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Presenter
Presentation Notes
Welcome to today’s CUPSS Session 3 Train the Trainer webinar.



Helpful Tips for Today’s Session

• To Ask a Question – Type your question in 
the Q&A panel on the right side of your 
screen. If the panel is hidden, click on the 
control panel at the top to open Q&A.

• To Answer a Poll Question – Choices will 
be in the poll panel on the right side of the 
screen. If the panel is hidden, click on the 
control panel at the top to open the poll. 

Presenter
Presentation Notes
Before we get started, I’ll go over a few helpful tips for today’s training session.

-We do encourage you to ask questions throughout this presentation – if you wish to ask a question, type your question in the Q&A box on the right side of your screen. If the panel is hidden, click on the control panel at the top of your screen to open Q&A. 
-There will be times throughout this webinar where we’ll ask YOU questions.  To answer a poll question, select your answer from the choices in the poll panel on the right side of your screen, and click submit. 



Today’s Panel

Susanna Bains, ORISE Fellow, USEPA

Adrienne Harris, USEPA



Today’s Agenda

• Session 2 Summary
• Session 2 Your CUPSS
• Session 2 Quiz
• Session 3

– My CUPSS Plan
– Tips and Tricks for Trainers

• Troubleshooting
• Advanced Features

• Final Test of Knowledge
• Session 3 Your CUPSS

Presenter
Presentation Notes
Here is our agenda for today.  We’ll go over a quick overview of what we learned in Session 2 first.



Asset Management Core Questions
CUPSS Modules
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My Financial Check Up
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Presenter
Presentation Notes
Here’s a diagram that you saw in Sessions 1 and 2 that shows you how CUPSS relates to the five core components of asset management.  In this session you’ll understand how all of these questions come together to form your personal asset management plan.



Session 2 Summary

• My O&M
– Search/Print

• My Finances
• My Financial 

Check Up Report

Presenter
Presentation Notes
There was a lot of information covered in the last session. As a reminder, these are the topics that we went over in Session 2.

[Read list]



Your CUPSS - Review

1) My O&M
1.1) Add a task for an existing asset
1.2) Change an existing daily task to be a weekly task

2) My Finances 
2.1) Enter a new Type of Cost line item for the year 

2008, “Revenue from loans/bonds” for a Budgeted 
Amount of $5,000 (“5000”) and an Inflation Rate of 
10% (“.10”)

3) My Financial Check Up Report
3.1) In Page 1, make sure the starting point is on the 
default year 2008.
3.2) In Page 2, change numbers as indicated in the 

table on the next page (of handout).
3.3) Click “Generate Report” to print a report of what is 

now entered into CUPSS. 

Presenter
Presentation Notes
Here was the homework assignment from Session 2. If you haven’t done so already, please email your homework assignments to cupss@epa.gov.

If anyone has any questions about Session 2 homework, feel free to type those in now or email them to us after the session. 



Session 2 Quiz

1. A task is always associated 
with an asset.

A. True
B. False

Presenter
Presentation Notes
Now that we have refreshed our memories, we’re ready for our second quiz – this will quiz your knowledge from the information you learned in Session 2.  There are three questions and here is your first! You don’t need to enter your answer anywhere, this is just so that you can see what you remember from the last session. 

The first question is True or False: A task is always associated with an asset.



Session 2 Quiz

1. A task is always associated 
with an asset.

A. True
B. False

Presenter
Presentation Notes
	The answer is B. False. A task can be associated with an asset that has been previously entered into CUPSS, but it’s not a requirement.



Session 2 Quiz

2. Once tasks are entered, where 
are they shown?

A. Asset Risk Matrix
B. Schematic
C. Calendar

Presenter
Presentation Notes
2. Once tasks are entered, where are they shown?
	



Session 2 Quiz

2.Once tasks are entered, where 
are they shown?

A. Asset Risk Matrix
B. Schematic
C. Calendar

Presenter
Presentation Notes
	C. Calendar. All tasks that you enter into CUPSS will be shown on the calendar that appears on the CUPSS Homepage as well as the My O&M Module.



Session 2 Quiz

3.What type of information can 
you generate a report for on the 
Search and Report page?

A. Assets
B. Tasks
C. Both Assets and Tasks

Presenter
Presentation Notes
3.What type of information can you generate a report for on the Search/Report page?




Session 2 Quiz

3.What type of information can 
you generate a report for on the 
Search and Report page?

A. Assets
B. Tasks
C. Both Assets and Tasks

Presenter
Presentation Notes
	C. Both Assets and Tasks. The Search Page allows you to search for a wide range of information on the assets and tasks that you’ve entered in CUPSS including the type, status, and recurrence frequency. These search parameters allow you to generate printable reports.




Today’s Agenda

• Session 2 Summary
• Session 2 Your CUPSS
• Session 2 Quiz
• Session 3

– My CUPSS Plan
– Tips and Tricks for Trainers

• Troubleshooting
• Advanced Features

• Final Test of Knowledge
• Session 3 Your CUPSS

Presenter
Presentation Notes
Here is our agenda for today.  [read Session 3 items]



Goals of Session 3

Become familiar with the 
steps in developing an 
asset management plan

Generate a custom asset 
management plan

Learn about different 
troubleshooting tips to help 
you along the way

Get the most out of CUPSS 
with advanced features

Presenter
Presentation Notes
We’ll discuss 4 main goals throughout this session. [Read goals]

By the end of this session, you will have learned how to generate your My CUPSS Plan – this is your own asset management plan




MY CUPSS PLAN

Benefits to My Utility

CUPSS provides you with the ability to create a 
single asset management plan for up to two 
utilities. CUPSS step by step wizard 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 of the information 
previously entered in CUPSS is referenced in 
the plan.

Presenter
Presentation Notes
We are ready to review the different elements of the personal asset management plan that CUPSS will develop for you.  This module is called My CUPSS Plan. (Read description).



Navigate to My CUPSS Plan

Presenter
Presentation Notes
These are the two ways that you can get to the My CUPSS Plan module from the My Home page.




My CUPSS Plan

Presenter
Presentation Notes
When you go into My CUPSS plan, Click on “Begin a New My CUPSS Plan” to start a new plan. If you want to edit a previous version, right click on the version you would like to make edits to and select "Edit Row.”





Plan Information

Presenter
Presentation Notes
The next step is to enter specific information about this plan. When you have finished entering data here, click the “Begin a New My CUPSS Plan” button to continue.

Fields available on the New Plan page:

Select Utility(ies) you would like to generate the plan for  Select one or more utilities to add to the report. Hold down the Ctrl key to make multiple selections.
Name  Enter your name (format: “First Name” “Middle Initial” “Last Name”) and your job title. 
Version Number  If multiple versions of My CUPSS Plans have been or will be created, indicate which version number this Plan is.  
Notes  Enter notes if desired and/or necessary. 



My CUPSS Plan Wizard

Presenter
Presentation Notes
There are different sections to fill out in the “My CUPSS Plan Wizard” to complete your My CUPSS Plan. Much of the information is pre-populated with text. You can customize this text by deleting sections you don’t need or adding sections that may not be already included. The sections are: 

--Executive Summary
1. Introduction
2.Utility Overview
3. Level of Service (LOS)
4. Critical Assets
5. Operations & Maintenance (O&M) Strategy
6. Water Quality & Energy Efficiency
7. Capital Improvement Projects (CIP)
8. Finances
9. Finalize Plan

It is important to remember to save the contents after each section.  To complete the plan click on “Save and Generate Plan,” or to continue working on the plan click on “Save and Continue” at the bottom of the page.
 




Executive Summary
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Presenter
Presentation Notes
So first let’s take a look at the Executive Summary section of your asset management plan. This section introduces the reader to the utility. Some of the information displayed will be entered here and other information will be entered in other tabs. 

Two fields can be filled out under this tab. 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. Make sure to read through the text and add anything that you think would be valuable. 

The first editable text field is located at the top of the page under the Executive Summary section before Table E-1. This section allows you to enter general information specific to your utility. 

Next you see Table E-1, which lists the utility’s goals and performance targets. The items for this table will be entered in the fourth tab, LOS, and are displayed in the Executive Summary after you have completed and saved that section.

The text displayed here in the second editable text box after Table E-1 refers to the 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. 

The second table, Table E-2, refers to your Action Plan. The items for this table are entered in the last tab, Finalize Plan, and are displayed after you have completed and saved that section.

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



Tab 1. Introduction

Introduction
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Presenter
Presentation Notes
The Introduction tab introduces the plan’s purpose and goals and should outline the major components of the plan. There are three editable text fields on this page. 

The Introduction section provides the purpose for the asset management plan and briefly describes what the plan includes.

The Mission Statement section is where you can include the utility’s goals and/or the utility’s mission statement. Pre-populated text for the Mission Statement is included; if you already have a mission statement, replace the pre-populated mission statement with your statement.    

The Asset Management Team section, provides the opportunity to 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. As you learned in the Session 1 training, team members can be added in the setup area of CUPSS and can include utility staff, managers, local decision makers, and technical assistance providers.

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



Tab 2. Utility Overview
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Presenter
Presentation Notes
The Utility Overview tab provides an overview of the utility, the community or communities it serves, and the size of the population served. The editable text box provides you with some starter text on this general information and gives you the ability to add additional information that would be helpful to the plan reader. 

You can use the Utility Overview to enter summary information for your utility, such as the types of customers served, storage capacity, volume serviced, and asset values. Information for your drinking water network is populated from the My Inventory module within CUPSS and lists the assets in your utility.



Tab 2. Utility Overview, cont.

Utility Growth
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Presenter
Presentation Notes
The Utility Growth section of the plan 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. When entering this information you might wish to refer to your future Capital Improvement Projects or financial strategies. 

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 may have completed within the My Inventory module within CUPSS.

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



Tab 3. Level of Service (LOS) 
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Presenter
Presentation Notes

The LOS section of the Asset Management Plan provides information on the obligations of the utility, as well as future performance goals. This information is important because it identifies the utility's goals and how often those goals are achieved, an important measure that the utility is being managed effectively. You need to input data as prompted, including information regarding how often goal performance will be met and which aspects of the utility have LOS Agreements. Additionally, you need to input your LOS goals and the level at which that the goals will be met. 

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 Tab 9. Finalize Plan when you are identifying your action items.



Why Identify LOS Goals?

• Foundation of your 
asset management 
plan

• Meeting or 
exceeding 
customer 
expectations helps 
you improve your 
ability to recover 
the appropriate 
cost of doing 
business CUPSS User’s Guide – Section 9

Presenter
Presentation Notes
So why identify LOS Goals? Identifying level of service goals is a good way to determine ‘where the utility stands’ within the community.

They create a communication of service expectations and the costs associated. 

Level of service goals help a utility negotiate among stakeholders:
-Service levels
-Costs and budgets
-Rate impacts
-Renewal reinvestments and
-Level of risk





S.M.A.R.T. Goals

Specific, 
Measurable, 
Attainable, 
Realistic 
Time-based

By using the 
SMART approach, a 
utility can not only 
set goals but also 
achieve them.

Goals should be SMART––

27

Presenter
Presentation Notes
When developing level of service goals think SMART!

Use these concepts to implement SMART goals 
The goal should be Specific 
-Well defined 
-Clear to anyone who has a basic knowledge of the utility

The goal should be Measurable
-Know if the goal is obtainable and how far away completion is
-Know when it has been achieved

The goal should be Attainable 
-Capable of being reached 

The goal should be Realistic 
-Within the availability of resources, knowledge, and time

The goal should be Time-based 
-There’s enough time to achieve the goal
-But not TOO much time, which can affect utility performance

By using the SMART approach, a utility can not only set goals but also achieve them.
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Presenter
Presentation Notes
Now we’ll go over the 4th tab of the My CUPSS Plan, critical assets. Tracking your assets will help you determine which assets are critical to your utility. Tracking your high risk assets will help you identify and prioritize these critical assets.  This information will help you improve O&M practices and enhance your long-term planning efforts.
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Presenter
Presentation Notes
The Critical Assets tab provides information on the priority of distinctive assets within the utility. This information is crucial because it provides the reader with a concise overview of the state of each 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). 

The table in this section 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. 

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



Tab 5. Operation and Maintenance 
(O&M) Strategy
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Presenter
Presentation Notes
The Operations and Maintenance (O&M) Strategy tab provides general information on the operations and maintenance of the utility’s assets. This is important as it informs the plan reader as to the methodology used in determining how assets are managed day-to-day. In the editable text fields, 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. Here you can describe the methods used to complete maintenance, the rationale for using the methods, and the maintenance schedule. Items listed in the Preventative Maintenance Schedule table are for planned tasks you entered in the My O&M module within CUPSS. 

The Emergency/Reactive Maintenance section describes how you address emergency maintenance issues and requests for maintenance filed by your customers. The Emergency/Reactive 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.

All the tables on this screen will be automatically generated from what you've previously entered in the CUPSS modules. 

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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Presenter
Presentation Notes
The next step is looking at water quality and energy efficiency. 



Tab 6. Water Quality and Energy 
Efficiency
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Presenter
Presentation Notes
This tab provides you with the opportunity to discuss how your utility outlines your water quality monitoring and implementation strategies under SDWA and CWA and allows you to include how you address system efficiency. 

For drinking water utilities, 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. A list of contaminants are found in Appendix A of the My CUPSS Plan (note that these Appendices are not shown in the My CUPSS Plan wizard).

The National Pollutant Discharge Elimination System (NPDES) Permitting Program section, contains information on your NPDES permit, resources the plan reader can access regarding your permit, and information on any exceedances and corrective actions. This section only appears as an editable field for wastewater utilities. 

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.

This section is meant as a one stop shop on water quality and wastewater permitting.



Tab 6. Water Quality and Energy 
Efficiency, cont.
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Presenter
Presentation Notes
The Water Quality Monitoring Strategy section outlines your monitoring strategy, including the frequency of monitoring tasks listed within CUPSS. This will help you to identify existing or emerging water quality problems and determine whether current mechanisms are effective in complying with the regulations.

The Water and Energy Efficiency section outlines the steps you are taking to improve water and energy efficiency for the utility’s operations. This section allows you to identify and list approaches to integrate energy efficient practices into the daily management and long-term planning for your utility. It contains a list of possible approaches – you can edit these as you wish.

The Best Management Practices (BMPs) section can include any BMPs identified in your NPDES permit or can include best practices your utility might be taking to improve operating and managerial efficiency.

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



Tab 7. Capital Improvement (CIP) 
Plan
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Presenter
Presentation Notes
Tracking your high risk assets will help you identify and prioritize these critical assets.  This information will help you improve O&M practices and enhance your long-term planning efforts.

Preparing annual financial reports will help your asset management plan tell a story of your current financial condition and what goals need to be established for future financing.

The Capital Improvement Plan (CIP) tab  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. 

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



Tab 8. Financial Management 
Strategy
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Presenter
Presentation Notes
Tracking your finances will help you predict your yearly revenues and expenses.  Your asset management plan can help you analyze these annual financial trends.

The Financial Management Strategy tab 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 shows the financial forecast and the financial projection summary graph from the My Financial Check Up Report. To change this graph, you can edit the financial information in the My Finances module within CUPSS.



Tab 8. Financial Management 
Strategy, cont.
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Presenter
Presentation Notes
The Total Expenditure section of the plan 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.

Make sure to click “Save and Continue” or “Save and Generate Plan” when you are finished filling out this section.
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Presentation Notes
And finally, tab 9 is to finalize the plan.



Tab 9. Finalize Plan
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Presenter
Presentation Notes
The last tab in the My CUPSS Plan wizard focuses on your action plan and review schedule. 

Your action plan summarizes the entire asset management plan and reviews the objectives, targets, maintenance, and improvements discussed throughout the plan. Additionally, this section introduces the items listed in the Action Items 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.

The Review Schedule section 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 but you do not need to enter any information at this time, they will be included in your printed plan.

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. Clicking the “Save and Continue” button when on the Finalize Plan step saves your report and takes you back to the My CUPSS Plan page. Clicking the “Previous” button takes you to the previous page. 



CUPSS Example

Q&A on 
My CUPSS Plan



Poll Question

1. How did you hear about 
CUPSS?

A. State agency
B. EPA HQ or Regional office
C. Technical Assistance Provider
D. Another utility
E. Other

Presenter
Presentation Notes
So before going into some troubleshooting tips, we’re going to do a couple of poll questions.

1. How did you hear about CUPSS?

A. State agency
B. EPA HQ or Regional office
C. Technical Assistance Provider
D. Another utility
E. Other




Poll Question

2. Which module would you like to 
see more training on?

A. My Finances
B. My Inventory
C. My O&M
D. My Check Up Reports
E. My CUPSS Plan

Presenter
Presentation Notes
2. Which module would you like to see more training on?

A. My Finances
B. My Inventory
C. My O&M
D. My Check Up Reports
E. My CUPSS Plan




TROUBLESHOOTING

Presenter
Presentation Notes
Now that we’ve gone over all the modules and how they help create your asset management plan, we’re now going to discuss some troubleshooting tips.



Common Technical Questions

• Will all the data I’ve entered 
be lost if I download a new 
version of CUPSS?
– The data that you entered in the ‘Your 

CUPSS’ database will not be deleted by 
downloading a new version of CUPSS.

• Why was the example 
database overwritten when 
updating the CUPSS 
application to the latest 
version?
– Updating CUPSS will not overwrite your 

personal CUPSS database but it will 
override the Example Database.

Presenter
Presentation Notes

We will review a few common troubleshooting questions about CUPSS in the next few slides.

[Read the first example and answer]
As you get to know CUPSS, you may make changes in the Beauty Acres example projects.  If you download and reinstall CUPSS, your own data is migrated so that you do not lose the changes.  However, because the example projects may have been updated as well, they will overwrite any changes that you have made.

[Read the second example and answer]
Remember that CUPSS has a MySQL database.  It may take a few minutes longer than the rest of the application to fully process and close.  Therefore, be careful not to close and immediately re-open CUPSS.  Always give your CUPSS database a minute or two leeway.



Common Technical Questions
• Why do I get an error when my 

computer is idle and activates 
the screensaver or hibernate 
mode?
– When Windows enters power saving mode 

it closes the connection to CUPSS database 
and the system generates an exception.  
You will need to end all the CUPSS 
processes before opening the CUPSS 
application again.

• I can’t download CUPSS to 
Windows 7 or Vista! 

or 
• I can download but it only gets 

to 33% and then stops!
– Yes you can actually download CUPSS! You 

just have to have administrative privileges 
to download to your C Drive or need to 
download it to your My Documents folder

Presenter
Presentation Notes
[Read the first example and answer]
Remember that CUPSS is run by a large database so you have to give the application time to close properly.

[Read the second example and answer]
We have an instructions sheet on how to do this that can help you if you’re having problems. Just email cupss@epa.gov to get these instructions.





More Troubleshooting Tips

How do I get rid of an 
Exception Debug Error?

Close the existing 
application and then 
reinstall CUPSS.

How can I make CUPSS work 
when I do not have 
administrative privileges to the 
computer?

Have your administrator give 
you full read and write access 
to the CUPSS folder.  

Why can't I backdate items on the calendar?
The completion date cannot be before the start 
date.  If you need to enter a completion date that 
occurs prior the current date, change the start 
date for that task to a date on or before the 
desired completion date.

Presenter
Presentation Notes
Here are some additional issues that some find trouble with:
[Read the first example and answer]

[Read the second example and answer]
The CUPSS directly is typically found under the Programs folder on the C drive. Like we mentioned on the previous slide, sometimes people who don’t have administrative privileges, like those who use Windows Vista or Windows 7, will save the downloaded files to their My Documents. This seems to work just fine.

[Read the third example and answer]



More Troubleshooting Tips

• Why can't I enter currency signs, 
commas or percent signs to certain 
text fields?
– Percentages and Currencies: number with 

up to 2 decimal places
• How do I enter dollar amounts?

– $1,234.00 should be entered as 1234.00 
or 1234, not as 1,234, $1234 or $1,234

Presenter
Presentation Notes

Some text fields expect information formatted in a certain way for it to be used by the application. Currency signs, commas or percent signs can’t be entered in some fields. For example, if a number is required then only numbers (0-9) can be entered, dates must be entered in the format MM/DD/YYYY, and currencies can be entered as a number with up to 2 decimal places. Only numbers and the period (".") symbol are allowed in currency controls.

When entering dollar amounts please do not use dollar signs or commas. For example, $1,234.00 should be entered as 1234 or 1234.00, not with dollar signs or commas.



More Troubleshooting Tips

How do I enter dates?
– Dates: MM/DD/YYYY, and 
– December 2, 1999 should be 

entered as 12/02/1999
• What if I only know the year?

– 01/01/2008

Presenter
Presentation Notes
Dates should be entered in the form MM/DD/YYYY so 2 digit month, 2 digit day, and 4 digit year. For example, December 2, 1999 should be entered as 12/02/1999.

If you don’t know a specific date, consider entering it in the form 01/01/YYYY. If you only know the year and month, enter MM/01/YYYY.




CUPSS Website

www.epa.gov/cupss

• Basic Information
• Frequent 

Questions
• CUPSS Software
• Resources
• CUPSS Glossary

Presenter
Presentation Notes
The CUPSS website has information on software and resource updates. 
You can also download copies of the resources to help you better understand CUPSS and asset management in general.



Listservs

User’s Listserv
• Register for the user’s listserv
• Receive email updates of software 

enhancements

Trainer’s Listserv
• Register for the Trainer’s Listserv
• Receive email updates of training 

opportunities
• Network with trainers like you!

Presenter
Presentation Notes
You can register as a CUPSS user or trainer via the CUPSS Software page on the CUPSS website.

If you download the CUPSS software, you will be asked to register.  If you received the CUPSS software via the CD in the User’s or Trainer’s Kit, you can still register from the CUPSS Software page.

After you register, you will receive regular email updates regarding the CUPSS application.  



Email a CUPSS Expert

cupss@epa.gov

• Enter in Subject line:
– Technical Question
– Training Question
– Enhancement Request
– Comment
– Issue

• If it is an issue or bug report
– Provide step-by-step what you were doing 

when you received the error
– Attach a screen shot of the error when 

possible.

Presenter
Presentation Notes
There will be times when you need to communicate with us – when needed, please email us at cupss@epa.gov

Please preface your subject line with the general type of email that it is and provide us as much detail as possible.
[Read first bullet and sub-bullets]




ADVANCED FEATURES



GIS and CUPSS

Presenter
Presentation Notes
Produce Keyhole Markup Language (KML) files
KML is a file format used to display geographic data in an Earth browser such as Google Earth or Google Maps
Use KML to share places and information with other users of these applications.

Files are zipped and CUPSS exports to a KMZ file.




Publish to Google Earth

Presenter
Presentation Notes
Upload file to Google Earth



Publish to Google Maps
http://maps.google.com/maps/ms?t=h&hl=en&ie=UTF8&msa=0&msid=100

221858065343379632.00044fe65568e4a7bb8b7&ll=38.504595,-
90.842031&spn=0.003052,0.006845&z=18

Presenter
Presentation Notes
Upload file to Google Maps



Share CUPSS
Transfer Database to a Utility

Presenter
Presentation Notes
For trainers working with systems:

Create, Load, and Remove databases within CUPSS



Share CUPSS
Transfer Database to a Utility

• Backup at your office
– 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

• Restore at the utility
– Go to the folder where you saved a backup 

copy of the CUPSS folder. Copy the entire 
CUPSS folder back into the application 
database folder (default C:\Program 
Files\Cupss\database); overwriting all the 
existing files

Presenter
Presentation Notes
Benefits and Uses 

-Allows several users to work on CUPSS
-Share one CUPSS database across several utility team members
-Create your own example and share with your trainees
-Transfer CUPSS between multiple computers



Share CUPSS 
Over a Network

Use CUPSS on a:

Personal computer’s desktop

OR

Common network



ADVANCED FEATURES

DEMO



Q&A



Today’s Agenda

• Session 2 Summary
• Session 2 Your CUPSS
• Session 2 Quiz
• Session 3

– My CUPSS Plan
– Tips and Tricks for Trainers

• Troubleshooting
• Advanced Features

• Final Test of Knowledge
• Session 3 Your CUPSS

Presenter
Presentation Notes
Now we’re ready to take our CUPSS final test of knowledge!



Final Test of Knowledge

1. In My Inventory, when you 
enter an asset in the Inventory 
List, does it automatically 
appear in the My Schematic 
section?

A. Yes
B. No

Presenter
Presentation Notes
1. In My Inventory, when you enter an asset in the Inventory List, does it automatically appear in the My Schematic section?



Final Test of Knowledge

1. In My Inventory, when you 
enter an asset in the Inventory 
List, does it automatically 
appear in the My Schematic 
section?

A. Yes
B. No

Presenter
Presentation Notes
The answer is B. No,

It does not automatically appear in the My Schematic section. You can choose to have all your assets appear in My Schematic or have only your large assets displayed. It’s your choice to which assets entered in your My Inventory list are displayed in your My Schematic.



Final Test of Knowledge

2. In My O&M, the task types 
include options under the 
following two categories:

A. Written down and Printed off
B. Proactive and Reactive
C. Planned and Unscheduled
D. Present and Past

Presenter
Presentation Notes
2. In My O&M, the task types include options under the following two categories:
	




Final Test of Knowledge

2. In My O&M, the task types 
include options under the 
following two categories:

A. Written down and Printed off
B. Proactive and Reactive
C. Planned and Unscheduled
D. Present and Past

Presenter
Presentation Notes
The answer is C. Planned and Unscheduled





Final Test of Knowledge, cont.

3. In Search and Report, what 
option would you use to 
generate a report that shows all 
the tasks that you need to 
perform next week?

A. Task Date Range 
B. Asset Category
C. Task Type
D. Task Status

Presenter
Presentation Notes
3. In Search and Report, what option would you use to generate a report that shows all the tasks that you need to perform next week?



Final Test of Knowledge, cont.

3. In Search and Report, what 
option would you use to 
generate a report that shows all 
the tasks that you need to 
perform next week?

A. Task Date Range 
B. Asset Category
C. Task Type
D. Task Status

Presenter
Presentation Notes
The answer is A. Task Date Range



Final Test of Knowledge, cont.

4. In My Finances, what is a good 
way to see how your revenues 
and expenses fluctuate over the 
years?

A. Revenues section
B. Graph It button
C. Expenses section
D. Import Data From Previous Year 

button

Presenter
Presentation Notes
4. In My Finances, what is a good way to see how your revenues and expenses fluctuate over the years?
	



Final Test of Knowledge, cont.

4. In My Finances, what is a good 
way to see how your revenues 
and expenses fluctuate over the 
years?

A. Revenues section
B. Graph It button
C. Expenses section
D. Import Data From Previous Year 

button

Presenter
Presentation Notes
The answer is 	B. Graph It button



Your CUPSS
My CUPSS Plan 

(*For the Session 3 Your CUPSS Assignment, use the example system ‘Beauty View Acres Subdivision 
– WW.’  For each of the instructions below, add your utility’s specific information.)

1) Familiarize yourself with the content and language 
within the ten steps in the My CUPSS Plan.  Under 
each of these steps, perform the following:

1.1) Identify the brackets [ ] where you can fill in 
further information for a specific utility.  Fill in some 
of the brackets with your utility information.

1.2) Identify sentences or paragraphs that don’t 
apply to a specific utility. Practice modifying or 
removing some of these sentences or paragraphs to 
better reflect your utility’s practices.

1.3) Identify areas where it indicates additional 
information should be added. Insert additional 
information about some of your utility’s processes 
and procedures.

2) After making all of the modifications, click ‘Save and 
Generate Plan’.  Email a copy of your My CUPSS Plan 
to cupss@epa.gov

Presenter
Presentation Notes
Here is the homework assignment for Session 3.  Your main goal is to become familiar with the template of the My CUPSS Plan to see what you need to add and delete.

Use Example Beauty View Acres – WW project



Contacts for CUPSS

Want more information about 
CUPSS?

Website:
www.epa.gov/cupss

Email:
cupss@epa.gov

Presenter
Presentation Notes
If there’s any information that hasn’t been covered in these training sessions that you need further assistance with, check out the CUPSS website (www.epa.gov/cupss) or send us an email at cupss@epa.gov



Using the Trainer’s Listserv

• Designed for networking 
between trainers
– Request speakers to come 

to your training event
– Share training tips and 

lessons learned
– Identify other trainers in 

your area
– Post future training events

• CUPSS Website-
“Training Events”

Presenter
Presentation Notes
The Trainer’s listerv is designed for networking between trainers. (Read points). 

You can sign up for the listserv on the CUPSS website, under the “Training events” tab. This is also where you can find the Self-Paced Training Videos.



Certificate of Completion

Want a certificate to show you 
attended this three-part series 

of CUPSS Trainings?

Requirements:
• Completed and emailed all three 

homework assignments to 
cupss@epa.gov

Presenter
Presentation Notes
In order to receive a certificate for participating in these training sessions, you must complete and email all three of the homework assignments to cupss@epa.gov. Certificates will be emailed out in about 2-3 weeks, so make sure that you have the homeworks in as soon as possible. Then, we’ll be updating the trainer’s directory that’s posted on the CUPSS website with the names of those that completed the training.
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