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Appalachian Power TakeCharge Rebate Program 

On-line Application (OLA) Process – Job Aid 

 

TakeCharge Websites:  

Virginia: TakeCharge VA | Programs For Your Business   West Virginia: TakeCharge WV | Home 

     

 

 

 

 

   

 

 

 

·  

 

OR   

 

• Choose the correct Program 

• Virginia Business Energy Solutions (BES) 

• Virginia Small Business Direct Install (SBDI) 

• West Virginia Small Business Direct Install (SBDI) 

 

      

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OR              OR 
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• Click “Submit Your Application”  

 

 

· If you are not a Trade Ally skip 

to page 5 

 

· TRADE ALLY – Click on the 

“Trade Ally Login” in upper right-

hand corner of screen. 

 

If you need a username and 

password, contact Fran Phillips 

at: FPhillips@trccompanies.com 

 

 

 

 

 

 

 

 

 

Manage participant 

applications: 

• View "My Online 

Applications" 

• View "My Projects" 

• Start/submit 

Online Application 

• Upload Documents 
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Here is a view when you click on “My Projects” to view customer projects

· View Customer 

projects that 

have been 

submitted

· Click on “Start Online Application”

*The data shown is test data from the Staging environment
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· Enter 10-digit account 

number (starts with a zero) 

 

 

· Enter Account Name  

(Must be exactly how it is on 

the customer bill – if you need 

assistance, please contact a 

program representative)  

 

· Click “Validate Account” 

 

 

 

 

 

 

 

 

· Click “Next” 

 

 

 

 

  OR   

· Small Business Direct Install (SBDI): Start Online Application – to start a new application 

OR 

· Business Energy Solutions (BES):  

o select program from drop down 

o Click “Start Application” 

 

· My Online Application – to view all applications for an account (started or submitted) 

 

Example ABC Company 

0123456789 

SBDI

BES or Custom C&I 
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· Company Information: The headquarters or primary office that is the owner of the site where the project is being 

done 

 

· Site Information: the address where the project is being installed 

Example ABC Company 

123 Example St. 

0123456789 

123 Example St. 

Example ABC Company 

24001 - 4418 

24001 - 4418 
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· *Use customers email so they can complete the e-signature.   

o Once application is submitted the customer will receive an email from "APCO Prod 

<echosign@echosign.com ", customer will need to open it and complete the e-signature. 

 

NOTE: The Trade Ally’s email should only be entered on this tab if they have a Letter of Authorization (LOA) from the 

customer that states the TA can sign the Energy Efficiency application(s) on the customer’s behalf. 

 

 

 

 

 

 

 

 

 

 

 

 

123 Main St., Roanoke, VA 10150 

Example ABC Company 

Doe 

Email of authorized of person completing e-signature 

(540) 555-1212 

Example ABC Company 

Jane 

Jane Doe 

(540) 555-1212 
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The “QEC” TAB is only for Virginia SBDI projects – it will not be there in the BES Portal 

 

  

 

· Use the Kitchen QEC category and the drop down for Pre-rinse Spray Valve. 

 

 

 

· If any other recommendations are made to the customer while TA is on-site, they should be added on this QEC 

tab showing existing equipment type.  

 

· The Customer will receive a copy of the QEC, so they can continue to improve their buildings energy efficiency 

with other measures.  
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· Trade Ally Information: If you choose a Trade Ally name from the drop down all required fields should populate. 

 

 

 

· Other Project Coordinator: If YES, fill in required fields. 



9 

 

 

· Enter payee’s information exactly as it is on the W9 (don’t forget comma’s, period’s, etc.). 

· Once you hit the “Next” button it will validate 

o If you receive an error message, fix and then hit “Next” again 

o If the incentive check is to be mailed to a different address than what is on the W9, contact the 

TakeCharge program and reference your application number in the subject line. 

§ Virginia: TakeChargeSavings@trccompanies.com 

§ West Virginia: WestVirginiaTakeCharge@trccompanies.com 

 

 

· Click “Add Measure” 
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· Use the drop down for Category, Measure Group and Efficient Equipment. 

 

· Click “Add” to save the measure 

 

 

 

The measure just entered should be in the summary now. 

· Click “Add Measure” to enter another measure for the project.  

· Click “Next” when done entering all measures. 
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· Click “Click here to select file(s)” - select files to upload from File Explorer (easier to put all documents in a folder, 

select all of them at one time and upload together) 

o Items to be uploaded: see above screen shot 

· Once File Names are in the box, use the drop down to select the “File Type” for each attachment. 

· Click “Continue to Upload Files” button 

· Click “Next” 

 

 

· Fix any incomplete required fields by clicking on the appropriate TAB 

Spec Sheet_ LED17T8 

123 Example St. 
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· Once all required fields are completed, each TAB will say complete 

· Click “Next” 

 

 

 

Example ABC Company 0123456789 

Example ABC Company 

Example ABC Company 

Example ABC Company 

123 Main St., Roanoke, VA 10150 

123 Main St., Roanoke, VA 24001 

(540) 555-1212 

janedoe@exampleabcco.com 

Jane Doe 

knwabia@trccompanies.com 

Example ABC Company 

Jane Doe Example ABC Company 

(540) 555-1212 

Example ABC Company 

SBDI_6543210 

Example ABC Company 

SBDI_6543210 

$582.92 2,914.61 

In Progress-not Submitted 

janedoe@exampleabcco.com 

In Progress-not Submitted 

$582.92 
2,914.61 
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· Review all information for accuracy. Edit any information in each tab if necessary. 

· Once reviewed and satisfied with information click “Submit Application”. 

 

 

· Verify that you received a Confirmation Page 

· Make note of Application ID: SBDI_6543210 (use this number to communicate with program staff if there are any 

questions regarding status, etc.) 

· Once the application is approved and turned into a PROJECT, you should receive an automatic email notification 

with updating you on the status of the project 

 

Example ABC Company 

Example ABC Company 

SBDI_6543210 

SBDI_6543210. 

2,914.61 $582.92 


