
Commercial EVSE Application Guide

Getting Started: Navigation and Account Creation

1) You are able to create an account or login to an existing account by clicking on the login button at
the top right corner of the home page.

2) You are able to view the Funding Opportunity Announcement on the home page as well.
This document has the details of the program and all requirements.

3) Once on the login page you will be able to login to your existing account, or you are able to
create an account by clicking on the sign up button.
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4) After clicking the sign up option you will be able to fill out the information needed to create your 
account.

Tips: Use your full legal name (no middle initials are necessary). We recommend using your primary 
residence as the address, and you will be able to add a different mailing address directly on your 
application later in the process.

5) After filling out and checking your account information, click agree & sign up at the bottom of the 
page. Once you have created your account you will be sent back to the home page where you can 
begin your application.
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6) We recommend reviewing the "What do I need?" list on the home page to be 
sure you have all of the documents ready for your submission.

Application Process: Creation, Review, and Submission

7) The first step in the application process is to select if your application will be for the 
residential or commercial program. For this guide we will show the process for a commercial 
application.

8) Once you select the commercial option you will begin the process of creating your 
application



9) You will be prompted to first select if you will be applying as the organization or the contractor. 
Then you will need to fill out your information.

Tips: You are able to auto-fill the fields using your account information. Make sure to use your full 
legal name. All fields with the red asterisks (*) are required fields. Your information will be kept 
secure.
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9) Next you will be prompted to enter a mailing address. This is the address the awarded rebate 
will be sent to. You are able to auto fill the fields with your account information, use the search bar 
to find and auto fill your address information, or simply fill in the fields.

10) Next you will be prompted to enter the installation address, this is the address where the EV 
chargers were installed. You can auto fill with the information from your mailing address, but the 
mailing and installation addresses do not need to match.
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11) Next you will be prompted to enter the details of the installation and equipment.

- You can enter the equipment and installation costs or choose to waive one of these costs if you 
don't wish to include them in your rebate.

- To enter the equipment details click on "New" to create a new entry.

- Once you begin the equipment entry you will be able to enter the make and model of the 
equipment, either using the drop down menu or by choosing to enter it manually.
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- Once you save the equipment entry you are able to create another entry for any other make or 
models of equipment you have installed.

- We will need the cost per EVSE, quantity, level, and the date of purchase and install. If 
applicable, you are able to select the location of the chargers.
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12) Next you will upload your supporting documents.

- We recommend the file types jpeg, png, and pdf.

- You are able to see examples of the document types we need by clicking the drop down
underneath each document type.
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13) Next you will be prompted to accept the Applicant Terms and Agreement and to add your 
signature to your application.

- Type your full name and add the date at the bottom before proceeding to reviewing your 
application information.

14) The final step before submitting your application is to review the information you
have entered. You will be shown a list of all of the information that will be submitted,
and at the bottom you will be able to select submit.

- Once submitted you will receive a confirmation email with a unique application ID
number.
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