
Getting Started with eProject eXpress (ePX)



Registering for eProject eXpress

Creating an office-wide email 
address for use with ePX is 

recommended
- Streamline multiple user access to 

the same project data
- Minimize impacts of staff turnover



Project Roles in ePX

Each project in ePX has a Project Initiator and a Project Builder, each of whom has the option to add Project Viewers
• Project Initiators or PIs (typically customer-side individuals, also known as Project Owners) are responsible for 

initiating and approving projects.
• Project Builders or PBs (typically ESCOs) are generally responsible for entering and submitting project data, including 

M&V data. 
• Project Viewers or PVs can be added by the Project Initiator or Project Builder once a project has been approved, and 

can view projects and their data but not make any changes.

Users can assume both the PI and PB roles in ePX if they both initiate the project and then designate themselves as the 
Project Builder. These PI-PBs have both the PI and PB responsibilities.



ePX Menu



Initiating a New Project

The Project Initiator selects “Initiate a New Project” from the Home page or 
Portfolio page
• Enter the project name and market segment
• Be sure to select eProject eXpress under Project Type
• Enter the ZIP code of the primary project location
• Enter the email address for your Project Builder/ESCO – they must already be 

registered in ePX
• Your new project will be added to the Portfolio: 



The Project Dashboard

Selecting the name of your new project on the Portfolio page will take you to the Project Dashboard
• Next Steps prompt you to download the data template, enter data directly via the User Interface (UI) (not using the 

template), or approve the project
• The Summary section shows basic information that identifies your project
• Add Project Viewers by clicking on the “Manage Participants” link on the left menu 



The Project Dashboard: Project Documents

It’s EASY to 
collect, 
preserve & 
access project 
document 
files together 
with the 
project data!

• Access the Project 
Documents archive 
from the Dashboard. 

• Accepts various file 
types including: 
.docx, .jpeg, .mpp, 
.pdf, .xlsx, .zip, etc. 



The ePX Project Data Template

Download the ePX template from the 
Portfolio page or the Home page.
• The ePX data template is a one-

page template that includes all of 
the information about your 
project.

• Fields in yellow can be completed 
by the Project Builder.

• Fields in gray are populated based 
on information provided when the 
project was initiated.



Uploading the Data Template

To upload the data template, the Project Builder navigates to the saved copy of the template on their computer
• The Project Builder uploads the file
• A prompt will indicate that the file was successfully uploaded
• Once the template has been uploaded you can choose to edit the project data or approve the project
• To approve the project, the Project Builder selects “Approve Project,” which sends an email to the Project Initiator to 

view and approve the project



ePX Project Summary

The Project Summary provides a snapshot 
of data entered for the project.
Download or export the summary 



ePX Summary Archive

The Summary Archive catalogs data each time the project is approved, 
providing a record of any changes that have been made



Unlocking a Project

If you need to make edits to a project in approved status, you can unlock the project
• From the Dashboard, select Unlock Project
• An email will be sent to the Project Initiator asking them to unlock the project
• Once the unlock is approved, the Project Builder can edit the data in the UI or upload a new template



Downloading the M&V Data Template

Once your project is in approved status, the Project Builder can now enter measurement & verification (M&V) data
• Add M&V data by downloading the ePX M&V template or choosing “+Performance Year” to add M&V data manually
• The downloaded ePX M&V template is unique to your project and cannot be uploaded to a different project



The M&V Data Template

The Project Builder completes 
the M&V template.
• This is a one-page template 

showing the verified 
resource savings for your 
project.

• Select the Performance Year 
in the dropdown menu.

• Fields shown in red are 
required fields.



Uploading the M&V Data Template

Once your M&V template is completed the Project Builder can upload the template
• A prompt will indicate if the template was uploaded successfully
• View the single-year M&V report by clicking on the three dots to the left of the M&V Year
• The Cumulative Report shows data for all entered M&V Years



Annual and Cumulative M&V Reports
1. Annual M&V Summary 2. Cumulative Results Snapshot



Reports on Entire Portfolio – Preset and Custom

Use the Report Library for pre-set reports or 
build custom reports using only ePX fields



Data Export Feature

Export all of your project data to Excel



Help, Documentation and Training

The Help/Documentation
page includes data 
templates, training 
documentation, and 
information on upcoming 
webinars



Questions? Contact epb-support@lbl.gov

mailto:epb-support@lbl.gov
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