from the “Select Database” dropdown list
and click the “Remove Database” button. Note that you can only remove databases that you have created, not
the “Your CUPSS” or “Example CUPSS” databases. A confirmation message appears before the database is
removed. The database is not deleted from your system, but it is removed from the “Select Database”
dropdown list. You can use the “Load Database” button to load the database after you remove it.

Are you sure vyou wank bo remove this database?
! The database will nat be permanently deleted and can be added
back ta the lisk in the fukure using the Load Database button,

Figure 4-4. Remove database message
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4.1.3 Loading a Database

To load a database that you previously created, click the “Load Database” button from the startup page. Enter
the database name and location into the Database Management page and click the “Save” button. The
database can now be selected from the “Example CUPSS” dropdown list.

4.2 Login

Once you have gone through the setup process, the next time you log in to CUPSS, it prompts you for login
information (Figure 4-5). 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 4.6 for more information on
modifying user information.)

OuFS$  Check Up Program for Small Systems
e —

( welcome cupss users |

User name: EXEITIFI'E|

Password: sssssss

Forgot Password

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

O
i U,

o R
£r
"4y ot

CUPSS is brought to you by the US Environmental Protection Agency
Version 1.3.8 August 1, 2014

G
¥ yppnct

Figure 4-5. 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. A popup prompts you to check the directory (Figure 4-6). In the
directory you selected during setup, you will find a text document with your user name and password.
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Figure 4-6. Password prompt

4.2.1 Select Utility

Once you have successfully logged in, you are prompted to select the utility you wish to work on (Figure 4-7).

ouF%  Check Up Program for Small Systems

Sasbact: thee Uty yous o s bo weork: on. IF you havs one uhilty & chould slready be
salected and you can just dick on the [Load Ublty] Buttor bo get startad using JUPSS,

Bty View Bores Subsdevision - [N

Figure 4-7. 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. The CUPSS home page (Figure
4-8) appears.
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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 4.6 for more information about
adding a utility.)

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

S

- ¥ Ty - = 1
L my i My o My ;u% My 7 my Ty
.ﬁ Home =E Inventory F4 O&M a Finances == CUPSS Plan

( Welcome Back Example, Beauty View Acres Subdivision - DW | My Calendar

What would you like to do today?

5 | 5| Task Notification = -
: $ D OmEi Coa Right Click on Item to Edit -
B .
Chedk and record chilori... 8/29/2014 TODAY'S TASK =
Check and record chlori... 8/29/2014 TODAY'S TASK -
Creat Updat Chedk and record fluorid.... 8/29/2014 TODAY'S TASK =
Teaie or Tpcales Check and record water..  8/20/2014 TODAY'S TASK
Check chemical solution ... 8/29/2014 TODAY'S TASK 5 5
Check instrumentation ... 8/29/2014 TODAY'S TASK

® Create or Updatdll | Checkwater meterrea...  8/20/2014 TODAY'S TASK
Complete a daily securit... 8/29/2014 TODAY'S TASK

Version 1.3.8 August 1, 2014

Figure 4-8. 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 4-8).
The Task Notification popup window shows all tasks that are currently due or past due. The tasks in the popup
window can be edited, deleted, or marked as completed. For more information about popup windows in
CUPSS, see Section 4.5.2.

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.

4.3 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 view, edit, and manipulate data
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4.4 Navigation Area

The navigation area (Figure 4-9) is available from almost any module. It allows you to jump between modules
and change the settings for the utility.

ocurss Check Up Program for Sma” Systems Set-up | Switch Utility | Create User | Help | Training | Exit

8. &, &,
? Finances p Check up J« CUPSS Plan

Figure 4-9. CUPSS Navigation Area

4.4.1 Administration menu

The administration menu (in the upper right of the navigation area) helps you manage your CUPSS account
and project information (Figure 4-10). The options available in the administration menu include

e Set-up

e Switch Utility

* Create User

* Help
¢ Training
* Exit

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

Figure 4-10. Administration menu

4.4.1.1 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 4-7 above). Section 4.6 describes the steps required to change information for
your utility using the Set-up module.

4.4.1.2 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 4-7 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 4.7 for more information on adding another project to CUPSS.

4.4.1.3 Create User

Click 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.

4.4.1.4 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.
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4.4.1.5 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 4-11). You may be asked to download a
Flash plug-in if these tutorials do not play.

Training Options

1. Flash Tutorials - Click on & tutorial below to see a brief walk-through on how to use
CUPSS. Though the application has been updated since the development of this training
and some of the flash training is now out of date, it still provides users a instruction for how
to use the application. (Mofe - these fufonals wil aoen your Arowses you may be asked fo
downioad 5 Alash plug-in if these fuforials do not olzy,)

- ~, fer [ -
[} i [ |

Introduction Overview & My Inventory My O&M
4:19 My Home 7:17 6:04 3:02

My Finances My Check Up My CUPSS Plan
4:13 5:50 3:14
2. User's Guide
3. More Training on the Web

Go to epa.gov/cupss for additional training materials and a list of training dates
in your area.

Figure 4-11. Training Options popup

4.4.1.6 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.

4.4.2 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 4-12).

£5) My Ay T Ny
a- Finances r Check up =L CUPSS Plan

Figure 4-12. CUPSS module buttons
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4.4.21 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 4.5.

4.4.2.2 My Inventory

The My Inventory module allows you to identify and characterize your 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.

4.4.2.3 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 lists. 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 5.9.

4.4.2.4 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.

4.4.2.5 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 helps to manage assets and plan for the
future. The My Check Up module is described in greater detail in Chapter 8.

4.4.2.6 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.

4.5 Activity Window

The activity window is divided into three smaller windows (Figure 4-13). 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.

This window also displays the version of CUPSS that you are working with. As updates are made to the
software, each download will have a new version number.
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[Welcome Back Helen, Beauty Yiew Acres Subdivision - DWJ My Calendar

April

I

What would you like to do today?

.s Do Some Trainin

Enter a New Task or Work Order

20 21

27 28 29 30 1 z 3
4 5 & 7 g 9 10
My Messages and Alerts
|Reminder - Today's Tasks | | B.l
|Tasks Currently Past Due | | 1@
Print My Check Up Reports Work on My CUPSS Plan [Assets Needing update I o]
|Number of High Risk Assets | | 2|

Figure 4-13. The CUPSS My Home activity window

4.5.1 My Calendar

The “My Calendar” window gives a snapshot of upcoming and overdue tasks for a particular month (Figure
4-14). 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 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

20 21 22 23 24 25 26
27 28 29 30 1 2 3
4 5 & 7 g El 10

Figure 4-14. My Calendar window

4.5.2 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 4-15).
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[My Messages and A.IertsJ

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

Figure 4-15. My Messages and Alerts window

4.5.2.1 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 4-8). (“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 || @ssets needing close monitoring in
Messages and Alerts” window that reads “Popup Messages are On, Click To one easy fo use tool, saving you

Tum OFF (Figure 4-15). ime, Sobe s o ke your

The message in the box turns red and changes to read “Popup Messages Are
Off. Click to Turn On.” (Figure 4-16).

LMy Messages and AlertsJ

|Reminder - Today's Tasks | | B_l
|Tasks Currently Past Due | | l_E_lll
|Assels Meeding Update | | lll
|Numher of High Risk Assets | | 2|

Figure 4-16. My Messages and Alerts window showing that popup messages are deactivated

4.5.2.2 Status Table

The status table gives a picture of the current state of your assets and tasks (Figure 4-17).

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 the number to open a popup window that lists all tasks for the day (Figure 4-17).
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M Today's Tasks [z|

Right Click on Item to Edit

Zheck and record static and pumping levels of each well,

Clean pump house and grounds, Make sure fire hvdrants are accessible,
Inspect chlarine and Fluaride testing equipment,

Read electric meter at pump house and record,

Record pumnping rate For each well or source waker pump.

Take appropriate monthly water quality samples.

Figure 4-17. Popup window showing tasks for the day

Right-click any of the tasks in the window and click “Edit Row,” “Delete Task,” or “Mark task as completed
today.” Double-click any of the tasks in the window to open the corresponding task form in the My O&M
module. In the module, you can view and edit the task details. (For more information on creating and editing
tasks, see Section 6.1)

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 4-18).

B Past Due Tasks ['5—(|

Right Click on Item to Edit

[TackName — ——[[TaskDue Date &

Clean pump house and grounds. Make sure ... 822009

Inspect chlorine and fluaride testing equipm...  8/2/2009
Clean pump house and grounds, Make sure . &/1/2009
Inspect chlorine and fluoride testing equipm... &/1/2009
Clean pump house and grounds. Make sure ... 7f31/2009
Inspeck chlorine and Fuog i é oLD00g
Clean pump house and g

Inspect chlorine and fluo E% Delake ok

Clean pump house and g

Inspect chlotine and Fluc E‘;} Mark task as completed today
Clean pump house and grounds, Make sure .. 7(28[2009
. ~

F =kl i . Fly HE IS ki TR NN o & v L=X kv u I n1m]

Figure 4-18. Popup window showing past due tasks

Right-click any of the tasks in the window and click “Edit Row,” “Delete Task,” or “Mark task as completed
today.” Double-click any of the tasks in the window to open the corresponding task form in the My O&M
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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 the assets that need to be updated. Assets that
need to be updated 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 could fail earlier than expected because of improper maintenance. The
popup window shows the task name and due date (Figure 4-19).

M fssets Needing Update

Right Click on Item to Edit

Assetame |

Figure 4-19. Popup window to show tasks requiring update

Right-click any of the assets in the window and click “Edit Row,” “Delete Task,” or “Mark task as completed
today.” Double-click any of the tasks in the window 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.

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 allows 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 4-20).
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M High Risk Assets x]
Right Click on Item to Edit

[AssetName |

MMain valve

pUmp
well#1

Figure 4-20. Popup window to show high risk assets.

Right-click any of the assets in the window and click “Edit Row,” “Delete Task,” or “Mark task as completed

today.” Double-click any of the tasks in the window 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.

4.6 Set-up Module

Use the “Set-up” link in the Administration menu to change information for the utility you are currently

working on. The Sef-up module allows you to modify information about the utility, your user information, and

information about the project team members (Figure 4-21).

User "
@ Info Team -Review

Figure 4-21. Tracking bar for the Set-up module

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

4.6.1 Utility Information

The first page of the Set-up module allows you to edit information about the current utility. Figure 4-22 shows

the Utility Information page. See Section 3.2 for more information on how to complete and edit this page.
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OuFS$  Check Up Program for Small Systems
e ——

[Eetting Started: Utility Information J Do Some Training

User r
@ nfo e 4

The first skep in setting up JIUP33 is bo enter your basic ukility information, 0

(*) Indicates required fields
* Utility Name | Beauty Yiew acres Subdivision - Div 0
* Select Type of Facility @ Drinking Water Wastewakter

*PWSID | MOGE0S6219 9 *NPDES Number

*Estimated Number of Connections |33 0 * Flow (magd)

QO 9

* Average Customer Bill [ G # Mumber of Customers ([

* Street Address | 123 Main 3t
* Cily,*slate:k zip | Gray summit Missauri w | 63039

Phone, Fax:

Figure 4-22. 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.

4.6.2 User Information

Next, you can edit information for the current user (Figure 4-23). See Section 3.3 for more information on how
to edit the information on this page.
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OUFS$  Check Up Program for Small Systems
e ——

[Getting Started: Your Information J

@ @ Team =

The second step in setting up CURSS is Far you ko fill out your infarmation and create your account For accessing CUPSS, Enter your name and contact @
information; then select a username and password ko access CUPSS

(*]) Indicates required fields

*Mame |Example Lser
Organization |LSEPA Title
Email | your_smail@your_server,com *Role |Facility Manager i

Same as Utilicy
Street Address | 125 Main SE
City, State, Zip | Gray Surmmik Missauri 63039
Phone, Fax | 555-555-5555 555-555-5555
* Enter Username | example o9
* Enter Password | sssssss 0

* Confirm Password | sssssss

Figure 4-23. 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.

4.6.3 Team Information

On the next page you can add or edit team member information (Figure 4-24). You can select from the list of
existing CUPSS users, as well as enter new team members specific to this project.
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CUPSS  Check Up Program for Small Systems
e

[Getting Started : Assemble Your Team {Optional) J

Litility User
Info Info

The Fourth and final step in setting up CUPSS for wour utility is ko assemble wour beam, This is an optional, but highly recommended, step where you can indicate any 0
contacts that may help wou in assembling vour information for CUPSS such as bown staff, your utiliy staff or other stakeholders involved in the development of your
asset management plan. They may of may not be actual CUPSS users.

(*) Indicates required fields

Select Existing User | Selact CUPSS User L4
Or Enter New User information
* Name [ cupss User &
Organization Title
Email *Rele |selact Role v

[] same as Utilicy
Street Address
City, State, Zip Select stabe A
Phone, Fax
Enter Username 0
Enter Password 0
Confirm Password

Add Another Team Member m

Team members

Alden McDonald f Chief ... Beauty Yiew Acres Subdi... 123 Main St Pacific Misso... Head Operatar Yes
Dan Daugherty [ Water ... Missouri Department of ... your_email@your_server.. 123 Main St S, Louis Mis... Stake Contact ‘fes
Dennis Siders ! Regional ... Midwest Assistance Prog... your_email@your_server.. 123 Main St Fredricktow...  Technical Assistance Pro...  Yes
Helen Howard | Treasure... Beauty View Acres Land...  your_emall@your_server.. 123 Main St Gray Summit... Board Member Yes
John Hoagland | Adminis... Missouri Rural Water Ass... your_email@your_server.. 123 Main 5t Ashland Miss... Technical Assistance Pro... ‘Yes
Marie Steinwachs [ Mana... Extension Service Technical Assistance Pro...  Yes
Raobert Dunlewy | Envira...  USEPA your_email@your_server.. 123 Main 5t Kansas City .. EPA Contact Yes
Sam Bowman | SEE LSERA your_email@your_server.. 123 Main 5t Kansas City ... EPA Conkact Yes
Stewe Wiyatt f Enginesr Missouri Department of .. your_email@your_server.. 123 Main St lefferson G State Contact ‘e

Figure 4-24. Enter information for project team members
To enter a new team member, select an existing user from the dropdown menu. Your username does not
appear as an option. Section 3.5 gives more information on how to work with the fields on this form.

Right-click 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.

4.6.4 Review

The Review page is the last page in the Set-up module (Figure 4-25). You can see all the information you have
entered for your utility, yourself, and each team member.
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CuP$$ Check Up Program for Small Systems
S ——

[Getting Started: Review and Save J

LHili User r
Inh:t'y Info Team Review

Before moving on, review all of the information you just added. You will hawve an opportunity to edit khis information once you have begun using CUPSS by click the "Set-Up" link at
the kap right hand side of the CUPSS navigation bar. If vou see anything that ywaou would like to change click an the [Back and Edit] buttan.

Utility Information

Utility Name: Beauty View Acres Subdivision - DWW
PWSID: MOB036219
Estimated Number of Connections: 33

NPDES Number:

Flow (mgd):

Address: 123 Main Sk Gray Summit Missouri 63039
Phone, Fazx:
Your Information

MName: Example User
Title:

Drganization: LISEPA

Role: Facility Manager

Email: your_email@your_server.com

Address: 123 Main St Gray Summit Missouri 63039
Phone, Fazx: 555-555-5555 555-555-5555
Usernames example

Password: example

Team Information

Alden McDonald 3 Chief Opera... Beauty Yiew Acres Subdivision 123 Main St Pacific Missouri 63... Head Operator
Dan Daugherty | Water Speci...  Missouri Department of Matura... your_email@yaur _server.com 123 Main Sk Sk, Louis Missouri ... Skabe Conkact
Dennis Siders | Regional Director Midwest Assistance Program your_email@your_server.com 123 Main 5t Fredricktown Miss...  Technical Assistance Provider

Helen Howard |, TreasurefSecr...  Beauty Yiew Acres Landowner..  your_email@your _server.com 123 Main St Gray Summit Miss...  Board Member
John Hoagland 4 Administrator  Missouri Rural Water Association your_email@your _server.com 123 Main 5t Ashland Missouri &... Technical Assistance Provider

Marie Steinwachs | Manager Extension Service Technical Assistance Provider
Robert Dunlewy b, Environment...  USEPA your_email@your_server.com 123 Main 5t Kansas City Kansa... EPA Conkact

Sam Bowman i SEE USERPA your_email@your_server.com 123 Main 3t Kansas City Kans... EPA Contact

Skeve Wyatt | Engineer Missouri Department of Matural — your_email@your _server.cam 123 Main St Jefferson Ciky Mis... State Conkact

T e

Figure 4-25. 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.
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4.7 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 4-7 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.

The Add Utility module allows you to add utility, operation and maintenance, and team information for a new
project and utility (Figure 4-26). 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&M Team Review

Figure 4-26. Tracking bar for the Add Utility module

4.7.1 Utility Information

The first task in the Add Utility module is to add information about the new utility. Figure 4-27 shows the
Project and Utility Information page. Here, you can set up a project and utility for which you manage an
inventory, operation and maintenance tasks, financial information, and an Asset Management Plan.

CUPS$  Check Up Program for Small Systems
e

[Getting Started: Utility Information J

@ O&M Team e

The First stepin setting up CUPSS is to enter your basic utility information, 0

[*]) Indicates required fields

*Selact Type of Facility () Drinking Water () Wastewater

* PRSID 7 ] *NPDES Number
*Estimated Number of Connections 0 * Flow (mgd)
* Average Customer Bill 0 + Mumber of Customers

* Straet Addrass
* * *
City, State, 2ip Select skate w

Phone, Fax

* Utility Mame 9

Do Some Training

OO 9

Figure 4-27. Utility Information page
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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.

4.7.2 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 for a drinking water utility and six pages
for a wastewater utility. 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 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 can modify, delete, and
add tasks from within CUPSS once you are done with the setup tasks.

For more information on how to complete the O&M pages, see Section 3.4.

4.7.3 Team Information

On the next page you can add or edit team member information (Figure 4-28). You are able to select from the
list of existing CUPSS users, as well as enter new team members specific to this project.

ouFSs  Check Up Program for Small Systems

[ Getting Started : Assemble Yeur Teasn [Dptional) |

S0 &

Thee Foarth sl Firal step in setting up CLUPSS For your wkily i Eo sssemble your beam, This i an optional, bt Righly recommendesd, shep wlhare you 0
can it By contacts thal may help vou in aepsmbling vour informstion for CUPSS such & bown stalf, your ity stalf or obher shakeholdens
irvepbead i e developmeent off your ssset management plan, They may or mary nob be sctusl CUPSS user.

("1 Indec sben roguired Feabd

Selet Emishing Uper  Select CURSS Liser o
Or Lrler Sem Paer infermatisn
* Wanat [ cuwss ussr igh
Cirganizatien Tithe
Faed “Rele | Solect Fiok v
[ 5ame 2 Ludey
street Addrean
City, $take, Bip. Salect shata b
Phoas, § ax
Enler Uiersame 9
Unbsr Parnward (]

Canfirm Pasiwerd

Tr—— = !

Figure 4-28. Add and edit team member information

To enter a new team member, select an existing user from the dropdown menu. Your username does 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.
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4.7.4 Review

The Review page is the last page in the Add Utility module (Figure 4-29). 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.

s

ovF%  Check Up Program for Small Systems

|

[m‘w:m-ﬂm]

Bedorm mavving o neviee all of Hre information you just added. ‘o vl have an turily bo el this inf o DN i e besguin wrimg DUPSS by
chick the Sek Lip bk st the bop right Fusnd side of Hhe CLPSS nayvigation ber, [F you see smything that you wecald B bo change dick on the [Reck and Edt]
Iiston.

|mm|

Uil bt Boe st yrwisny Dvirking Wiaker

Py ik | g

L d Mumber of C 20

NETH S Mmnbeer:

Flaw [madk

Addren 572 Main Serest Wil Kardss 41221

Phoss | F o

Tearn Enformsation

Cunns Daghesrly | Winter 5 | Mo Department of N Missourliden s, gov TE5 5 Man 53, Lok Ratn Conkact
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Figure 4-29. Review your project information

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.

4.7.5 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
4-30).

cuP$S  Check Up Program for Small Systems

[

[ Welcome Example, Select the CUPSS Utility that you would like to work on. ]

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

Figure 4-30. 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).

cuPss Check Up Prog ram for Small Systems Set-up | Switch UWtility | Create User | Help | Training | Exit
L—
- » - W L 3
My ¥ d y 9:55 My F S ' My
‘ﬁ Home : ] # Finances r/ Check Up #= CUPSS Plan
[Mmm&:hﬁuiﬂun—ﬂwmtlmtnw] Asset Risk Matrix Click to
The My Inventory section allows you to create/edit a schematic, createfedit an asset inventory list (by entering 9 Expand
individual asset information or importing batch asset information), view asset information and search your data. S
Create or Edit My Schematic View My Inventory List Search
Create or Edit My Inventory List  View My Capital Improvement Projects Export to KMZ 9 i
Download Template for Import Import Assets for My Inventory List PRt — e
[ - o
-
[Beauty\n‘iewﬂcrﬁ"""" - DW Sch tit:] <« I o
" 4 Sowrce
Il .. J G e, Water = _"—;'-;E_ Well#1
t T NN . ﬁ ﬁ ;D::::r ﬂ Tank Tz pump
wel Welhouse Well#1 pump  Main valve Distributi Wellhouse
property Chiorinato an well property
r 4 Pumping Facility
Main valve
Security
Security Chlorinator
4 Treatment
o Chlorine testing
orine
testing 4 Storage
Storage Tank
4 Distribution
Water Production Meter
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
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e Create or Edit My Inventory List

e View My Inventory List

e View My Capital Improvement Projects
e Search

e Export to KMZ

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 Benefits to My Utility
system map that documents the locations of and linkages between these assets. || cUpSS includes a schematic of
The My Schematic feature allows you to do this. Here, you can create a visual your utility in the My CUPSS Asset
map of your system assets, which helps to ensure that you enter all your Inventory Report and My CUPSS
important assets. It also shows how your assets interconnect. The visual map of || Asset Management Plan. The
your systems assets will be included in the final My CUPSS Plan and serves as || schematic can be used to provide

a brief introduction for someone who is less familiar with your utility. tOVl"” officials an overview of your
utility.

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 challenges you to think of all the assets in your system from intake to output. It ensures that, if desired,
all assets are 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 is 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).

 Beauty View Acres Subdivision - DW Asset Inventory |
The My Inventory section allows you to createfedit a schematic, createfedit an asset inventory list (by entering 0
individual asset information or importing batch asset information), view asset information and search your data.
Create or Edit My Schematic View My Inventory List Search
Create or Edit My Inventory List  View My Capital Improvement Projects Export to KMZ ﬁ
Download Template for Import Import Assets for My Inventory List

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
* Rename 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 makes 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
appears with a brief description of the button’s function.
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Figure 5-4. Schematic editing toolbar

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.

@ 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.

= EEE

Delete Asset

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

o

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:

e Source

*  Pumping Facility

¢ Treatment

e Storage

e (Collection
e Distribution

e Other

The Source category is open by default when you first view the My Schematic page. To view assets in other
categories, click the category title (Figure 5-5). Drinking water and wastewater water utilities have different
associated asset categories and types (e.g., Drinking water utilities 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 sees 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 0.
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Pumping Facility

Treatment
Storage
Distribukion

Other

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 the editing window (do not worry about the location, 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

Aszset Type: Intake Structures

Save Cancel

Figure 5-6. Asset name prompt

Take Note! To edit the asset name, click the “Identify” button and change the asset name. See below
on how to use the “Identify” button. If you wish to edit 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.

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
* Rename images
* Move images

* Link images

* Delete images

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

Use the “Identify” button to determine the name and type of any asset in the editing window. Click the

“Identify Asset” button once to activate it; then click any asset in the editing window. A small window
opens showing the name and type of the selected asset (Figure 5-7).

Asset Category: Pumping Facility

Azset Type: Pumping Equipment

Asset Mame: Main valve

Save Cancel

Figure 5-7. Clicking on an asset to identify it

Rename an asset

To rename an asset, use the identify tool to select an asset. The identify window opens. Change the name in
the Asset Name box (Figure 5-7). Select “Save” to save the changes or select “Cancel” to retain the original
name.

Move an asset
To move an asset within the editing window, click 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 connections between two or more assets and their flow 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 == to activate it. Next, click the source asset (e.g., the place
where water comes from) and drag a line to the target asset (e.g., the place to which water moves). Release the
mouse button to complete the link. The line becomes 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 is particularly useful when describing your utility to people who are
less familiar with it than you are.

Figure 5-8. Creating links between assets

CUPSS v 1.3.8 User’s Guide 59



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

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.

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. If you
wish to reinsert the linkage, refer to the “Link Assets” section above.

Save the schematic

When you are done, click the “Save” button . A message box appears (“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 O . 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 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 |dent|fy critical assets and develop
recording their condition (likelihood of failure), consequence of failure (the a capital improvement plan.

impact of the loss of the asset), and redundancy (the number of backup assets available to maintain consistent
operations) gives you a better sense of upcoming projects that might need attention and funding. Having a
prioritized list of critical assets is 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 the information needed to complete the form, you can come back
at any time to update the information.
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All calculations used in the My Inventory module are described in 0.

To get started, click “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
3. Cost and Maintenance
4

Manufacturer and Supplier

 Beauty View Acres Subdivision - DW Asset Inventory |
The My Inventory section allows you to createfedit a schematic, createfedit an asset inventory list (by entering 9
individual asset information or importing batch asset information), view asset information and search your data.
Create or Edit My Schematic View My Inventory List Search
Create or Edit My Inventory List  View My Capital Improvement Projects Export to KMZ 9
Download Template for Import Import Assets for My Inventory List

Figure 5-9. Asset Inventory window

CUPSS v 1.3.8 User’s Guide 61



CUPSS Check Up Program for Small Systems

e —

My
Home

B

My y

Finances

My
Check Up

1

M

2 My
=1 CcUPSS Plan

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

Print Blank Worksheet

(*) Indicates required fields

The asset inventory form allows you to enter information about your assets. This information will then 9
be used in several of the CUPSS reports and to generate your prioritized asset list,

Last Updated 04/27/2009 10:12 AM

Basic Information

T Asset Name | o)) 21

* Location |well property
* Asset
Category

Source

ID

Material

Linear Feet

B

& |Wwelhouse |E|9
[~]|@ add

I~lo

& | select Assodated Location

*Asset Type |Wells and Springs

o Size
Storage
9 Capacity

@ Acres of land

O OQ

&  Longitude

@

* Condition |pgq

*Redundancy |03 -0

=

Asset Status Active

Select Asset
Replaced

¥ Capacity |Fy|sized

Status and Condition - Reguired to Calculate Priority

Select Aszet Being REpIace-E

-l
-l
-|l@

*CoF | Catastrophic (CoF of 10)

Can this asset be repaired? @ Yes (") Mo 9
Can this asset be rehabilitated? @) Yes () Mo @

Show asset in the schematic? @ Yes () Mo

[~|o

Cost and Maintenance

* Installation
Date | 06/30/1968
* Expected
Usaful Life 30.00

[ Maintained According to Factory Recommendation &)

o9 Original Cost | 2000.00 7]
@  “ReplacementCost soo00.00 @D
"aimmm 500,00 perfyear E@

See all tasks Create a task

Model Humber

City, State, Zip

Phone, Fax

Manufacturer and Supplier - Optional

Supplier |Select Existing Supplier

@
-|@

Manufacturer Select Existing Manufacturer Ee

Select state |E|

e i R

41 o8 ot
iy of Fadene

-

Inventoried Asset List

=i Source

Weall#1
pump
Wellhouse
well property
=l Pumping Facility
Main valve
Security
Chlorinator
=l Treatment
Chlorine testing
= Storage
Storage Tank
[=- Distribution
‘Water Production Meter
Tank
Distribution
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Attachments

Upload File

Sawve and Add Another Asset m Sawe and Copy Assest

Figure 5-10. Asset Inventory page

5.2.1 Basic Information

Basic information about the asset (such as location, asset category, and type) is entered into this section
(Figure 5-11).

Basic Information
“ Asset Name |y & Wwelhouse IZIG
* Location | yell property 9 Select Assodated Location IZIG Add
“Asset |Source &9 Asset Type Wells and Springs o9
o, = =]
D o Size 9
. Storage
Material 9 T 9
Linear Feet & Acres of land 9
Latitude & Longitude o
Motes 7

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 name, 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 and distribution system. 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
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Field Label

Description

menu. A small window opens in which 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 is 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 is available in the asset type dropdown menu.

ID

Enter an identification code to differentiate between similar assets. Enter a number/letter
combination to identify assets.

Size

Enter the size of an asset, such as width.

Material

Enter the material of the asset, such as PVC for a pipe.

Storage Capacity

Enter the storage capacity of the asset, that is, the number of days in reserve.

Linear Feet

Enter the linear feet of a pipe.

Acres of Land

Enter the acres of land for the asset.

Latitude If you'd like to use the “Export to KMZ” feature, enter the latitude of the asset. The latitude is
expressed in north/south directions. Decimal notation should be used.

Longitude If you'd like to use the “Export to KMZ” feature, enter the longitude of the asset. The latitude is
expressed in east/west directions. Decimal notation should be used.

Notes Enter additional comments about the asset as needed. This information is valuable for

identifying the asset in the field.

* Indicates a required field.

5.2.2 Status and Condition Benefits to My Utlity
CUPSS provides you with
The condition, CoF, and redundancy fields are required to calculate the recommendations on repair, rehab
priority of the assets (Figure 5-12). In addition, the ability to repair or rehab and replace decisions using the

an asset helps drive CUPSS decisions on repair, rehab, or replace. If you have || condition, EUL, redundancy and

an asset that is abandoned or that has been replaced, this information can be
added in this section for historical background. Information input into these

CoF. These decisions are used in
developing your capital
improvement plan section of the

fields is entered into an equation (see Appendix D Asset Inventory My CUPSS Asset Management
Calculations), which, along with information in the following sections, Plan.
outputs risk and a prioritized list of assets.
Available fields in the Status and Condition section are shown in Table 5-3.
Status and Condition - Required to Calculate Priority
* Condition ISeIect Condition Rating j o *CﬂFISeIect CoF Fating j 9
*Redundanqr |5.3|.3.:t Redundancy j 0 Can this asset be repaired? i Yes £ Mo 0

* Asset Status |5E|Ect Skakus

j 0 Can this asset be rehabilitated? 0 Yes (0 Ko G

Select Asset
Replaced

ISE|EE|: Asset Being Replacej Show asset in the schematic? {7 Yes (%) Mo

* Capacity [Select Caparity Rating || O

Figure 5-12. Status and Condition fields
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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 replaced it.

Replaced

Capacity* Indicate the capacity rating for the asset.

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.

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 C My
Finances Calculations) these data are 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 the 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.

* Installation

Cost and Maintenance

Data | 06/30/1968

*Ex ed &
ppecte 30,00 Replacement Cost | 30000.00 |
Routine
Maintenance Cost | 20000 per fyear IEI 0
[] Maintained According to Factory Recommendation G See alltasks Create a task

Original Cost | 2000.00 o9

o
o

Figure 5-13. Cost and Maintenance fields
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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: MM/DD/YYYY

(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 pre-populates 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.

Paint wrel
Inspect well

Right Click on Ttem to Edit
12/18/2013 FUTURE TASK
12/12/2013 FUTURE TASK

Figure 5-14 See all tasks popup

Click the “See all tasks” link to open a popup window which displays the tasks associated with this asset.

Right click to edit a task.

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 next section on the Asset Inventory page is the Manufacturer and Supplier section (Figure 5-15). Although
none of the fields in this section are required, having detailed information on the manufacturer and supplier
aids in organization and provides 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 before it can be saved.

Manufacturer and Supplier

Model Number G

Supplier |Select Existing Supplier |Z| G Manufacturer |Select Existing Manufacturer |E| 0

Address
City, State, Zip Select state IEI

Phone, Fax

Figure 5-15. 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 is 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 is available as a selection.

Address Enter the supplier’s street 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.

5.2.5 Asset Attachments

The last section on the Asset Inventory page is the Attachments (Figure 5-16). Attachments allow Word
documents (.doc, .docx), PDFs (.pdf), spreadsheets (csv, xIx, xls), images (.jpg, .png, gif) and any other type
of document to be attached to a particular asset. In order to Edit, Delete or Open an attachment, right click on
the attachment and select the option with the left mouse click.
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Attachments

Upload File

Well Photo 1_Well 1.jpg

Figure 5-16 Asset Attachments

To upload a file, select the “Upload File” link. Enter a document name and select the “Browse” link to browse
to the file location. Save the selections and the file will be attached to the asset. (Figure 5-17)

~ File Upload

# Document Name |

* File Location Browse...

({*) Required Fields
Save | Cancel

Figure 5-17 File Upload popup

Save and Add Another Asset m Save and Copy Assest

Figure 5-18 Asset Save

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 (Figure 5-18). In order to make a copy of the asset, select “Save and
Copy Asset”. All of the fields except “Asset Name” will be copied. Enter a unique asset name and alter other
data as needed.

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 want to
come back later to add more information, but your reports will not be generated
accurately without the required fields.

5.2.6 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
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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 5-20).

Inventory List (Drinking Water)

Asset Name Location
.|
Associated Asset Associated Location
Asset |0 joptional) Asset Size (optional)
Asset Latitude (optional) Asset Longitude (optional)
Material [optional) Storage Capacity im Days [optional)
Linear Feet (optional) Acres of Land [optional)
Asset Category
O Sowrce U Fumping Facilty 0 lreatment L Storage O Distnbution U Other
Asset Type
0 Wells and Springs O Valves 0 Hydrants O Gsllenes and Tunnels
O Intake Structures O Computer Equipment! | O Treatment Eguipment | O Meters
O Pumping Equipment Saoftware O Lab/Menitaring O Raw Water Resarvoirs
O Disinfection O Transformers/ Equipment O Generators
Equipment Switchgears/ O Teols and Shop O Liquid VWaste Hamdling &
O Hydropnewm atic VWiring Equipment Disposal
Tanks O Maotor Controls/Drives | O Transportation O Solid Waste Handling &
O Concrete & Metal 0O Sensars Eguipment Disposal
Storage Tanks O Buildings O Security Equipment O Wells
O Transmission Mains O Service Lines O Lamed O Springs
O Distribution/ Collection O Ortheer
Mains
Asset Status
O Actve DI MotinUse— Abandoned UMNotin Use—BackUp T Future Investment
Canthis Assetbe Repaired? OYes ONo Tanihis Assel be Menabitat=d; O res Mo
Asset Heplaced [optional): Show assetinschematic? O Yes O Ne
Condition
O Excellent OGeed OFar{Average) U PFoor 0O Very Poor
[s the 3552t maintainad sccording to manufacturers recommendations? O Yes O No
C
O Fullsmed O Oversmed U Underseed
Consequence of Failure
O Insignificant — CoFof 2 O Minor—CoF of 4 T Moderate - CoF of &
O Major — CoF of B O Catastrophic — CoF of 10
Redundancy
0O 0% Backup D500 Backup O 100%C Backup D200 Secondsry Backup
Installation Date Original Cost
Expected Useful Life Replacement Cost
]
Routine Maintenance Costs Timeframe - Frequency of Routine Maintenance
] per/dsy Ll perfweek L per/maont peryesr L Ifetime
Optional Information
Model Number Manufacturer
Supplier Name Address
City, State, Zip Fhone Number
Fax Number Notes

Figure 5-19. Blank Inventory List form (Drinking Water)
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Inventory List (Wastewater)

Asset Name Location

. |
Associated Asset Associated Location
Asset |0V [optional) Asset Size (optional)
Asset Latitude (optional) Asset Longitude (optional)
Material [optional) Storage Capacity in Days [optional)
Linear Feet (optional) Acres of Land [optional)
Asset C
a F'L.mplar‘-?q%-:rflﬁy O Treatment 0 Storage O Collection T Crther
Asset Type
U Pumping Equipment O Transformers/ L0 Lab' Monitoring 0 Gallenes and Tunnels
O Disinfection Switchgears/ Equipment O Meters
Equipment WWiring O Teols and Shop O Gensrators
O Concrete & Metal O Motor Controls/Drives Equipment 0O Liquid Waste Handling
Storage Tanks O Sensars O Transportation E Disposal
O Transmission Mains O Buildings Equipment 0O Solid Waste Handling &
O Valves O Service Lines O Security Equipment Disposal
O Computer O Treatment Equipment | O Land O Diigester
Equipment/ O Distribution/ 0O Sewers 0O Other
Softwars Collection Mains O Pressure Pipewaork
Asset Status
O Actve 01 Mot in Use - Abandoned T Not in Use— BackUp 0 Future Investment
Canthis AssetbeRepaired? OYes ONo Canihis Assel be Rehabiltated? O ves LMo
Asset Replaced {optional): Show assetinschematicy U Yes L' No
Condition
O Excellent 0O Good O Fair (Average) 0O Poor O Very Poor
[s the asset maintained according to manufaciurers recommendations? O ¥es O Ne
C
O Fullmed O Overseed U Undersesd
Consequence of Failure
0 Insignificant — CoF of 2 0 Minor —CoF of 4 0 Meoderate —CoF of ©
O Major — CoF of 8 O Catastrophic — CoF of 10
Redundancy
O@% Backup 0O %00 Backwp 0O 13F% Backup 0 2k Secondary Backup
Installation Date Original Cost

Expected Useful Life Replacement Cost
]

Routine Maintenance Costs Timeframe - Frequency of Routine Maintenance

] periday U periwes per'mont pEnNyEar
Optional Information

Model Number Manufacturer

Supplier Name Address

City, State, Zip Phone Number

Fax Number Notes

Figure 5-20. Blank Inventory List form (Wastewater)

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

5.3 Import Assets

Assets can be added to CUPSS through the “Create or Edit My Inventory List” function. This process allows
assets to be added one at a time. If there are many assets to be entered into CUPSS at one time, the process of
adding these assets to your inventory list can be accomplished by using the “Import Assets for My Inventory
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List” function (Figure 5-21). This feature allows multiple inventory assets to be uploaded from a specific
Excel spreadsheet that can be downloaded from the My Inventory page within CUPSS. These assets entered
into this spreadsheet can then be uploaded into CUPSS as a single batch.

[BeameMrESHhﬁvm-DWAﬁetMer

The My Inventory section allows you to createfedit a schematic, createfedit an asset inventory list (by entering o
individual asset information or importing batch asset information), view asset information and search your data.

Create or Edit My Schematic View My Inventory List Search
Create or Edit My Inventory List  View My Capital Improvement Projects Export to KMZ 0

Download Template for Import Import Assets for My Inventory List

Figure 5-21 Importing assets through a batch load.

In order to begin the import process, click the “Download Template for Import” link in the Asset Inventory
window to download the Asset Import Template (Figure 5-22). The spreadsheet template will open. (Figure 5-
23) Select “Save As” and save the template to your specified templates folder.

A B C D E F G
AssetName* Location® AssetCategory™ OtherAssetCategory  AssetType* OtherAssetType AssetlD
Pump#l Wellhouse Pumping Facility Pumping Equipment Pml
Storage#l ChemBuilding Storage Buildings
Chlorine Treatment  ChemBuilding Treatment Other Mixers Chi1

= ||l B W K|

8
Figure 5-22 Asset Import Template

Begin entering data in row 2, following the fields mentioned in (Table 5-6). The fields with an asterisk “*”
are the required fields. They must be completed following the validation rules in order for the import to be
successful. The fields that do not contain an asterisk are optional fields.

There are some fields that could not be added to the template as they are dependent on other data. These must
be filled in through the asset inventory edit option. These fields are: “Select Associated Asset”, “Select
Associated Location”, and “Select Asset Replaced.”

Once your data has been added to the spreadsheet, click “Import Assets for My Inventory List” (Figure 5-21).
A window will pop up to allow you to select the location of your spreadsheet. Select the spreadsheet and click
“Open.” A new spreadsheet will open, reporting the results of the import. If the import is successful, “Assets
Successfully Imported” will be displayed (Figure 5-23). A successful import will happen only if all the rows
are validated and all assets get imported into the database without any errors. All rows will appear with a
status of “Import Success.” If the import fails, “Asset Import Failed! Errors listed below.” will be displayed
(Figure 5-24). If any row fails validation or if a database error occurs at any point during the import process,
the import as a whole will fail and none of the rows will be imported. Note that some or all rows may have
passed validation. These rows will have a status of “Row Validated.” However, a status of “Row Validated”
just indicates that the row is able to be imported but has not been imported (due to another row failing
validation). The row(s) that had errors will have an error message in the status field. Correct the errors as
specified, then save and re-import the spreadsheet.
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A | B

1 [Assets Successfully Imported!

2

3 |Row Number Comments

4 |Row 1 Import Success!
5 |Row 2 Import Success!
6 |Row 3 Import Success!
7

8

Figure 5-23 Successful import results page

A | B
_1 |Asset Import Failed! See below for errors.
.
~ 3 |Row Number Comments
4 |Fow 1 Row validated.
5 |Row 2 Replacement Cost is required.
6 |Row 3 Condition is required.
T
2

Figure 5-24 Failed import results page

After the assets have been successfully imported, they will not immediately appear in the “Inventoried Asset

List” (Figure 5-25). To view the assets that have been imported to your inventory list, you must leave the My
Inventory module by navigation to another module and then navigate back to the My Inventory module. The

assets will then be displayed in the “Inventoried Asset List.”

| Inventoried Asset List
4 Spurce
Well#1
pump
Wellhouse

well property
4 Pumping Facility

Main valve
Security
Chlorinator
4 Treatment
Chlorine testing
4 Storage
Storage Tank
4 Distribution
Water Production Meter
Tank
Distribution

Figure 5-25 Inventoried Asset List
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After the assets are loaded, right click the asset in the “Inventoried Asset List” and select “Edit Asset.” The

imported asset will be displayed in the Asset Inventory page. If needed, the fields “Select Associated Asset,”
“Select Associated Location” and “Select Asset Replaced” may also be added at this time.

Take Note: Assets cannot be edited through the import feature. CUPSS allows the creation of duplicate assets
if needed and therefore assets entered into CUPSS do not have to have unique names. If the import

spreadsheet is loaded with the same asset names multiple times, multiple assets will be created. The import

feature will not overwrite an existing asset. If a mistake is made, the asset can be edited by clicking the

“Create or Edit My Inventory List” and can be removed under the “Inventoried Asset List” by right clicking

the asset to be removed and selecting “Remove Asset.”

Table 5-6 Fields available in the Asset Import Template

Column

Asset Attribute

Attribute Column Name

Required
Field
Entry?

Description

Validation

Asset Name

AssetName

Yes

The name of the
technology or equipment
that is used for your
system to properly
function.

None

Location

Location

Yes

Where the asset is within
your system. For
example Pipe X is
located on Main St 72
mile south of Franklin
Avenue.

None

Asset Category

AssetCategory

Yes

Where the asset best fits
within your system (e.g.
source water, distribution
or collection), for
organizational purposes

Drop down
options

Other

OtherAssetCategory

No

Enter value if selected
Asset Category is
‘Other’.

None

Asset Type

AssetType

Yes

The asset’s functional
purpose for a specific
asset category (for
example, intake
structure, pumping
station, transmission
main, storage tank, and
the like).

Drop down
options

Other

OtherAssetType

No

Enter value if selected
Asset type is ‘Other’.

None

AssetlD

No

The identification code
allows you to
differentiate between
assets of the same type.
Use a letter / number
combination system that
easily allows the user to
identify the specific
asset.

None

Size

AssetSize

No

Size allows you to
differentiate between
different sizes of an
asset, such as 6” PVC

pipe.

None
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Column Asset Attribute Attribute Column Name Required [ Description Validation
Field
Entry?

| Material AssetMaterial No The primary material of None
which the asset is
composed.

J Latitude Latitude No Latitude is used to Decimal
express how far north or | Number to 6
south you are, relative to | decimal places
the equator. Decimal
notation should be used.

50 deg 30 minutes north
= 50.5 degrees.

K Longitude Longitude No Longitude shows your Decimal
location in an east-west | Number to 6
direction, relative to the decimal places
Greenwich meridian.

Decimal notation should
be used. 92 deg 45
minutes west = -92.75
degrees.

L Notes Notes No Notes concerning the None
asset

M Storage Capacity StorageCapacity No Storage capacity is the Positive
number of days of water | Integer
in reserve or the amount
of wastewater that can
be stored.

N Linear Feet LinearFeet No Linear Feet of pipe. Positive

Integer

0] Acres of Land AcresOfLand No Acres of Land Positive

Integer

P Condition Condition Yes The current condition, in | Dropdown
your opinion, of an asset | option
based on age and
physical functionality
(ranging from poor to
excellent).

Q Redundancy Redundancy Yes Spare assets that have Drop down
the ability to do the same | option
job, if a failure of the
primary asset were to
occur.

R Asset Status AssetStatus Yes This is how your utility Drop down
views an asset. Assets option
can be active (most
assets), notin use or a
future investment.

S Capacity Capacity Yes Indicate the capacity Drop down
rating for the asset. option

T CoF CoF Yes Consequence of Failure | Drop down
(CoF) estimates the option
degree of impact to utility
service should the asset
fail.

U Can this asset be CanBeRepaired No Is repairing this asset an | Drop down

repaired? option? option

Vv Can this asset be CanBeRehabilitated No Is it possible to restore Drop down

rehabilitated? the asset’s capabilities or | option

condition?
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Column

Asset Attribute

Attribute Column Name

Required
Field
Entry?

Description

Validation

Show asset in the
schematic?

ShowSchematic

No

Show asset in schematic
diagram?

Drop down
option

Installation Date

InstallationDate

Yes

The date when the asset
was installed. NOTE:
Use the following format
to input this
date:mm/dd/yyyy If you
know that the asset was
installed in the rear 2008
but are unsure of the
month or day, enter the
date in the following
format: 01/01/2008

Date Format
mm/dd/yyyy

Expected Useful
Life

ExpectedUsefull life

Yes

The average amount of
time, in years, that a
system or component is
estimated to function
when installed new.
NOTE: Do not add
commas or the word
“years” in the text box.

Decimal
number

Original Cost

OriginalCost

No

The amount paid for the
initial purchase of the
asset, if known. NOTE:
Do not add commas or
dollar signs in the text
box.

Number

Replacement Cost

ReplacementCost

Yes

How much will it cost to
replace the asset, if
required today? NOTE:
Do not add commas or
dollar signs in the text
box.

Number

AB

Routine
Maintenance Cost

RoutineMaintenanceCost

No

How much does it cost
for a single routine
maintenance activity to
be performed on the
asset? NOTE: Do not
add commas or dollar
signs in the text box.

Number

AC

Select Frequency

Frequency

No

The frequency of routine
maintenance as
recommended by the
manufacturer.

Drop down
option

AD

Maintained
According to
Factory
Recommendation

Maintained

No

Maintained according to
Factory
Recommendation?

Drop down
option

AE

Model Number

ModelNumber

No

The manufacturer’'s
model identification
number.

None

AF

Manufacturer

Manufacturer

No

The company that
produced / manufactured
the asset.

None

AG

Supplier

Supplier

No

Where did you buy the
asset or where would
you go to replace it?

None
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Column Asset Attribute Attribute Column Name Required | Description Validation
Field
Entry?
AH Address SupplierAddress No The address of the None
supplier.
Al City SupplierCity No The city of the supplier. None
AJ State SuppllierState No The state of the supplier. | Drop down
option
AK Zip SupplierZip No The zip code of the None
supplier.
AL Phone SupplierPhone No The phone number of None
the supplier.
AM Fax SupplierFax No The fax number of the None
supplier.

5.4 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 5-26).

[B&autrtﬁew.ﬁcnsSuhuﬁvisinn-DW.ﬁssethvmtan

The My Inventory section allows you to createfedit a schematic, createfedit an asset inventory list (by entering o
individual asset information or importing batch asset information), view asset information and search your data.
Create or Edit My Schematic View My Inventory List Search
Create or Edit My Inventory List  View My Capital Improvement Projects Export to KMZ 0
Download Template for Import Import Assets for My Inventory List

Figure 5-26. Asset Inventory window

This opens the Asset Inventory List page (Figure 5-27).

[Eeauty ¥iew Acres Subdivision - DW Inventory J

The fallowing is a list of assets currently in vour inventory, To sart the table click on the column headings. To edit the information, right click on the 9
selected record and click "edit row®,

1 wnelll Source wells and Springs  Poor (Catastrophic 0% Z009-02-01
2 pump Source Pumping Equip...  Good (Catastrophic 0% 2011-02-01
3 Main valve Pumping Facility  Pumping Equip...  Fair {Awverage) IMajor 1% 2011-02-01
4 Security Pumping Facility  Security Equip...  Good Minar 0% 2009-02-01
5 Tank Distribution Distribution f C... Good Catastrophic 0% 2036-02-01
& Chlorinator Pumping Facility  Disinfection Eq...  Fair {Average) Insignificant 0% 2008-02-01
7 Distribution Distribution Distribution f C... Good Major 0% 2038-02-01
& wi'ater Producti... Distribution Distribution § C...  Fair {Average) Minor 1% 2035-02-01
9 Welhouse Source Buildings Good Minar 0% 2036-02-01
i0 (hloring testing  Treatment Lab J Monitorin...  Excellent Insignificant 100%: Z008-02-01
11 well property Source Land Exzcellent Insignificant 0% 2303-02-01
1z Storage Tank Storage Concrete & Met... Good Moderate 13 2055-02-01

Figure 5-27. 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) include values for consequence of failure, condition, and
redundancy. Additionally, through information you have entered in the Asset Inventory form, a projected
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Replacement Date is displayed on the far right of the table. This date is determined through the use of several
equations (see Appendix D My Inventory Calculations).

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 5-28). 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.

5 Tank Diskribution Distribution [ C... Good Catastrophic 0% 2036-02-01
7 Distribution Diskribution Distribution [ C... Good Major 0% 2035-02-01
& Water Producti... Distribution Distribution [ C...  Fair (Awverage) Minor 0% 2035-02-01
3 Main valve Pumping Facility  Pumping Equip...  Fair (Average) Major 0% 2011-02-01
4 Security Pumping Facility  Security Equip...  Good Minaor 0% 2009-02-01
f Chlarinataor Pumping Facility  Disinfection Eq...  Fair (Average) Insignificant 0% 2005-02-01
1 Wwell# 1 Source Wells and Springs  Poor Catastrophic 0% 2009-02-01
2 pump Source Pumping Equip... Good Catastrophic 0% 2011-02-01
a Wellhouse Source Buildings Good Minot 0% 2036-02-01
11 well property Source Land Excellent Insignificant 0% 23058-02-01
12 Storage Tank Storage Concrete & Met.. Good Moderate 0% 2055-02-01
10 Chlarine testing  Treatment Lab | Monitotin... Excellent Insignificant 100%: 20058-02-01

Figure 5-28. Records shown sorted in descending order by category

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

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

5.5 View My Capital Improvement Projects

Click the “View My Capital Improvement Projects” link in the Asset Inventory window (Figure 5-29) to open
the Capital Improvement Projects page (Figure 5-30).

 Beauty View Acres Subdivision - DW Asset Inventory |

The My Inventory section allows you to createfedit a schematic, createfedit an asset inventory list (by entering 0
individual asset information or importing batch asset information), view asset information and search your data.
Create or Edit My Schematic View My Inventory List Search
Create or Edit My Inventory List  View My Capital Improvement Projects Export to KMZ ﬁ
Download Template for Import Import Assets for My Inventory List

Figure 5-29. My Inventory window

This page lists all assets that need to be repaired, rehabilitated, or replaced. Benefits to My Utility
This information is useful to the utility for financial and resource planning for || CUPSS calculates financial

the upcoming years. CUPSS provides a recommended replacement year for reserve required for assets
assets that need to be replaced. For those assets that you have indicated needing to be replaced. This helps
cannot be repaired or rehabbed in the asset inventory form or if the you complete the Capital

Improvement Plan section of the
My CUPSS Asset Management
and provide you with the
necessary information in

recommended replacement date has passed, CUPSS recommends to replace
those assets on or before the recommended replacement date. For assets
where the operation and maintenance costs exceed 7% of the replacement

costs, CUPSS recommends to rehab those assets as long as you have discussing your financial need
indicated that the asset can be rehabbed. CUPSS recommends repairing all with your community early to plan
other assets as long as you have indicated the asset can be repaired. for these improvements.
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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 5-30). 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 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 the recommended date or click the
“Add Planned Asset” button to open the Asset Inventory form.

[Beautv Yiew Acres Subdivision - DV Capital Improvements J

wiell# 1
pump

Main valve
Security
Tank.
Chlarinakar
Distribution

Waker Producti...

X0 et ) I R G

Q Wwellhouse

10 Chloring kesting
11 well property
12 Starage Tank

Source

Source
Purnping Facility
Pumping Facility
Distribution
Purnping Facility
Distribution
Diskribution
Source
Treatment
Source

Skorage

Wells and Springs
Pumping Equip...
Purnping Equip...
Security Equip...
Distribution [ C...
Disinfection Eq...
Distribution [ ...
Distribution [ ...
Buildings

Lab / Monitorin...
Land

Concrebe & Met...

Poor

Good

Fair {Average)
Good

Good

Fair {Average)
Good

Fair [&verage)
Good
Excellent
Excellent
Good

Catastrophic
Catastrophic
Major

Minar
Catastrophic
Insignificant
Major

Minor

Minar
Insignificant
Insignificant
Moderate

Replace 2112009
Rehab 2f1f2011
Rehab 211/2011
Replace 2112009
Repair 211/2036
Replace 2f1jz003
Repair 211/2038

Repair Brjzo3s
Repair 2i1/z036
Replace 211/2008
Replace 211 }2308
Repair 211/2055

The Following is a list of Capital Improverment Prajects, Double dlick an the "Recommended Date” column to change the recommended date and wvear for
the capital improvements, To plan a needed capital improvement, click the "Add Planned Asset" button to to be directed to the "Create or Edit My
Inventory List" seckion ko enter vour asset information. When entering planned assets For this section, select "Future Investment” : under the "Asset
Skatus" dropdown For the planned asset ko be added bo wour Capital Inprovement Projects.

o

S

Add Planned Asset

Figure 5-30. Viewing your “Capital Improvement Projects” and editing the recommended date

5.6 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 5-31) to open the Search and Report page Figure

5-32).

[BBautyVﬂMrﬁElhlﬁuisim—ﬂWAﬂsetMmtan

The My Inventory section allows you to createfedit a schematic, createfedit an asset inventory list (by entering
individual asset information or importing batch asset information), view asset information and search your data.

Create or Edit My Schematic

Create or Edit My Inventory List

View My Inventory List

View My Capital Improvement Projects

Search

Download Template for Import

Import Assets for My Inventory List

o

Export to KMZ &)

Figure 5-31. Asset Inventory window
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_——-

Benefits to My Utility

You can filter your assets by asset category, asset type, asset status, asset,
recurrence frequency, person assigned to tasks, task type, task §tatus, task CUPSS allows you to export and
date range, and.key\yor'd. As you enter more assets, this tpol might becorpe work with your data. This way you
valuable when identifying assets that need attention or might need attention || a1 customize and work with all
in the foreseeable future. The variety of filters allows you to customize the your utility data in one location
asset search results to achieve the best fit with your needs. saving you time. In addition, you
can use common tools like MS

When you have finished selecting your options, click “View Results” to Excel to do additional analysis,

generate a search report.

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

- p 4 g 3
a My My -ﬁ% My A my T 2w
‘f.," Home Inventory a Finances r Check Up L CUPSS Plan

( Beauty View Acres Subdivision - DW Search And Report |
This screen allows you to query your data for a particular utility and generate an Asset Service Report, a Work Order Report or a Chemical Repaort. The 2
next to "Select Report Type™ displays the type of information induded in each report.
Search Criteria
Select Utility: |Beauty View Acres Subdivision - DW E Select Report Type: g |Asset Service Report E
Filter By: &)
Asset Category | Source » | Asset Type | Buildings » | Asset Status | Active -
Pumping Facility —! Computer Equipment / Software — Mot in Use - Abando—
Treatment Frncrete B Metal Stnrane Tanke Bt inllea - Bark 1le
- i | n 3 4 | m 3
Storane
Asset | Chlorinator - “f“'"'eme Daily -
Chlorine testing B e Weekly (W
Distribution Maonthly
kAdain vahee & Annnal i
Parson Assigned | Helen Howard Task Type | Planned - Monitoring » | Task Status | Active =
to Tasks Steve Wyatt Planned - Routine Maintenance Comnleted S
Example User Plannerd - Renair . Asset
i 1] m t Attachment | Y =
Task Date Range _ 0 Keyword
=

Figure 5-32. Search and Report page

You can select from the choices described in Table 5-7.
Table 5-7. 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 Select Work Order if you are interested in learning about historic information for
scheduled tasks.

Chemical Report Select Chemical Report if you are interested in learning about the chemicals
associated with a particular asset or task.

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

CUPSS v 1.3.8 User’s Guide 79



Asset Type

Select one or more asset types to include in the search results.

Asset Status

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

Asset

Select one or more assets to include in the search results

Recurrence Frequency

Select one or more frequencies to include in the search results.

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 Status Select one or more task status values to filter the results of the search.
Asset Attachment Specify whether or not the asset has an attachment associated with it.

Task Date Range

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

Keyword

Enter a keyword to include in the search results.

The results of your search are shown in a table (Figure 5-33).

[Beauty Yiew Acres Subdivision - DW Search Results J

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, @@
click "Next" to see the additional sets of 300 records, Click "Print Report” ko view the additional information associated with the tasks andfor assets,

Chlorine testing Lab [ Monitori... Mone
well#l wells and Spr... Maone
pump Pumping Equi... Mone
‘“Water Produ...  Distribution f ... Mone
Tank Distribution f ... Mone
Distribution Distribution § ... Mone
Main valve Pumping Equi... Mone
wellhouse Buildings Mane
Securiby Security Equi... MNone
well property  Land Mone
Chlorinator Disinfection E... Mone
Storage Tank  Concrete & M... Mone

fsset Service Repork W
eson sk | conditn | raplacement pate |
MNone Mone Maone Low Risk —R... Excellent 2008-02-01
Tane Mane Mone High Risk —1... Poor 2009-02-01
Tane Maone Mone High Risk —1... Good 2011-02-01
Mone Mone Hone Lows Risk — ...  Fair (Average) 2035-02-01
Mone Mone Mone Medium Risk ... Good 2036-02-01
Mone Mone Maone Medium Risk ... Good 2038-02-01
Mane Maone Mone High Risk —1I... Fair {Average) 2011-02-01
Taone Mone Mone Low Risk —R... Good 2036-02-01
Mone Mone Mone Medium Risk ... Good 2003-02-01
Mone Mone Mone: Lows Risk —R...  Excellent 2308-02-01
Mone Mone Mone Medium Risk ... Fair (Average) 2008-02-01
Mone Mone Mane Medium Risk ... Good 2055-02-01

Print Report

Figure 5-33. 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 Comma-Separated Values (CSV) (.csv) file. When
you click the “Print Report” button, the file will open in the default spreadsheet
application on your computer (Microsoft Excel, for example).
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5.7 Export to KMZ

Click the “Export to KMZ” link in the Asset Inventory window to save the assets to Keyhole Markup
Language Zipped (KML-Zipped) file for display in Google Earth or Google Maps. A standard Windows Save
dialogue opens. Enter a filename and navigate to the location to save the file.

Google Earth (download at: http://earth.google.com/) is a virtual globe that allows you to view satellite
imagery, maps, and other geographical content around the world. CUPSS assets with coordinates stored in the
Latitude and Longitude fields can be displayed as points in Google Earth. After exporting your assets to KMZ,
in Google Earth select File | Open. Navigate to the saved location and select the file. Your assets are displayed
in the application.

Take Note! Only exported assets that have latitude and longitude information are displayed on the
map.

5.8 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 5-34).

[ Inventoried Asset List 1
= Source
Well#1
pump
Wellhouse
well property
—|- Pumping Facility
Main valve
Security
Chlorinator
= Treatment
Chlorine testing
= Storage
Storage Tank
—|- Distribution
Water Production Meter
Tank
Distribution

Figure 5-34. Inventoried Asset List

Right-click 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 5-35).
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[ Inventoried Asset List

= Source
Well#1

pump

sl Bt Asset
= Pump

|

=] Remove Asset

Security
Chlorinator
= Treatment
Chlorine testing
= Storage
Storage Tank
—|- Distribution
Water Production Meter
Tank
Distribution

Figure 5-35. Edit or remove asset from inventory

5.9 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 the “Asset Risk Matrix” graph in the upper
right of the homepage to enlarge the image (Figure 5-36).

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 0) 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.

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 (“High Risk™).

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 appears 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.
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Asset Risk Matrix
105 !

100 ]
a5 ' Medium Risk
o0 i
85 |
20 i n
75 i
70
8.5 i
6.0 "
55 !
50 :
45 | Low Risk Medium Risk
40 i m [ ]
35 |
30
25 :
20 " ] ]
15 :
10
0.5 i
A S e ——
05 :
10

Consequence of Failure

-1 o 1 2 3 4 g [} T a a 10
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Figure 5-36. Asset Risk Matrix window

5.10Training 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 the goals it is seeking to achieve 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).

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

Gy e i
) My S My *:55 My Ay My i ‘% My
Inventory , O&M a Finances r / Check Up #==" CUPSS Plan

A
[ Beauty Yiew Acres Subdivision - DW Operation and Maintenance ] Add A Task | Print Blank Worksheet | Search/Print
The 02M section allows you to Filker tasks by a utility, & Print Worksheets By Date Range
Filker Utilit‘y‘lBeauty View Acres Subdivision - DWW v| Manth |August v| Year |ZDD‘3 v| [] show Completed Tasks
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
A
v
2 3 4 3 (] I 8
Y Checkandre... A | Checkandre.. A Checkandre. A | Checkandre.. a| Checkandre..
Check and re... Check and re... Check and re... Checkand re... Check and re...
Chedck instru... Chedck instru... Chedck instru... Chedck instru... Check instru...
Check water .. Check water .. Check water .. Check water ... Check water ...
PP | Complete ad... « | Completead.. « Completead.. « | Complete ad.. s« Complete ad..
3 10 1 12 13 14 15
Checkandre... & Checkandre.. A Checkandre.. & Checkandre.. | Checkandre.. A Checkandre.. A Checkandre.. &
Check and re... Check and re... Check and re... Check and re... Check and re... Check and re... Check and re...
Check instru... Check instru... Checkinstru... Checkinstru... Check instru... Checkinstru... Checkinstru...
Check water .. Check water .. Check water .. Check water .. Check water .. Check water ... Check water ...
Complete ad.. «| Cleanpumph... o | Complete ad.. - Complete ad.. o Complete ad.. | Complete ad.. . Completead.. o
16 17 18 19 20 21 22
Checkandre... & Checkandre.. A Checkandre.. & Checkandre.. | Checkandre.. A Checkandre.. A Checkandre.. &
Check and re... Check and re... Check and re... Check and re... Check and re... Check and re... Check and re...
heck ingtr Check inctr Check incte Check incte heck inctr heck inctr Theck inckr b

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
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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.

The My O&M module allows you to create and track current, future, and past
operation and maintenance activities. You can add tasks to the schedule and
mark scheduled items as “completed.” The module then records the status and
history of each task, alerts you if the task status is past d'ue oricrltlcally past Since CUPSS allows several
due, and alerts you when to reassess the asset condition if maintenance is not users to use CUPSS, everyone
performed as scheduled. can manage their own tasks in

CUPSS. Using the search module
in CUPSS, you can then extract all

Benefits to My Utility

CUPSS allows you to track all the
tasks associated with each utility.

The My O&M module stores a wealth of information that aids in managing
your utility—making it more efficient and easier to perform the many tasks . .

. . the task information to help
that must be balanced. The more mformagon you enter for your assets and develop the O8M section of the
routine tasks, the more information is available to you in the My O&M My CUPSS Asset Management
module. Plan.

Filter Tasks by Utility

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 helps 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 the date within the
calendar. A popup appears 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 your tasks appear on the calendar. To open a task record to find out more information about it, double-
click 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 - DW Operation and Maintenance ] Add A Task | Print Blank Worksheet | Search/Print

The O&M section allows vou to Filker tasks by a utility. & Print Worksheets By Date Range
Filker Litility |Beauty View Acres Subdivision - D » [ Month | August w | fear 2009 ~|  [] 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 can 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
provides you with the very basic information you need to manage the task. and print your work orders. By
The task name that you enter is what appears on your calendar. keeping all your work orders in

one place you can track all task
through completion easily and

Cost of the Task | 0.00

Percent of Task 0.00
Deferred Maintenance |

* Staff Assigned Select Staff
OR Add Mew Staff

- Task .
* Task Name G quickdy.
* Task Type Select Type v o
Enter Other
|:| Capital Improvement Projeck G
Task Details/Motes

4[4
V-

£

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 is available as an
option.

Capital Improvement
Project

Select the Capital Improvement Project checkbox if appropriate.

Task Details/ Notes

Enter details and notes for the task if necessary.

Cost of the Task

Enter the cost of completing the task. NOTE: Do not add commas or dollar signs in the text box.
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Field

Description

Percent of Task
Deferred Maintenance

Enter percentage of the overall task costs that will be deferred to a future year.

Staff Assigned*

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 4.4.1.3
for more information on entering information into this form.

* Indicates a required field.

6.2.1 Asset Information

The Asset Information section associates an asset to the task (Figure 6-4).

Select Existing Asset

OR
Asset Category

Asset Type

r Asset Information - Asset Associated Tasks Only

£

COOQ

Select Existing Asset

Enter New Asset

£

Select Asset Category

Select Asset Type w

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

Enter New Asset

Select Existing Asset OR If the task is associated with an asset, select an asset from the dropdown menu. If the

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 do 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 do 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
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.
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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.

- Monitoring or Chemical Added

Chemical Select Chemical v
Enter Other
Amount 0.00 £
Chemical Unit

Chemical Date |Empty W

Chemical Time | 12:00 FM Add &

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

Chemical 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. Once you save this task, the new chemical is
available as an option in the dropdown menu.

Amount Enter the amount of the chemical added.

Chemical Unit Enter the chemical unit.

Chemical Date Enter the date the chemical was added. NOTE: Use the following format to input
this date: MM/DD/YYYY

Chemical Time Select the time the chemical was 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).
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- Monitoring or Chemical Added

Chlarine 4,00 )l

Chemical |l]ther v| 9
|Ehlurine |
Amount |4.l]l] :| o
Chemical Unit |n1|_:|,.-"| | o
Chemical Date |Empty v|
Chemical Time | 12:00 PM | add &

Time

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 dates in both the Task Start and Recurrence End Date fields. For

tasks that take 2 days or longer to complete, enter the appropriate dates. The Schedule section provides
reminders at recurring intervals that you can set up; this way you do not need to add tasks multiple times
(Figure 6-7). For example, if you need to clean a valve once a month, the task only needs to be entered one
time with information describing how often it should be repeated; the task will then appear on your calendar
once a month. After the initial set-up and entry of tasks, the calendar provides a complete picture of the

operation and maintenance tasks.

r Schedule
* Task Start 12/20/2011 ~ |/| Pop-up Reminder &
Lengthof Task 1 = day(s) &
Staff Completed Select Staff
Actual Completion Empty ~ Time [12:00PM | &P
Frequency | Select Frequency -9
* Recurrence End Date Emphy o
* select Recurrence 9
Every |1 ~| day(s) 1 ~| times/day
Every |1 ~| week(s)on |Select Day
Day 1 | of every 1 - | month(s)
The Sele Select Day every |1 - | month({s)
Every |Select Month 1
The Sele Select Day of Select Month

Figure 6-7. Schedule section
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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.

Pop-up Reminder

Select the checkbox if you want a popup reminder for this task.

Length of Task

Enter the duration or the length of the task in days.

Completion Date

Indicate in the dropdown menu the date on which the task should be completed.

Completion Time

Indicate the time the task should be completed.

Staff Completed

Select the staff that completed the 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 the task Frequency field 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 and at what cost (Figure 6-8). This information is 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.

~ Optional Parts Information

Parts Mame
Parts Number
Parts Cost | 0.00

Labor Maint Cost | 0.00

Manufacturer/Supplier |Select Manufacturer - Supplier W

0OR Add Mew Manufacturer / Supplier

LR
CeELL 9

=
=5
=8

Figure 6-8. Optional Parts Information section
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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 Cost 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 the 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).

r Manufacturer and Supplier

Address
City, State, Zip

Phone, Fax

* Manufacturer (=12 ST NG ET T TS v o

OR |Enter Other
* Supplier Select Existing Supplier " G

OR |Enter Other

Select State b

{*) 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 the added record if you would like 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 for your records.
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
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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 opens an .rtf document in your default word processor, which you can print
with your printer (see Figure 6-11).

Work Order

Staff Assigned Task Mame

Haovward, Helen Check and recard chlorine residual at the paintof application

Task Type
O Monitoring B Routine Azintenanca [0 Repair O Rehahilitation O Replacement

Is this task planned” H Yas ONa Is this = Czpital Improvement Praject? O Yes H Na

For Asset Related Tasks

O Excallent 0O Gaoad O Fair {Averazs) O Paar O WVery Poor

Is the assef maintzinad according to manufacmrer's recommendations? 0 Yes O No

For Monitoring Tashks
Schedule

B Daily O Weskly O Manthly O Annunzlly _

_1 daw{s) 1 tims{s)/day week(s) on (Day of week)
Day day of every mantss) __ {Wesk of month) (Dayof wesk) every _ monts)
{Month) _ {Day of month) _ {Wesk of month) {Day of week) of {Mowih)

Optional Parts Information

Manufacturer / Supplier

Part Mame

Part Humber

Part Cost 5
Labor Maintenance Cost 3

Figure 6-11. Generated Work Order document

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

New Task

Staff Assigned Task Name

Task Type

O Monitoring O Routine Maintenance O Repair O Rehabilitation O Replacement O Other
Is this task planned? Q'Yes O Mo | |5 this a Capital Improvement Project? QYes QMo
Task Details/Motes

Costofthe Task ]
Percent of Task Deferred Maintenance | %

For Asset-related Tasks
Aszzet Name

Condition
d Excellent QGood Q Fair(Average) d Poor QVery Poor
|5 the asset maintained accordingto manufacturer's recommendations? O%es O MNa

ForMonitoring Tasks

Chemicals Amount Unit Date Time

Schedule
Q Daily a Weekly QMonthly O Annually ]
day(s)___ time(s)/day week(s) on (Day ofweek)
Day ofevery month(s) _ (Week of month) (Day ofweek) every__ month(s)
(Month)___ (Day of month) ____[Week of month) (Day of week) of (Month)

Optional Parts Information

Manufacturer Supplier

Parts Name

Parts Number

Parts Cost 5
Labor Maintenance Costs 5

Figure 6-12. Blank Work Order form
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Take Note!

The Blank Work Order is available as a Rich Text File (.rtf). When you click the “Print

Blank Worksheet” link, the file opens in the default word processing application on your
computer (Microsoft Word, for example).

6.4 Search/Print

Click “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 Print Worksheets by Date Range

Click “Print Worksheets by Date Range” at the top of the page to open a popup to print all work orders for a

given date range.

* Gtart Date

* End Date

* Print

- Print All Task Work Orders For & Given Date Range

09/11/2009

09/11/2009

O
O

All Tasks
Uncompleted Tasks

Completed Tasks

{*) Required Fields

Print | Cancel

Figure 6-13. Print Worksheets by Date Range popup

Table 6-6. Fields available in the Print Worksheets by Date Range popup

Field Description
Start Date* Select the start date of the tasks that you wish to see.
End Date* Select the end date of the tasks that you wish to see.
Print* Select the option of which tasks to print:
All Tasks Indicate if all tasks should be searched within the date range provided.

Uncompleted Tasks

Indicate if only uncompleted tasks should be searched within the date range
provided.

Completed Tasks

Indicate if only completed tasks should be searched within the date range provided.

* Indicates a required field.

6.6 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 is used in the My Financial CUPSS includes your financial
Check Up Report (for more information about Check Up Reports, see Section || information in the My CUPSS
8.2). Asset Management Plan and uses

) ) ) ) it in helping develop the 10 year
Using this module helps you shift from a reactionary management strategy to || projections. This information is

a more informed, considered approach. It also provides critical information to || also useful in developing the

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 Plgn. g

navigation pane or click the “Enter My Finances” link from the My Home
page. This opens the My Finances page (Figure 7-1).

curss Check Up Prog ram for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit
——
-k . =¥ i 1 3
My iZES y . My *:5 My Ay Sy b My
‘ﬁ Home =2 : y s Finances r /4 CheckUp == cUPSS Plan
[ Beauty Yiew Acres Subdivision - DV Finances ] Export Data | Print Blank Worksheet
The My Finances section allows wou to enter expense and revenue information in multiple common categories. o (*) Indicates required fields

General Year Information

Select Previous Year |Select awvear v | Or * Enter a new year |Select ayear Import Data From Previous Year

* Enter total cash-on-hand o | | and interest rate 0 l:l

Year Expenses and Revenue

* Type of Cost 9 * Budgeted Amount 9 Actual Amount 9 Inflation o

|Select abype of cost v| & | | & | | | |
|

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

Total Revenuas: 1] o

u]

Total Expenses: a

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.

General Year Information

Select Previous Year |Select avyear | Or * Enter a new year |Select a year W Import Data From Previous Year

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

Figure 7-2. Using the dropdown menu to select a year

Once you have selected a year, all data entered in the form applies 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 refreshes 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 refreshes to show the data available from the
previous year. A message appears confirming that the data have been transferred. You can now edit or add
data using the form fields.
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Take Note!

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.

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, an error message appears 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

Year Expenses and Revenue

Select a bype of cost w

* Budgeted Amount 0 Actual Amount 0 Inflation 0

and Select Type of Cost | Select a bype of cosk

Total Expenzes:

Total Revenues: u] 0

1]

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

Description

Enter Other and Select Type of
Cost

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

Budgeted Amount

The amount of monies anticipated for a line item. NOTE: Do not add commas or
dollar signs in the text box.

Actual Amount

The actual amount of monies expended for a line item. NOTE: Do not add commas
or dollar signs in the text box.

Inflation

The increase in the cost of a line item 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.

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

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

Salaries, wages, 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 Cost of supplies.

Chemicals Cost of materials used for treatment necessary to make water safe to drink.
Contracts Total dollar amount of contracts.

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

that are provided to your facility for normal use.

Monitoring & testing

Cost for the process of assuring the water treatment process is effectively
cleaning the water.

Emergency

Emergency expenses.
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Type of Cost menu option Description

Lease and mortgage Expenses due to property use or occupation for a time period under contract.
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 The total amount of fees paid.
Security The money spent on establishing security for the utility to meet any regulatory or
safety requirements.
Capital Improvements Capital improvements expenses.
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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My Finance Revenue and Expense Costs
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Figure 7-4. Graph of actual and budgeted revenue and expenses

Take Note! The y-axis on the My Finances graph is in millions of dollars; therefore, $100,000, for
example, appears as $0.1 million.

7.3.2 Export Your Financial Data

To export financial data to an external file, use the “Export Data” link at the top of the My Finances module to
open the Data Export page (Figure 7-5). Select the years of data in the Financial Data column you would like
exported to the file, or select the checkbox for “Export O&M Data” and select the desired years from the
column. Use the Shift or Ctrl keys to select multiple years.
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Select the years of financial data to be exparted For the current Ukility, Press the [Shift] or [Ctrl] kevs to select multiple vears, Check the checkbox to export
Operation and Maintenance data and select the years For which this data will be exported. Click the [Export Data] butkon to select a Folder where the
exported data will be saved. Mote: exporting Operation and Maintenance data will increase the size of the exported file and will take more time to generate.

Filter Criteria

Financial Data: [] Export Of Data
2006 ~ 2005

2007 2009

2008 2010

2009 W 2011

Export Data

Figure 7-5 The Data Export page

Click the “Export Data” button to open a standard Windows Save dialogue box. Enter a filename and navigate
to a folder where you can save your data.

7.3.3 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 7-6). 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.
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Figure 7-6. 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

My Financial Check Up Report. The My Asset Check Up Report allows you to Benefits to My Utility
generate a targeted report showing assets for a specific utility that have a CUPSS reports can be used to
particular status. The My Financial Check Up Report provides a present the information found in
comprehensive look at the financial status of your utility and helps you see CUPSS in an organized fashion to

your community decision makers

future needs for annual revenue and reserve funds. These reports provide a
and stakeholders.

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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PSS can generate bwo "Check Up" Reports ko help you analvze the data entered into CIUPSS. These reports can help vou 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
Yiew and customize your prioritized list of assets, Yiew and customize budgek predictions of up to 10 years in the future,

Figure 8-1. My Check Up Report options

8.1 My Asset Check Up Report

Click 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.

Because of memory requirements, generating the report for large datasets requires the system to split the
report into multiple documents. This will be done automatically. The reports will be in consecutive order.
For instance, the first report may contain pages 1-30, the second report may contain pages 31-58 and the third
report may contain pages 59-65. If it is a small report, you may get only one file.

Generating the report may take a few minutes. Select the “Print Report” button and wait until the display box
is filled with report listings. Then right click on the document listed to open the selected document.
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Select from the criteria below to customize your Asset Check Up Report and dick "Print Report™.

Filter Criteria

Select Utility Dona Ana Mutual Domestic Water Consumers AEE
Include in the Report Al Assets IZI
Select Asset Status(es) to Include | ~CHVE i
Mot in Use - Abandoned
Print Report Mot in Use - Back Up

Futiire Investrment

Right Click on the document listed | AssetinventoryReport.rtf -

to open the selected document AssetlnventoryReport_1.rtf
AssetlnventoryReport_2.rtf
AssetlnventoryReport_3.rtf
AssetlnventoryReport_4.rtf
AssetlnventoryReport_5.rtf
AssetlnventoryReport_&.rtf
AssetlnventoryReport_7.rtf

s

Figure 8-2. My Asset Check Up Report options

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.

The report display section A list of one or more sections of the generated report. Right click on the
report to open the selected document.

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 with 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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8.2 My Financial Check Up Report

Click the checkbook and calculator icon to open the first page of the My Financial Check Up Report form
(Figure 8-3).

Il Check Up Program for Small Systems

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

7 S M

-):55 My M B My
497 Finances B/ checkup CUPSS Plan

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

Select from the criteria below ta begin customizing your Financial Check Up Report. Then click "Save and Continue”.
(*) Indicates required fields [™ Retain Previous Data

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

|2DDB 'I { Use Actual Amounts % Use Budgeted Amounts

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

™ Use CUPSS average growkh of 5% to be applied to all vears,

{* Enker an average annual growth For all vears predicted, I 1.0 %o

= Enker annual growth For gach of the years,
2009 | % 2010 | % zoit | W z0nz | % 2013 | %
2014 | % 2015 | % 2016 | W z0n7 | % 2018 | %o

*Step 3 CUPSS allows you to enter an inflation rate in order to make this model more &
p 3. accurate. Please select one of the following:

™ Use CUPSS average inflation of 3% to be applied to all vears,

{* Enker an average inflation to be applied to all vears. ID.D %o
{~ Enker an average inflation For each year

2009 | o, 2010 | % zoit | W z0nz | %% 2013 | %
2014 | % 2015 | % 2016 | W z0n7 | % 2018 | %

™ Enker an inflation valus For sach 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
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 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 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 Retain Previous Data Checkbox

Each time you go through the My Financial Check Up Report process, by default, the financial data from My
Finances is pulled fresh and the Financial Projections window spreadsheet recalculated. If you want to retain
your previous spreadsheet data, check the Retain Previous Data checkbox located at the top right of the page.

|- Retain Previous Data
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8.2.1.2 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 CUPS5 allows you to select the year that you would like the My Financial Check Up Report
' touse as the starting point to provide a 10 year projection on the planned finances of your utility:

2008 w| () Use Actual amounts (33 Use Budgeted Amounts

Figure 8-4. Step 1 of My Financial Check Up Report

8.2.1.3 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 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 CUPSS average growth of 5% to be applied to all vears,
(*) Enker an average annual growth for all vears predicted. 1.0 o,

) Enter annual growth for each of the years,

2009 % Z010 e Z011 Yo Z01Z %o 2013 o
2014 o 2015 o Z016 o Z017 %o 2013 o

Figure 8-5. Step 2 of My Financial Check Up Report

8.2.1.4 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 8-6):

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 percent signs in the text boxes.
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¥Step 3 CUPSS allows you to enter an inflation rate in order to make this model more &3
P accurate, Please select one of the following:

() UUse CUPSS average inflation of 3% to be applied to all vears.
(") Enter an average inflation ko be applied ko all years, %o

() Enter an average inflation For each year,

2009 %, 2010 Yo 2011 Yoo 2012 Yo 2013 g

2014 % 2015 % 2016 W 2017 % 2018 %
(%) Enter an inflation value 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 see
all the CUPSS expenses entered for the year that was selected under Step 1. Enter the inflation rate by double-
or right-clicking on the Inflation Rate column of an expense item. If inflation rates already exist, review what
you have entered and click the “Save and Continue” button. CUPSS uses the average inflation rate for all
expenses for all 10 years in the My Financial Statement on the next screen.

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

;ss My B My
7 Finances r Check up == cUPSS Plan

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

m Budgeted [actal _____[inflationRate

Rewenue From user rakes 13860.00 0.00 3.00
Other Revenues 2000000 Z20000.00 0.00
Maintenance &00.00 0.00 3.00
Salaries, wages, benefits 3600.00 0.00 3.00
Supplies 0.00 0,00 3,00
Ukilities 703,11 0.00 3.00
Insurance 250,00 0.00 3.00
Billirg Costs 130000 0,00 .00
Fees 307,96 0.00 3.00
Capital Improvements 1000.00 0.0o 3.00
Capital Reserve Contribution 5000,00 0,00 3,00
Taxes 62.72 0.00 3.00
starage kank S0000,00 0,00 0.00

< < Previous Save and Continue

Figure 8-7. Step 3 (Option 4) 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 Continue = >

Figure 8-8. “Save and Continue” button
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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 Check Up Report 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 with 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.

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! Use the “Click to Expand” button to view a larger version of this window.

Take Note! All equations used in the My Financial Check Up Report are described in 0.
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This screen allows vou ko fine-tune vour budget projections. 0

Total Annual Cost of Doing Business

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 do not click it, 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 8.2.1.3 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 previous

page (see Section 8.2.1.2 for more information about setting a rate of growth).

Cash on Hand & Reserve
Fund

This number comes from the My Finances module. Numbers from subsequent years are
based on the interest rate indicated in the My Finances module. The Capital Reserve and
the Emergency Reserve from the previous year are also added to the Cash on Hand.

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
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Field

Description

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 My Financial Calculations 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.

” o«

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.

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.
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As with all CUPSS modules, the more complete your data are, the better the predictions of the financial status
of your utility are. 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

health of your utility.
[ vear | operate | et | soes | Expense | your iy
2008 @ [ ] @ @
0.00 0.00 1.00 0.00
® ® ® ®
0.00 0.00 1.00 0.00
2010 [ ) [ ] ] ]
0.00 0.00 1.00 0.00
2011 [ ) [ ] ] ]
0.00 0.00 1.00 0.00
2012 @ @ ® ®
0.00 0.00 1.00 0.00
2013 @ @ ® ®
0.00 0.00 1.00 0.00
2014 @ [ ] @ @
0.00 0.00 1.00 0.00
® ® ® ®
0.00 0.00 1.00 0.00
2016 [ ) [ ] ] ]
0.00 0.00 1.00 0.00
2017 [ ) [ ] ] ]
0.00 0.00 1.00 0.00
2018 @ @ ® ®
0.00 0.00 1.00 0.00

Figure 8-10. Ratios window

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 achieved operating efficiency by keeping expenses low relative to
revenue.

Debt Service Coverage Ratio (Net Income/Total Debt)

The debt ratio measures the amount of debt being used by the organization. A ration of less than 1 would
mean a negative cash flow. A DSCR of less than 1, say .95, would mean that there is only enough net
operating income to cover 95% of annual debt payments.

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.
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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 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 My Financial Calculations for more information about how these ratios are calculated.

Take Note! Use the “Click to Expand” button to view a larger version of this window.

8.2.2.3 Financial Projection Summary

The third window on the Financial Statement page shows an image of the Financial Projection Summary graph
(Figure 8-11).

Financial Projection Summary

40,000 1 - 40,000
30,000 - 30,000
20,000 - 20,000
10,000 - S S S - 10,000

0do . : . : ] . : . Lo
-10,000 — - el L1 - - 10,000
-20,000 20,000
-30,000 30,000
-40,000 | 40,000
.50,000 1 50,000
460,000 160,000
70,000 70,000
80,000 60,000
60,000 60,000
-100,000 - 100,000
-110,000 -~ . . . . . -110,000
2008 2010 2012 2014 2018 2018
Year

& 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 the “Click to Expand” button and use your mouse to drag the top,
bottom, left or right image borders.

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.
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Click “Generate Report” to open the popup with a list of the Rich Text Format file sections containing the
report.

Because of memory requirements, generating the report for large datasets requires the system to split the
report into multiple documents. This will be done automatically. The reports will be in consecutive order.
For instance, the first report may contain pages 1-30, the second report may contain pages 31-58 and the third
report may contain pages 59-65. If it is a small report, you may get only one file.

Generating the report may take a few minutes. Select the “Generate Report” button and wait until a popup box
is filled with report listings. Then right click on the document listed to open the selected document. (Figure
8-13)

< < Previous Lave Report Generate Report

Figure 8-12. My Financial Check Up Report buttons

# | Financial Check Up Report ﬂ

Right Click on the document listed to open the selected document

FinancialCheckupReport.rtf

FinancialCheckupReport_1.rtf
FinancialCheckupReport_2.rtf
FinancialCheckupReport_3.rtf 1
FinancialCheckupReport_4.rtf
FinancialCheckupReport_5.rtf
FinancialCheckupReport_6.rtf
FinancialCheckupReport_7.rtf
FinancialCheckupReport_&.rtf
FinancialCheckupReport_9.rtf
FinancialCheckupReport_10.rtf

Close

———————————————= e

Figure 8-13 Financial Check Up Report listing

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.

CUPSS v 1.3.7 User’s Guide 114



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.”

Benefits to My Utility
CUPSS provides you with the
ability to create a single asset
management plan for up to two
utilities. The step by step wizard

My CUPSS Plan is a tool created to help you create a customized Asset
Management Plan (AMP). This comprehensive feature draws information
you have entered throughout CUPSS and formats the information into a user-

friendly report. This tool is very useful because the final output is a clean,
easy-to-read report about the state of your specific utility. The finalized report
provides an array of information both for you (to use internally to help better
manage your plan) and for decision makers who might not be familiar with
your utility.

9.1 Begin a New My CUPSS Plan

within CUPSS provides boiler
plate text to help develop the
Asset Management Plan, saving
you time while providing you with
the flexibility to create a
customized plan. All the
information previously entered in
CUPSS is referenced in the plan.

On the My Home page, click the “My CUPSS Plan” button to see the list of My CUPSS Plans already saved
(Figure 9-1). Click “Begin a New My CUPSS Plan” to start a new plan. Or, right-click a previous version and

select “Edit Row” to make edits to the report (Figure 9-2).

[Beauty ¥Yiew Acres Subdivision - D\ CUPSS PIanJ

Begin a Mew My CUPSS Plan

Recent Yersion Changes

Person

ECLMLEYY Eob
BOUMLEYY bdunlewy 1

Figure 9-1. My CUPSS Plan page

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".

Titde Yersion MNotes Date Added
1

4{32005
4{9/2003
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CuPss Check Up Program for Small Systems Set-up | Switch Utility | Create User | Help | Training | Exit

—

y T

- - & ] " _-‘% 5 r % N
y My o My £8) My A My b My
T Home inventory ' Q&M &) Finances E*/ checkup === cuPsS Plan

LBeauty ¥iew Acres Subdivision - DW CUPSS PIanJ

Click on the “Begin a Mew 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".

Recent Yersion Changes
Person Tite Yersion Notes Date Added

BOUMLEWY Boh 1 4/32008
BOUMLEYY ihdunleyy H 19

] it Row
E&g Remowve Row

Figure 9-2. 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

When beginning a new plan, the next step is to enter specific information about this plan (Figure 9-3). When
you have finished entering data, click “Begin a New My CUPSS Plan” to continue.

(*) Indicates required fields %

Enter Plan Information

= Select Utility(ies) you would | Beauty View Acres Subdivision - DW-
like to generate the plan for | Beauty View Acres Subdivision - WW

# Name

* Version Number

Date 11/20/09 9:23 AM

Begin a New My CUPSS Plan

Figure 9-3. Plan Information page

Table 9-1 shows the fields available on the Plan Information page.

CUPSS v 1.3.7 User’s Guide 116



Table 9-1. Fields available on the Plan Information page

Field Label

Description

Select Utility(ies) you would like to generated the plan for

Select one utility or, if you manage more than one, select

multiple utilities that you would like to add to the report.
Hold down the Ctrl key to make multiple selections.

Name Enter the name of the new plan. It will appear under the

Title column.

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 ten tabs in “My CUPSS Plan Wizard” (Figure 9-4). Although this might seem daunting, much of the
information is pre-populated and the wizard does not require a large amount of effort on your part. The ten
steps are

Executive Summary

Step 1 — Introduction

Step 2 — Utility Overview

Step 3 — Level of Service (LOS)

Step 4 — Critical Assets

Step 5 — Operations & Maintenance (O&M) Strategy
Step 6 — Water Quality & Energy Efficiency

Step 7 — Capital Improvement Projects (CIP)

o Ny N kWD =

Step 8 — Finances

10. Step 9 — Finalize Plan

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

g My
#= CUPSS Plan

9. FinaLizE
Pran

CuFS$  Check Up Program for Small Systems

e —
. My .b‘% My F S My
as Finances p_f Check Up

w-h

J My

‘ﬁ Home
=)

[Beautv Yiew Acres Subdivision - DW - Executive Summary J

2. Unuty
OveRviEw

5. D&M

4. Crimical
3.108 STRATEGY

6. Warer Quauiry
AsseTS

& Enercy EFFICIENCY 7.CIP || 8. Finances

E}Ui";:;': 1. INTRonucTion

Figure 9-4. 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 “Save and Generate Plan.” To continue working on the plan,
click “Save and Continue” at the bottom of the page to move to the next step

(Figure 9-5).

Save and Generate Plan

Figure 9-5. Saving My CUPSS Plan Wizard

< < Previous Lave and Continue = =
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9.3.1 Executive Summary

Two fields can be filled out in Tab 1 (Figure 9-6). As you can see, CUPSS has already loaded some text into
your system. Where there are [brackets], you should 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.

The Executive Summary section of the AMP introduces the plan reader to the utility. The text you enter into
the window is placed on the Executive Summary page before Table E-1. Additionally, this section contains the
text leading to Table E-1, which lists the utility’s goals and performance targets. The items for this table will
be entered in the fourth tab, 3.LOS, and are displayed in the Executive Summary after you have completed and
saved that section.

[ Beauky ¥iew Acres Subdivision - DW - Executive Summary ]

Executive - 2. Unuty 4, Camcar || 5. O&M 6. Warer Quavity - 9. FinauizE
L. InTRooucion || Gepuew || = LOS || “ageers Srratear || & Eneray Ericiency || - CIF || 8 Finances Pran

Executive Summary &

This Asset Management Plan is for the Beauky Views Acres Subdivision - DWW and describes how the utiliby(ies) will manage the infrastructure assets, The Beauty Yiew Acres
Subdivision - DW has a staff of [ENTER STAFF MUMBER] Full-time equivalents (FTEs) who perform day-to-day functions to keep the utility Functioning properly, The utility
delivers [¥¥x] gallons per day of water bo 33 of connections. Maps of the utility are maintained by the utility at [insert location].

The Beauty Wiew Acres Subdivision - DWW has considered a range of service levels the utility could establish. These inchude the Following:

Table E-1. Levels of Service

Levels of Service Achieved
Goal |performanceTargets

* Will be Populated by Tables from other sections of the Asset Management Plan

Figure 9-6. Executive Summary page 1

The text displayed after Table E-1 (Figure 9-7) outlines future costs the utility is anticipating as it improves
service to the community. You might wish to discuss annual operating costs, the budget for improvements,
and how additional funds will be procured. Additionally, this section introduces Table E-2 and the top five
important actions in your action plan. The items for this table are entered in the tenth tab, 9. Finalize Plan, and
are displayed after you have completed and saved that section.

To support the above Level of Service goals the utility has identified the Following costs to help improwve overall service to the community:

- Implementing the o8 will require an additional $[Enter Amount] annually with a tokal cost of ${Enter Amount] annually and $(Enter Amount] Full time
employess,

- It is estimated that the utility will spend a tokal of $[Enker Amount] on wvarious waker system improvement projects owver the next 10 vears, A detailed
financial surmmary is presented in Table 8-1,

- Cosks For water are funded through general rates {xx%), targeked rates (xx%) and fees and charges (o),

- External financing For capital expenses exceeding [$::x] will be financed through [how will the utility finance capital expenses loans, rates, granks].

- The average annual surplus/deficit over the next 10 vears will be $[Enter Amount]

The utility's ackion plan For improving the overall management of this ukility and supparting the above Level of Service goals {including addressing the
financial management, environmental management and specific issues) is shown in Table E-2,

Table E-Z. Action Plan

Gervice (All, W, W) [m orrective Action Plan Target Date for Completion

The five most important actions

* il be Populated by Tables from other sections of the Asset Management Plan

Figure 9-7. Executive Summary page 2
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Be sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the fields.

9.3.2 Introduction

The Introduction tab (Figure 9-8) introduces the plan’s purpose and goals. Text within the Introduction section
should outline the major components of the plan. Include the utility’s goals and/or mission statement in the
Mission Statement section.

[Beauty Yiew Acres Subdivision - DW - Introduction J

9. FinaLize

EXECUTIVE S 2. Unuty A 4, Crmcar || 5. O&M 6. Warer QuaLity - =
SumMmsry OvERVIEW 3.10s AsSETS Strategy | & Enercy EFFiciEnCY 7.CIP || 8. Finances Pran

1.0 Introduction @

This Asset Management Plan is for the Beauty Wiew Acres Subdivision - DW and describes how the utility(ies) will manage the drinking water infrastructure assets, -3
Customer service demands and regulations require drinking water andfor wastewater assets to be actively managed through careful maintenance, repair and

replacement decisions, This plan is an effective tool for combining technical, management and financial practices to ensure that the lesvel of service required by the
community is provided at the appropriate cost,

The plan has the following purposes:

To demonstrate responsible management of the assets employed,

To communicate and justify funding requirements indicated by the plan,

To provide a management roadmap For the utilicy

To serve as a link between the Beauty View Acres Subdivision - DWW and our customers “

o=

1.1 Mission Statement @

The mission statement defines the goals of the Beauty View Acres Subdivision - DWW and is the guide for level of service agreements discussed in the next section, The
Bieauty Yiew Acres Subdivision - DW mission statement is as Follows:

We commit ko maintaining, and improving when necessary, the performance of our drinking water and diskribution utility assets, while minimizing the long-term cost of
operating those assets, We strive ko make the most cost-effective renewal and replacement investments and provide the highest-quality customer service possible.

Figure 9-8. Introduction page 1

CUPSS v 1.3.7 User’s Guide 119



In the Asset Management Team section (Figure 9-9), introduce the staff who perform day-to-day functions for
your utility and who have helped prepare the plan. The Asset Management Team table provides information on
the utility’s partners in asset management. Team members can be added in the setup area of CUPSS and can
include utility staff, managers, local decision makers, and technical assistance providers.

1.2 Asset ManagementTeam G

The Beauty View Acres Subdivision - W has a staff of two who perform day-to-day functions bo keep the utility Functioning properly. Together, these
individuals have volunteered as members of the “the asset management team.” Helen Howard and Alden McDonald perform Assek Management Planning
responsibilities, The team is responsible For preparing, implementing, and updating this plan, To the extent that other staff such as [list support staff nat
responsible For implementation but will suppart the Asset Management Plan: for example, the training coordinator and town mayor] are invalved with
this or other projects, the asset management team is responsible for coordinating such involvement in the developing and implementing this plan, More
specific roles and responsibilities are listed in Table 2-1 and Table 2-2,

The Following describes the role and responsibilities of each asset management team member listed in Table 2-1 and Table 2-2,

1. [Enter Team Member - Responsibility]

[insett wour organization chart]

Figure 1-1. Beauty Yiew Acres Subdivision - DW Organization Chart

Asset Management Team Table &

Table 1-1, Beauty Yiew Acres Subdivision - DI Asset Management Team -
m Drganization Role/Responsibility on Project

Helen Howard Treasure,Secretary Beauty ¥iew Acres Landowners Assn Board Member

Robert Dunlevy Environmental Engineer USEPA EPA Contact

Steve Wyakk Engineer Missouri Department of Matural State Contact

Dan Daugherty Water specialist Missouri Department of Matural Resources  |State Contact

John Hoagland Administrator Missouri Rural Water Association Technical Assistance Provider

Dennis Siders Regional Director Midwest Assistance Program Technical Assistance Provider ﬂ

Figure 9-9. Introduction page 2

Be sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the fields.

9.3.3 Utility Overview

The Utility Overview tab (Figure 9-10) provides an overview of the utility, the community or communities it
serves, and the size of the population served. This information is inserted in the paragraph before the drinking
or wastewater utility overview table in the plan.

[Beauty Yiew Acres Subdivision - DV - Utility Overview J

ExEcumive B 2. Unumy n 4. Crimcal 5. 0&M 6. Warer QuaLimy Epannee | 9- FINALIZE
SummARY 1. InTRooucTioN 3.L05 | Tassers Sramear || & Eneray Ermceney || - CIP || 8. Finances PLan

2.0 Utility Overview &

The Beauty Yiew Acres Subdivision - DW drinking water assets onsists of Source, Pumping Facility, Treatment, Storage, Distribution, Other assets serving the Beauty
view Acres Subdivision, The utility delivers 0,017 million gallons per day of water ko 34 of connections, The utility is not inkerconnected or shared with other drinking
utilities, Maps of the utility are maintained by the utility at [insert location].

The Following is a breakdown of customer categories:

1. 100%. Residential

Figure 9-10. Utility Overview page 1
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Use the Utility Overview section (Figure 9-11) to enter summary information for your utility, such as the types
of customers served, storage capacity, volume serviced, and asset values. This information is displayed in a
summary table in the plan. Information for your drinking water network is derived from the My Inventory
module within CUPSS and lists the assets in your utility.

Drinking Water

Water Supply Connections 0

The Drinking Water Network

Residential Facilities connected to potable water Goals Ha.
Cammercial Facilities connacted ta potable water Soals Mo,
Industrial Facilities connected to potable water Soals Mo,

— - Transmission Mains Mumber |1 ﬂ
Asset Type nit _______[pescription [B
- Walves Mumber |1
wells and Springs Murmber 1
- - Transformers | Swikchgears | Wiring  [Number |1
Purmping Equiprient Murmber 2
— - - Makor Contrals | Drives Mumber |1
Disinfection Equipment |Mumber 1
- SENSOrsS Mumber |1
Concrete & Metal Storage Capacity ] —
Storage Tanks Days Buildings Mumber |1
Distribution | Collection  |LF o Treatment Equipment Mumber |2
lains — Security Equiprent Mumber |2
Buildings Mumber 1 SENELS Mumber |2
Lab [ Monitaring Mumber 1 ﬂ Pressure Pipewark Mumber |1 =
Frninment p—
General Water Supply Information General Wastewater Information
Murnber of Connections o] Ma. Treatrnent Plants 0 Ha.
Starage Capacity 0 MG Treated Efluent Discharge Paints 0 Ma,
Rezerve Storage 0 Crays Type of Treatment 0 Desc,
Haw Sourced 0 Drascr, Discharge “alume 0 glarl'l;c:n:.l'da‘gr
Descr (iF
Interconnected 0 - e 0 E::::ICV (if
Water lass and Inflow § Infltration 0 Water lozs and Infaw [ Infiltration 0
Descr. Diescr,
Tatal Wolurne Produced Eallonz
IDoay
Tatal \olurne Sald Eallorz
[y
Average | Peak Daily Consurnption Ellone
Toay
Water Supply Asset Yalues 0 Wastewater Asset Yalues 0
Replacement alue $431,450 $000,000 | |Replacement Walue 42,100,450 $000,000
Depreciated Replacernent Value $245,932 000,000 Depreciated Replacernent Value $1,255,787 000,000

Wastewater

Wastewater Connections 0

Residential Facilities connected to potable water Goals Ha.
Cammercial Facilities connected to potable water Soals Mo,
Industrial Facilities cannacted to potable water Soals Mo,

The Wastewater Network

Figure 9-11. Utility Overview page 2
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The Utility Growth section of the plan (Figure 9-12) discusses the future customer growth, or lack of growth,
anticipated and the utility expansions or downsizing that will be required to meet the growth prediction. You
might wish to refer to your future Capital Improvement Projects or financial strategies for this information.

The Age Profile is created from the assets in My Inventory and graphs the age and value of assets for your

utility. The utility schematic at the bottom of the page displays the diagram you completed within the My

Inventory module within CUPSS.

2.1 Utility Growth@

to in the Capital Improvement Program {CIP) and Finance Strategy],

[Town name] [expectsidoes not expect] customer growth [of %% or number] over the next [number] vears, [if growth ko utility expansion is expected,
the town management is to add the information here] Therefare, the tilitw(ies) [discuss what the growth or Fubure tility requirements will be referred

N Age Profile
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Figure 2-1. Beauty ¥iew Acres Subdivision - DWW Age Profile
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Figure 9-12. Utility Overview page 3
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Figure 2-2. Beauty ¥iew Acres Subdivision - WW Age Profile
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Figure 2-3. Beauty ¥iew Acres Subdivision - DW Utility Schematic Figure 2-4. Beauty Yiew Acres Subdivision - WW ULility Schematic

Be sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the fields.
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9.3.4 LOS Agreement

Level of service (LOS) is the foundation of an asset management program. By Benefits to My Utility
meeting or exceeding customer expectations, your utility greatly improves its CUPSS allows you to define and
ability to recover the full cost of doing business. track your LOS goals so that you

can improve the service of your
utility and keep your community

happy.

It is worth taking the time to carefully consider short- and long-term goals in
conjunction with your My CUPSS Plan. This helps you establish best practices,
as well as prioritize and optimize everyday activities.

It is important to consider multiple service areas, including regulatory compliance, when considering how the
utility approaches 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

* C(Clear to anyone who has a basic knowledge of the utility
Measurable

* Know if the goal is obtainable and how far away completion is

e Know when it has been achieved
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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.

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.

The LOS tab (Figure 9-13) 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 LOS Agreements. Additionally, you need to input your LOS goals and the level at which that the
goals will be met. The information in the text box gives an overview of LOS and introduces the LOS table
following the text.

To add a new goal, select one of the four service areas from the dropdown list and enter text for your goal and
performance target. Also specify a measurement by which you can gauge if the target was achieved. Click Add
another LOS Goal to save your entry and to add another goal. The performance targets also show in the
dropdown under 9. Finalize Plan when you are identifying your action items.
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3.0 Level of Service {LOS) Agreement &

The goal of the Beauty Yiew Acres Subdivision - DW is to deliver safe water by providing services that meet or exceed customer expectations and comply with federal and
state regulations, This section describes the current level of service by the utility’s and the goals For present and Future performance, The level of service describes the
characteristics of utility’s performance such as “haw much,” "of what nature,” and “how frequently” about the service. The utility’s pragress toward meeting those gaals will
be reported [time interval]l, The levels of service determine the amount of Funding that is required ko maintain, renew and upgrade the water infrastructure to provide the
cusktomers with the levels of service specified, Changes to the levels of service will have an impact on funding requirements,

Levels of service for the water utility are specified for the Following:
1, [Examples Environmental, Reliability and Capacity and Responsiveness]

The Asset Management Plan has considered a range service levels the utility could establish, The target levels of service the utility’s has chosen to meet are presented in
Table 4-1. This table lists the level of service goals and measures the success of each goal,

Service Area Goal Performance Target Achieved

select a service area b Select a measurement b

Table 3-1. Level Of Service Goals Add another LOS Goal

Performance Target

Figure 9-13. Level of Service page

Make sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the
fields.

9.3.5 Critical Assets

The Critical Assets tab (Figure 9-14) provides information on the priority of distinctive assets within the utility
(Figure 9-14). This information is crucial because it provides the reader with a concise overview of the state of
each 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 module within CUPSS. Enter
information about what stage you have reached in the asset management process (complete/in the process).

Table 4.1 in the AMP lists assets critical to the sustained performance of the system. These assets are ranked
using the probability of failure (as a function of condition and redundancy) and the consequence of failure.
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4.0 Critical Assets &

Same assets are more impaortant than others in making sure that customers receive safe drinking water andfor making sure that wastewater is treated
effectively, Therefore, the utility(ies) used the CUPSS software (developed by the U, 5. Environmental Protection Agency) to identify and prioritize
critical assets and ko improve practices used For routine operation and maintenance. This process includes reviewing all assets and recording the
conditions {likelihood of Failure), criticality to the utility {consequence of Failure) and redundancy (the number of back-up assets ko help support each
aszet) af each, This will ensure that the ubilibw(ies) delivers the level of service described in the previous section, The Beauty Yiew Acres Subdivision - D
asset management team [has completed [ is in the process of completing] the critical asset assessment,

Table 5-1 and 5-2 lists assets critical to maintain the performance of the utility, [Refer to the My Check-up Asset Inventary Report For additional
information on assets,]

Table 4-1. Beauty Yiew Acres Subdivision - DWW Critical Asset Inventory

m Asset Type Year Installed Criticality Capacity _ Replacement Date

well#1 Wells and 1968-06-30 |Poor Catastrophic |Fullsized |High Risk — Immediate (2009-02-01
Springs Attention

pump Pumping 2001-06-01 |Good Catastrophic (Fullsized |High Risk — Immediate (2011-02-01
Equipment Attention

Main valve |Pumping 2001-06-30 |Fair {Average) Major Fullsized |High Risk — Immediate |2011-02-01
Equipment Attention

Security  |Security 2001-06-30 |Good Minor Fullsized |Medium Risk — 2009-02-01
Equipment Aggressive Monitoring

Tank Distribution 1995-06-30 |Good Catastrophic |Fullsized |Medium Risk — 2036-02-01
Collection Mains Aggressive Monitoring

Figure 9-14. Critical Assets page

Make sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the
Critical Assets section.

9.3.6 O&M Strategy

The Operations and Maintenance (O&M) Strategy tab (Figure 9-15) provides general information on the
operations and maintenance of the utility’s assets. This is important because it informs the plan reader as to the
methodology used in determining how assets are managed day-to-day. You should 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 when your maintenance strategy will be revised and updated.

The Preventive Maintenance section provides more specific information on the strategy used to manage
routine and preventive maintenance. Describe the methods used to complete maintenance, the rationale for
using the methods, and the maintenance schedule. Items listed in the Preventative Maintenance Schedule are
for planned tasks you entered in the My O&M module within CUPSS.
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5.0 Operation and Maintenance (D&M) Strategy &

Q&M consists of routine, preventive and emergency/reactive maintenance, In this section, the strategy for O&M varies by the asset, criticality, condition and
section 5.0 of this document were used as the basis For establishing the maintenance program as a way to make sure that the utilieyies) address the highest risk

cuskamer,

incidents, including those Found during routine inspections and O&M activities, Utility staff will record condition assessments when mainkenance is performed, at

5.1 Preventive Maintenance &

Routing maintenance
Routing mainkenance is the day-to-day work necessary to keep assets operating propetly, which includes the Following:

Reqular and ongoing annual tasks necessary to keep the assets at their required service level;

Daw-to-day andfor general up-keep designed ko keep the assets operating at the required levels of service;

Tasks that provide For the normal care and attention of the asset including repairs and minor replacerments;

[iComplete rautine maintenance tasks here as bullet summary points, describe your methods and rationale For the methods]

Rl

Table 5-1. Beauty Yiew Acres Subdivision - DW Preventive Maintenance Schedule for 2009

operating hiskary, The risk matrix in My Check-up Asset Invertory Report provides the utilibwlies) assets and identifies the risk walue For each asset. This risk matrix and

assets, In addition, the maintenance prograrm addresses the level of service perfarmance objectives to ensure that the utilicy is running at a level acceptable to the

Unexpected incidents could require changing the maintenance schedule for some assets, This is because corrective ackion must be kaken in response to unexpected

Figure 9-15. O&M Strategy page 1

The Emergency/Reactive Maintenance section (Figure 9-16) describes how you address emergency
maintenance issues and requests for maintenance filed by your customers. The Emergency/Reactive

| TaskName  [cost($)]  Frequency [Estimate Annual Cost|Deferred Maintenance|
heck and recaord chlorine residual at the paoint of application. 0,00 [Every 1 day(s) 1 timels) per day 0,00 0,00
Check and record water levels in storage tanks. 0.00 [Ewvery 1 day(s) 1 timels) per day 0.00 0.00
Check instrumentation For proper signal input foutput. (Chlarine 0.00 [Ewvery 1 day(s) 1 timels) per day 0.00 0.00
residual and Fluoride)

Check water meter readings and record water oroduction, 0,00 |Every 1 dawis) 1 timels) oer dav 0.00 0.00

W

<

Maintenance Expenses table lists unplanned expenses from the previous year. These items are retrieved from

the My O&M module within CUPSS where the task type was selected as unscheduled.

The Deferred Maintenance section outlines the status of the utility’s deferred maintenance tasks and discusses

the plan to reduce the amount of deferred maintenance. You might want to include an example of how

deferred maintenance could vary over the upcoming years. This section concludes by providing a sum of the

total deferred maintenance values from the tables on the page.
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5.2 Emergency/Reactive Maintenance g

Reactive maintenance is often carried out because of customer requests or sudden asset Failures, The required service and mainkenance to Fix the
customers issueis) is identified by staff inspection.

Table 5-2. Beauty Yiew Acres Subdivision - DW Emergency/Reactive Maintenance Expenses for 2008

Cost ($) Frequency Estimate Annual Cost

| Total Emergency/Reactive Cost | | | 0,00

5.3 Deferred Maintenance &

Deferred mainkenance is any mainkenance, repair, restoration or replacement work that should have been accomplished before now, and that has not
been performed. The utility(s) has{have) a total of $0.00 for all maintenance activities, The following includes the utility's{ies) plan to reduce overall
deferred maintenance aver the Following 10 vears, [Identify the plan For reducing deferred maintenance through additional funding, etc., and show an
example of how deferred maintenance might vary over the next 10 vears.]

Total Deferred Maintenance $0,00

Figure 9-16. O&M Strategy page 2

Make sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the
O&M fields.

9.3.7 Water Quality & Energy Efficiency

The Water Quality and Energy Efficiency tab (Figure 9-17) discusses how your utility addresses the major
federal statutes governing water and outlines your monitoring/implementation strategy. The Source Water
Assessments and Protection section identifies any key water quality or protection issues you have studied and
are addressing in the action plan.

The National Pollutant Discharge Elimination System (NPDES) Permitting Program section, displayed only
for wastewater facilities, contains information on your NPDES permit, resources the plan reader can access
regarding your permit, and on any exceedances and corrective actions.

The Total Maximum Daily Loads (TMDLs) section contains basic information about TMDLs and lists any
impaired waterbodies the utility currently discharges into and the causes of impairment.
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6.0 Water Quality and Energy Efficiency @

This section addresses how the Beauty Yiew Acres Subdivision - DWW addresses water quality and water efficiency issues under the bwo major Federal skatutes governing
water are the Safe Drinking Water Act (SDWA), the Clean Water Act (CWA), and State Drinking Water Regulations.

Source Water Assestments and Protection &
The cost of water treatment, as well as the risks to public health, can be reduced by protecting source water From contamination, Beauty Yiew Acres Subdivision - DWW has
reviewed the source water assessments and protection studies that provide information about the drinking water in Beauty Yiew Acres Subdivision - OW and the
cormunity, The study results show that the utility should take the action to help reduce potential sources of contamination and pratect drinking water. These issues
include the Fallowing:

- Identify From state assessment any key issues that will need to be addressed in the action plan below

The associated actions are identified in the action plan in Section 2.0; For list of contaminants, see Appendix A,

National Pollutant Discharge Elimination System (NPDES) Permitting Program &

Total Maximum Daily Loads (TMDLs) &

Under Wi section 303(d), states are required ko identify waters that do not meet water quality standards after the implementation of nationally required levels of
pollution control kechnology, and ko develop TMOLs For those waters, On the basis this determination, pollutant loadings are allocated among pollution sources in a water
segment. Appendix B includes the waterbodies to which the utility discharges and the causes of impairment, To address these and future impairments, the asset
management team has identified projects in the Capital Improvement Plan section 7.0 of this plan,

Figure 9-17. Water Quality and Energy Efficiency page 1

The Water Quality Monitoring Strategy section (Figure 9-18) outlines your monitoring strategy, including the
frequency of monitoring tasks listed within CUPSS. The Water and Energy Efficiency section outlines the
steps you are taking to improve water and energy efficiency for the utility’s operations.

The Best Management Practices (BMPs) section discusses BMPs (and their cost) your utility might be taking
to improve operating efficiency.
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6.1 Implementation Strategy to Protect Watersheds

Water Quality Monitoring Strateqy &

‘Water quality monitoring provides the data to characterize waters and identify changes or trends in water quality over time. The colleckion of monitoring
data enables My Water Svstem to identify existing or emerging water quality problems and determine whether current pollution contral mechanisms are
effective in complying with the requlations, [Mame of utility] uses the [Continuous basis at reqular sites (i.e,, fixed stations) As-needed basis at selected
sites, ko answer specific questions) Temporary or seasonal basis; ak random sites throughout an area or skatef Emergency basis {such as after a spilly]
monitoring strategy and Findings are included in the CUPSS application. The location of the monitoring assets can be found in the CUPSS application are
inchided in Section 3,0 Ukility Owverviews and monitoring task associated with water quality monitoring are included in Table 5.2,

Water and Energy Efficiency &

The water and energy sectors are highly interdependent, Our utility and water customers use enormous amounts of energy to withdraw, treat, and %
distribute water, Identifving approaches to integrate energy efficient practices into the daily management and long-term planning For our utilicy also
contribuke ko the long-term sustainahbility of water infrastrocture by reducing operation costs and adding to a utility's botkom line, By Water Svskem

is initiating the following steps to encourage water and energy efficiency to aid in forestalling Future large capital expenditures in infrastructure and

hawve identified several water and energy efficiency capital improvement project with a total cost of [Enter Costs]:

- Participating in off-peak purmping

- Securing adequate storage

- Purchasing efficient purmps and mokors

- Properly sizing equipment to intended duty/load reguirement, w

L SR | Y S FUN OO T P U Oy SV SRR J SRR BY PP 1O

Best Management Practices (BMPs) &

Adoption of better management practices is an emerqging trend amaong the water utility industry, Widespread adoption of better management practices
offers great promise to reduce costs and direct system investments using a risk-based approach, BMPs are inherently pallution prevention practices, The
utility has considered installation of several bypes of BMPs they include with a kotal implementation cost of [Enter Cost] and conduct BMP activities
throughout its preventive maintenance.

Figure 9-18. Water Quality and Energy Efficiency page 2

Make sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the
O&M fields.
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9.3.8 Capital Improvement Plan (CIP)

The Capital Improvement Plan (CIP) tab (Figure 9-19) provides information on the scope and cost of future
projects. This information is important because it allows the plan reader to gain an understanding of upcoming
obligations and resource needs. The Capital Improvement Projects table includes all assets: abandoned, back-
up, not-in-use, active, and future investment. Items in this table are from the My Inventory module within
CUPSS, for assets that have been marked as CIP.

[Beaut'r Yiew Acres Subdivision - DV - CIP J
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7.0 Capital Improvement Plan (CIP) &

The Beauty view Acres Subdivision - DWW capital improvement program (CIP) plan is the description of Future capital projects, Capital improvement projects generally 3
create a new asset that previously did not exist or they upgrade and improve an existing capacity, These projects can result from growth or environmental needs, such
as the Following:

Expenditure that purchases or creates a new asset or in any way improves an asset beyond its original design capacity
Upgrades that increase the capacity of the asset

Construction designed to produce an improvement in the standard operation of the asset beyond its present capacity
[Enter Additional Criteria]

R

In addition to capital improvement projects, the utility has reviewed and is establishing a renewal {or rehabilitation) strategy, Renewal expenditure is anything that does
not increase the asset’s design capacity but restores an existing asset ko its original capacity, Any improvement projects that require more than simply restoring an asset
to its original capacity are deemed to be a renewal project, such as the following:

- v
Table 7-1. Beauty Yiew Acres Subdivision - DW Capital Improvement Projects -

Chlorine testing $150.00 $10.00 |Rehah/RepIace 2008

Well#1 $80,000.00 $1,951.22 |REhabeE|:l|al:e 2009

pump $3,500.00 $350.00 |Rehah/RepIace 2011

Water Production Meter $5,000.00 $135.14 |RehathepIa|:e 2035

Tank $60,000.00 $1,578.95 |Rehah/RepIace 2036

Distribution $135,000.00 $3,552.63 |RehathepIa|:e 2038

Main valve $2,000.00 $200.00 |Rehah/RepIace 2011 j

— . . T - - . -

Figure 9-19. CIP page

Make sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out the
CIP section.
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9.3.9 Financial Management Strategy

The Financial Management Strategy tab (Figure 9-20) discusses the utility’s financial condition and its
strategy for future financing. You might wish to discuss expenses, how costs are covered, and financing
methods for CIPs. The Financial Forecast section discusses the financial forecast and the financial projection
summary graph. You can edit the financial information in the My Finances module within CUPSS.
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8.0 Financial Management Strategy @

This section describes the Beauty Yiew Acres Subdivision - DWW financial condition and its strategy For Future financing, Expenses greater than $[user completes] are ~
considered capital costs, Presently, the utility(ies) is/are financed by Revenue From user rates to pay For Taxes,

Costs for water are funded through general rates {xx%:), targeted rates (xx%) and fees and charges (xx%:). External financing For capital expenses exceeding [$xx]
will be financed through [how will the utility finance capital expenses loans, rates, grants], For details of capital projects, see the CIP plan. The table below presents
the estimated external financing.

If large expenses are required For expansion or upgrades, the Beauty View Acres Subdivision - DWW plans to pay for the improvements through [user enters the
financing methods]. Table -1 and &-2 give an overview of the revenue and expenses For the next 10 vears. The ukility{ies) estimates it will spend a total of $:xx on
waker over the next 10 vears ko accommodate growth in the town, compliance with state and federal requlations, and introducing new drinking water andjor
wastewater requirements, & detailed Financial summary is presented in My Financial Check Up Report and in Table 8-1.

Financial ratios are used to determine the financial health of & utiliey, The utility used the Following Four ratio bvpes bo shed light on the Financial stakus of the utility (see
Appendix & for further detail). They include the Following:

8.1 Financial Forecast &
The Financial Forecast shows predicted values of both revenue and expenses For the asset management teams using the values provided in the financial hiskory, see

Appendix D, The projections are used to help the utility plan for and predict future expenses and revenue and how to better finance capital improvement projects by
acquiring loans or granks or by planned rate changes.

Financial Projection Summary

26,000 -\. 256,000
L L L L = a»—i L -

o _-_______U

-25.000 - -25,000
-50,000 - -50,000
-75.,000 -75,000
-100,000 -100,000
2008 2010 2012 2014 2018 2018
Year

& Revenue -® Costof Doing Business B Surplus / Deficit

Figure §-1. Beauty View Acres Subdivision - DWW

Figure 9-20. Finances page 1
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The Total Expenditure section of the plan (Figure 9-21) addresses recent expenditures and anticipated
expenses in the next 10 years. The Expenditure Summary table lists line items for expenses, revenues, and
other financial items you have already entered in the My Finances module within CUPSS.

8.2 Total Expenditures &

The Following table ilustrates the Forecasted Financial needs for the next 10 vears, The actual expenditure in FY 2007 and FY 2008, and the approved budget for 2009, is
also shown For comparison,

Table 8-1. Beauty Yiew Acres Subdivision - DW Total Expenditure Summary - Actual/Forecast

FY 2007 |FY 2008 |FY 2009 |Expens [[Typical |FY 2010 |[FY 2011 FY 2013 |[FY 2014 |FY 2015 |[FY 2016 |FY 2017 |FY 2016 |FY 2019
Actual |Actual |Budget |e/Reve |Year
nue
Yater =
Supply
1.0%: 1.0% 1.0% Annual |0.9% 1.0% 1.0% 1.0% 1.0% 1.0% 1.0% 1.0%: 1.0% 1.0% 0.0%
Growth
u] Number |0 o 0 o o u] u] u] 0 u] 0
of
Custom
ers
40 Averag |§0 40 $0 40 40 40 40 40 40 40 $0
e
Custom
er Bill
$12,707 |$13,006 [$13,700 |Cashon |$158,83 [§122,54 |$136,41 |$150,45 |$163,30 |$176,32 |$189,53 (420292 |$216,50 [$230,28 |40
Hand 0 9 3 S 4 9 5 ] 7 4
[nwcor  llnvcer  Tnacer  [lrmrmvnns [ [ [ [ [ [ [ [ [ [ ﬂ

Figure 9-21. Finances page 2

Make sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out this
section.

9.3.10 Finalize Plan

The last tab in the My CUPSS Plan wizard focuses on your action plan (Figure 9-22). This section summarizes
the entire plan and reviews the objectives, targets, maintenance, and improvements discussed throughout the
plan. Additionally, this section introduces the items listed in the Action Plan table.

The Action Items table compiles all the aspects of the utility that require action or follow-up. You should
clearly define any objectives and milestones to which you are committing in your plan. Action items should
have a reasonable likelihood of being accomplished and should be more specific than LOS goals.

To add an item to the table, select the item’s priority, urgency, and service. Also enter data in the fields to
describe the issue, the steps you will take to correct the issue, as well as target and completion dates. The
performance target options are set on the LOS tab. To save the data you have entered and to enter another item
to the table, click Add another Action Item.
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9.0 Action Plan @

The Beauty View Acres Subdivision - DW Asset Management Flan refers to many objectives, targets, maintenance and improvements for the utility, Table 9-1 brings all
these ideas together ko clearly identify the actions required to successfully implement the asset management plan.

Action Plan Table @

Priority Urgency Service Performance Targel Status Final Completion Date Target Date
B 9 8| 4 | 4 | || |
Issue Corrective Action

Add another Action Item

Table 9-1. Action Items

Figure 9-22. Finalize Plan page 1

The Review Schedule section (Figure 9-23) provides 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 the review
increases the possibility that the evaluation will be completed. Use the date dropdown to select the date for
review of your CUPSS Plan. The Appendices listed below the date box show additional sections that are
included in your plan, but you do not need to enter any information at this time.

9.1 Review Schedule &

Target Date Final Completion Date

[rhe Beauty View acres Subdivision - DW isfare scheduled to review this plan annually and update the community on new information and changes on 11/17/2009,

| 11172002 | [CUPSS recommends once per year)

Appendices

Appendix A. Contaminant List

Appendix B. Impaired Waterbodies and/or TMDLs List
Appendix C. Financial History

Appendix D. Financial Ratios

Appendix F. Glossary

Figure 9-23. Finalize Plan page 2
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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 9-24).
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 9-1). Clicking the “Previous” button takes you to the previous page.

Take Note! Information changed on a page before clicking “Previous” is not saved; a popup will
notify you of this.

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

Figure 9-24. My CUPSS Plan 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

10.1 Help

The contents of this printed CUPSS User’s Guide are available in the form of a searchable, indexed Help
module within CUPSS. The 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).

GUP$$ Check Up Prog ram fo,- Sma" Systems Set-up | Switch Utility | Create User | Hega | Training | Exit

—r

S My M “ My i My
Inventory f O&M " Finances Check Up === CUPSS Plan

Flgure 10-1. Navigation area showing 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).

Tools Help

___________________ < » a9
""""""""""" 1 Introduction

B 2 Installation Instructions
B 3 Getting Started
B0 4 Login and Navigation
B0 5 My Inventary
Bo- 6 B My &M
B0 7 My Finances
-0 8 My Check Up
B0 @ My CLPSS Plan
®-§ 10 CUPSS Help and Training
> QAppendix:‘-\ :Database Backup and Restare Proce
Appendix B | Worksheets
Appendix C My Finances Calculations

The 115, 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
infortmation on the utility” s assets, operation and
thaititenance activities, and financial status to
produce a prioritized asset inventory, financial
reports, and a customized asset management plan.

CUPSS iz free software that will make managing
assets easier. It's a deslktop systern, so no Internet
connection is needed and the software requiretnents
are minitnal. CUP3E was designed and developed
with input and suggestions from a diverse
staleeholder group.

Appendix D My Inventory Calculations

A R R

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 (22 (.) to view each as a separate window (Figure 10-3).
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File { Help

Contents

® 581 Introduction

B 2 Installation Instructions

B 3 Getting Started

E-62 4 Lagin and Mavigation

E-60 5 My Inventary

B0 B By Q&M

- 7 My Finances

-6 B My Check Up

G- O My CUPSS Plan

£ Q 10 CUPSE Help and Training

- Appendix A : Database Backup and Restare Proce
Appendix B - Warksheets
Appendix C Wy Finances Calculations

Appendix O My Inventory Calculations

[

(4]

Figure 10-3. Viewing each pane separately.

Help Topic Window

File Go Tools

Gl < &g B

2]

1 Introduction

The 113, Enwironmental Protection Agency (EPAY
developed CUP3SS 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
mformation on the utility” s assets, operation and
rnaititenatce activities, and finaticial status to
produce a priortized asset inventory, financial
reports, and a custornized azset managernent plan.

CUP3S is free software that will male managing
assets easier. It's a desktop systern, so no Internet
connection iz needed and the software requirements
are minimal. CTIP33 was designed and developed
with mput and suggestions from a diverse
stakeholder group.

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).

Contents

S

—[2] 1.1 CUPSS and Asset Managernent
— 1.2 Benefits of Using CLUPSS

—[2] 1.3 About This Guide

—[=] 1.4 How to Use This Guide

[*]

—[2 1.5 Structure
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).

File Help

Contents

[+

—[E] 1.1 CUPSE and Asset Managerment
— 1.2 Benefits of Using CLUPSS
—[2] 1.2 About This Guide

—[2] 1.4 Howto Use This Guide

— 3 1.5 Structure

[ 1.6 Paints of Cantact

B0 2 Installation Instructions

- 2 Getting Started

B 4 Lagin and Navigation

B0 4 My Inventory

-G 6 by Q&M

B> 7 My Finances

B0 8 My Check Up

i

A s

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 opens 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 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 vou want to search

Ilrwentur‘ﬂ |v gearch

Logdin

Finances

Figure 10-6. Typing in a search term or picking one from the dropdown menu.
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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-sensitive
Search for
W Al ofthese wiords

Ay of these words

" Thiz 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 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

10 CUPSS Help and Training

a My Imventory
llgers Guide
B hdy O &M

4 Lagin and Mavigation

¢ e e

-

Found & fopics Dpen

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
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e View

* Go
e Tools
* Help

Table 10-1 describes the options available for each category.

Go Tools Help

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 the 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 the 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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=l Eh

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.

File Go Tools

B <+ g H

Figure 10-11. Help Topic Window when windows are undocked (separated)

< ¥ la BB

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 ﬁ button below the file menu.

Buttons
"i:? Click to go back to a previously viewed topic
e Click to go forward to the topic viewed just after the current topic
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10.2 Training

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)

cﬂl’” Check Up Program for Sma“ Systems Set-up | Switch Utility | Create User | Help |Traiknir|g | Exit

M F,

oy iSE v 2y 5)% y A'/’ My | 55 T
‘ﬁ Home S5 = Inventory , &M a Finances " 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

Training Options

1. Flash Tutorials - Click on & tutorial below to see a brief walk-through on how to use
CUPSS. Though the application has been updated since the development of this training
and some of the flash training is now out of date, it still provides users a instruction for how
to use the application. (Mofe - these fufonals wil aoen your Arowses you may be asked fo
downioad 5 Alash plug-in if these fuforials do not olzy,)

Introduction Overview & My Inventory My O&M
4:19 My Home 7:17 6:04 3:02

My Finances My Check Up My CUPSS Plan
4:13 5:50 3:14
2. User's Guide
3. More Training on the Web

Go to epa.gov/cupss for additional training materials and a list 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.

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,
open the Windows Task Manager (Figure A.1), go to

E Windows Task Manager

the Processes tab, and check whether the following e
three processes are still running: Applications | Processes | Performance || Metwarking
* Cupss.cXe Irnage Bl: User Mame CPU  Mem Usage ~
e S -
. mysqld-nk 15,040 K
¢ Javaw.exe L ja dariiel sporea 00 121,312K
| GoogleDeskiop.exe  daniel sporea oo 6,820 K
. mysqld-nt.exe daniel. sporea oo 1,512 K
ckFman. exe daniel sporea oo 3,504 K
In case any of them are still running, use the “End YahooMessenger.... daniel.sporea 00 44,112K
s . GoogleDesktop.exe  daniel.sporea [uln} 6,724 K
Process” button in the Task Manager to manually stop o TMon.exe denichshorea iz 5.082K
them, ln the Order llsted above MSASCui.exe daniel. sporea oo 5,200 K
jusched. exe daniel sporea [} ITZK
MM, exe daniel sporea [ulu} 4,072 K
Tpshocks exe daniel sporea i B0 K,
iexplore. exe daniel sporea i 34,452
taskmgr.exe daniel sporea [} 5,832 K
SynTPERh.exe daniel sporea [ulu} 3,028 K
SynTPLpr. exe daniel sporea i TOE K
CUTLOCE, EXE daniel sporea i 10,66 K
POWERPNT.EXE daniel sporea oo 6,744 K
| ICANEF . FXF SYSTFM fn tamak
[[]show processes From all ussrs ..
Processes: S0 CPU Usage: 5% Carnrit Charge: 1063M [ 39390

Figure A.1 Task Manager window

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).
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B database E|E|E|
File Edit \Wiew Favorites Tools  Help f’,’

|| Folders

@ Back - =) .‘ﬁ- /..- | Search

Address |_

v

V|GD

Folders
[= (5 Program Files ~

# 155 Adobe
[# | ) ATI Technologies I«;—n‘ﬂ placeholder, bxct

£z i = | TextDocument
[# I3 Cisco Systems =_J UOKB
# 155 Cammaon Files
I3 ComPlus Applications
F 153 ComponentCne
B () COMEXANT
= 103 cupss
= |3 database

H =) e
b
& ) output
& |23 Uninskall_CUPss
# [ Google
E I5) HTML Help Workshap “

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
* mysqld-nt.exe
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El Windows Task Manager

File ©Options Wiew Help
Applications | Processes Performance | Metworking
ser Mame CPU . Mem Usage A
daniel.sporea 15,040 K,
daniel.sporea oo 121,312 K
daniel.sporea [ulu} 6,820 K
daniel.sporea oo 1,512 K
danigl, sporea i 3,504 K
¥ahooMessenger,... danigl.sporea aa 44,112 K
GoogleDesktop.exe  danigl.sporea [ulu} 6,724 K
PccMTMaon. exe daniel.sporea 0z 5,052 K
M3AICUiLexe daniel. sporea oo 5,200 K
jusched.exe danigl, sporea aa T2
MM, exe daniel.sporea oo 4,072 K
TpShocks.exe daniel.sporea oo 604 K
iexplore, exe daniel.sporea oo 34,452 K
taskmgr.exe danigl, sporea aa 5,832 K
SynTPENh.exe danigl, sporea ala] 3,028 K
SynTPLpr.exe daniel.sporea oo 703 K
QUTLOOK.EXE daniel.sporea oo 10,664 K
POMERPMNT.EXE daniel. sparea oo 6,744 K
| | ICRNFF.FXF SHETFM N t.anRk ¥
[[1show processes from all users ||
Processes; 50 P Usage; 5% Zommit Charge: 10630 [ 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 the following:
e Inventory List (Drinking Water)
e Inventory List (Wastewater)
e New Task

e Finances
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Inventory List (Wastewater)

Asset Name Location
- |
Associated Asset Associated Location
Asset ID (optional) Asset Size (optional)
Asset Latitude (optional) Asset Longitude (optional)
Storage Capacity in Days (optional) Linear Feet (optional)
|
Acres of Land (optional)
Asset Category
O Pumping Facility QO Treatment O Storage 3O Collection 3 Other
Asset Type
O Pumping Equipment | 3O Transformers/ O Lab/ Monitoring O Galleries and Tunnels
O Disinfection Switchgears/ Equipment O Meters
Equipment Wiring O Tools and Shop O Generators
O Concrete & Metal O Motor Controls/Drives Equipment O Liquid Waste Handling
Storage Tanks O Sensors O Transportation & Disposal
O Transmission Mains O Buildings Equipment O Solid Waste Handling &
O Valves O Service Lines O Security Equipment Disposal
O Computer O Treatment Equipment | O Land a Digester
Equipment/ O Distribution/ O Sewers a Other
Software Collection Mains O Pressure Pipework
Asset Status
O Active O MNotinUse- Abandoned O MotinUse—BackUp O Future Investment
Canthis Asset be Repaired? OYes QMo Canthis Asset be Rehabilitated? QYes O Mo
Asset Replaced (optional): Show asset in schematic? O Yes d Mo
Condition
O Excellent O Good OFar({Average)] OPoor 3 Very Poor
Is the asset maintained according to manufacturer's recommendations? OYes a Mo
Capacity
QFullsized O Oversized O Undersized
Consequence of Failure
O Insignificant — CoF of 2 O Minor—CoF of 4 O Moderate — CoF of 6
0 Major— CoF of 8 O Catastrophic — CoF of 10
Redundancy
0 0% Backup Q0 50% Backup 0O 100% Backup 0 200% Secondary Backup
Installation Date Original Cost
5|
Expected Useful Life Replacement Cost
Routine Maintenance Costs Timeframe - Frequency of Routine Maintenance
B O per/day 3 perfweek O perfmonth O perfyear 3 lifetime
Optional Information
Model Number Manufacturer
Supplier Name Address
City, State, Zip Phone Number
Fax Number Notes
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Staff Assigned Task Name

TaskType
O Monitoring O Routine Maintenance O Repair O Rehabilitation O Replacement O Other

Is this task planned? Q*Yes O Mo |Isthisat‘-apitﬂ]ImprwementF'ru:uje:t? Q%es QMo
Task Details/Notes

Costofthe Task 3
Percent of Task Deferred Maintemance | o

For Asset-related Tasks
Asszet Name

Condition
QO Excellent O Good QO Fair{Average) O Poor O Very Poor
|5 the asset maintained accordingto manufacdturer's recommendations? O %es O Mo

ForMonitoring Tasks

Chemicals Amount Unit Date Time

Schedule
Q Daily 0 Weekly QMonthiy 2 Annually ]
day(s)___ time(s)/day week(s) on (Day ofweek)
Day of every maonth(s) _ (Week of month) (Day ofweek) every __ month(s)
{Month)____ (Day of month) ___IWeek of month} {Day of week) of (Month)

Optional Parts Information

Manufacturer Supplier

Parts Name

Parts Number

Parts Cost g
Labor Maintenance Costs g
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Finances

Year CashonHand

m
‘3

Revenue
Eevenue from userrates

Interest Rate

Revenue from grants

Eevenue from loans/bonds

LA @ | A

Transferfrom reserve fund

Interast

Other Revenues (Total)

LA | A

ddne-timefees

d Contractsales

&7 | A

dBulksales

O PFroductsales

0 | A

Q Other

1=5]

Other

Total Revenue

Cperating Expenses (Total)

| o

(=5 ]

d Maintenance

dEquipment

| A

d Salaries, Wages, Benefits

dSupplies

dChemicals

R Ga | aa

d Contracts

1 Ltilities

O Monitaring & Testing

LSl el s ]

dEmergency

dLeaseand Morgage

dinsurance

o) ea | A

dServices

d Training Costs

dEBilling Costs

L G| A

dFees

oy

L=l =]

O Security

Q Other

L=5]

Capital Improvements

4 Other Capital Improvements

Debt Pavment

LA @ | A

d Other Debt Pavments

Capital Reserve Contribution

d Other Capital Reserve Contributions

LA | A

Emergency Reserve Contribution

O Other Emergency Reserve Contributions

Total Expenses

oh) R | A
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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 3 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 2 of the My Financial Check Up
Report (see Section 8.2.1.3 for more information).

Cash on Hand & Reserve Fund

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 x Interest) + (Previous Year Operation
Expenses x 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 5.5 View
My Capital Improvement Projects 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 x ((1/(12)/(1 = (1 + (i/(12))) * -(n x 12))))
Annual Debt Payment = Px((/(2)/(1-A+3G/(12)) " -(n x 12))) x 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 =3$10, $5, $30

Y3 =5§15,8$2

Y4=9%7,8%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=%$10/1+$5/1 +$30/1 + $15/2 + $2/2 + $7/3 + $9/3
Y2=$15/2+$2/2+$7/3 +$9/3
Y3 =$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 x 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 x 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 Service Coverage Ratio (DSCR)

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 to 1.0.

DSCR = Debt Service Coverage Ratio = Net Income / Total Debt
Net Income = Revenue from Fees — Operating Expense
Total Debt = Revenue from Loans + Lease and Mortgage

If the value is greater than 1.2, the circle is green.
If the value is greater than 1.1 and less than 1.2, the circle is yellow.
If the value is between 0 and 1.1, the circle is red.
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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 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 0.65, 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 1 or lower, the circle is red.
If the value is between 1.1 and 1.17, the circle is yellow.
If the value is 1.18 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 or 0.1, the circle is red.
If the ratio is between 0.2 and 0.4, 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 X Condition

Condition ratings are shown in the format: [Rating] — [Estimated % of Estimated Useful Life Remaining]

% Estimated RUL Remaining
Rating 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 prioritizes 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) x
(1 — Redundancy) x 10

Consequence of Failure (CoF)

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 larger 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 provided 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.
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CoF Value
Insignificant 2
Minor 4
Moderate 6
Major 8
Catastrophic 10

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 are 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.
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Term

Definition

Condition

The current condition, in your opinion, of an asset based on age and
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 Service Coverage Ratio

DSCR = Debt Service Coverage Ratio = Net Income / Total Debt

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 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 is 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.

Total Debt

Total Debt = Debt from Loans + Lease and Mortgage
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Appendix F. Available Assets

The following table shows all asset types available within the My Inventory module.

Wells and Intake L Pumping
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. . . N Concrete and
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Appendix G. Troubleshooting Guide

Who do I contact to ask technical questions?

If you are having technical issues, please email the information to cupss@epa.gov with the subject “Technical
Question” or visit http://www.epa.gov/cupss

Is the information that is entered into CUPSS 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 and compress your
CUPSS database and send it as an email attachment. See Appendix A for details on how to backup and restore
the CUPSS database. You can also save the different reports generated within CUPSS to your computer and
send them as an email attachment.

Why am I being asked to install Flash?

The training videos require Flash to be played. If your Internet browser does not have the Flash plug-in
required, it will prompt you to install it. If your browser does not install it automatically, you can 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 Flash to be played. If your Internet browser does not have the Flash plug-in, 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. Also if 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"
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5. Click End Process

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

Why is CUPSS running so slowly?
CUPSS System Requirements:
e 1 GHz Processor (2 GB Recommended)
e Minimum 512 MB RAM (1 GB Recommended)
e Hard Drive Disk Free Space: Minimum 1.5 GB (2 GB Recommended)
o At least 800x600 capable video card
Sometimes CUPSS can run very slowly if the application has 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. 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

A S A T o

Click Yes and wait for the process to be removed from the list of processes

o
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. Select the process with the Image Name "mysqld-nt.exe"

. Click End Process

,_,_
N =

. Click Yes and wait for the process to be removed from the list of processes

—
98]

. Open the CUPSS application

How do I backup my CUPSS database?
See Appendix A for details on how to backup the CUPSS database.
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How do I restore a backup database?
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 from both versions and then select the other installation of the CUPSS backed up database to be
restored. See Appendix A for details on how to backup and restore the CUPSS database.

Why do I need to turn on pop-ups?

CUPSS opens the training videos in a new window, therefore you will need to enable popups to access the
CUPSS training videos.

Why is the progress bar not progressing when I start CUPSS?

If the progress bar % complete does not increase after several minutes, you need to end all the CUPSS
processes before opening the CUPSS application again.

To end all CUPSS processes on a computer running Windows:

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

—
98]

. 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 causes an error because the connection to the database was not given time to shut down. You
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
4

Select the process with the Image Name "cupss.exe"

CUPSS v 1.3.7 User’s Guide 164



Click End Process

Click Yes and wait for the process to be removed from the list of processes

5
6
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.nst?opendatabase to register your copy of CUPSS.

How do I maximize or enlarge the CUPSS window?

To maximize the CUPSS window, select the maximize button at the top right of the window. You may also
hover over one of the window corners and drag the window to resize it.

Why do I get an error when my computer is idle and actives the screensaver or hibernate
mode?

When Windows enters the power saving mode, it closes the connection to the 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:

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 computer’s power options to "Never" for:

e  Turn off monitor
e Turn off hard disks
e 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.

(134

Therefore only numbers and the period (“.”) are allowed in currency controls.

How do I enter dollar amounts?

Please do not use dollar signs or commas when entering dollar amounts. 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/YYYY 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 appears.

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 is available as an option that you can select from the dropdown.

Where can I learn more about asset management?

Visit www.epa.gov/cupss to learn more about asset management.

Are there 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 developed a step guide titled, Asset Management: A Handbook for Small Water Systems. This
guide contains examples of recommended life expectancies, a worksheet, and suggestions on how to
estimate the useful life of an asset. See
http://www.epa.gov/safewater/smallsystems/pdfs/guide_smallsystems asset_mgmnt.pdf

What does CIP mean?

Capital Improvement Plan, Capital Improvement Project, or Capital Improvement Program.

Does EPA recommend yearly rate evaluations?

Yes, in the step guide titled, Setting Small Drinking Water System Rates for a Sustainable Future.
See
http://www.epa.gov/safewater/smallsystems/pdfs/guide _smallsystems final ratesetting_guide.pdf

How does EPA define small systems?

EPA defines small systems as serving 3,300 people or fewer.

Is there a Web site where you can download the CUPSS software?

Visit www.epa.gov/cupss to download CUPSS for free.
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