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CUPSS TrainingCUPSS Training

Part 3 of 3 Sessions

www.epa.gov/cupss
cupss@epa.gov

Housekeeping Items

• Telephone Number for Webinar Support –

1-800-263-6317

• To Ask a Question – Type your question in 
the text box located in the lower section of 
your screen

• To Answer a Poll Question – Click on the 
radio button to the left of your choice and click 
submit. Do not type your answer in the “Ask a 
Question” box

• To Complete the Evaluation – Turn off 
your popup blocker and please respond!
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Today’s Panel

Jennifer Moller, 
USEPA

– CUPSS Program Expert

Vladi Royzman, 
Tetra Tech, Inc

– CUPSS Technical Specialist 

Sonia Brubaker, 
Tetra Tech, Inc

– CUPSS Outreach Specialist

Bob Dunlevy, 
USEPA Region 7

– Capacity Development 
Coordinator

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
• Panel Session
• Your Feedback

• Final Test of Knowledge
• Session 3 Your CUPSS
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Asset Management Core Questions
CUPSS Modules

Current State 
of Assets

1

Level 
of Service

2

Critical
Assets

3Minimum Life 
Cycle Cost

4

Long-term 
Funding Plan

5

Asset 
Management

My Inventory

My O&M

My CUPSS Plan

My CUPSS Plan

My Inventory

My Asset Check Up

My CUPSS Plan

My Finances

My O&M

My Financial Check Up

My CUPSS Plan

My Finances

My Financial Check Up

My CUPSS Plan

Session 2 Summary

• My O&M
– Search/Print

• My Finances
• My Financial 

Check Up Report
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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 and an Interest Rate of 10%

3) My Financial Check Up Report
Change the following numbers in Page 2 of 
the Financial Projections window 
3.1) In Page 1, make sure the starting point is on the 

default year 2008
3.2) Change numbers as indicted in table attached to 

your handout.

Session 2 Quiz

1. A task is always associated 
with an asset.
A. True
B. False
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Session 2 Quiz

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

A. Asset Risk Matrix
B. Schematic
C. Calendar

Session 2 Quiz

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

A. Assets
B. Tasks
C. Both Assets and Tasks
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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
• Panel Session
• Your Feedback

• Final Test of Knowledge
• Session 3 Your CUPSS

Goals of Session 3

Become familiar with the 7 
steps in developing an 
asset management plan

Generate an asset 
management plan

Learn about different 
troubleshooting tips to help 
you along the way

Get the most out of CUPSS 
with advanced features
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MY CUPSS PLANMY CUPSS PLANMY CUPSS PLAN

Benefits to My Utility

CUPSS provides you with the ability to create a 
single asset management 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.

Navigate to My CUPSS Plan
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My CUPSS Plan

Plan Information
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My CUPSS Plan Wizard

Beauty View Acres

ST
EP

 1
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Step 1: Utility Profile

Introduction

Utility 
Overview

Asset 
Management 
Team

Beauty View Acres

ST
EP

 2
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Step 2: Mission and LOS Agreement

Mission 
Statement

Level of 
Service 
Agreement

System Growth

Benefits to My 
Utility

CUPSS allows 
you to define 
and track your 
LOS goals so 
that you can 
improve the 
service of your 
utility and keep 
your community 
happy.

Beauty View Acres

ST
EP

 3
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Step 3: Critical Assets

Beauty View Acres

ST
EP

 4



13

Step 4: O&M Strategy

Beauty View Acres

ST
EP

 5



14

Step 5 – Capital Improvement Plan 
(CIP)

Beauty View Acres

ST
EP

 6



15

Step 6 – Financial Management 
Strategy

Beauty View Acres

ST
EP

 7
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Step 7 – Finalize Plan

CUPSS Example

My CUPSS Plan 
Exercise
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CUPSS Example

Q&A on 
My CUPSS Plan

TROUBLESHOOTINGTROUBLESHOOTINGTROUBLESHOOTING
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Troubleshooting Resources

User’s Guide 
• Appendices

– Appendix G – Troubleshooting 
– Appendix H – Cheat Sheet

• Chapters with specific instructions 
• Helpful Hints, labeled “Benefits to 

My Utility”

Website
• www.epa.gov/cupss

Listserves
• www.epa.gov/cupss

Email Questions
• cupss@epa.gov

Troubleshooting Appendix

• 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.

• Why does CUPSS take a long 
time to open?
– CUPSS is a fairly large database and 

may need time to open and close down 
properly.

– See Appendix G - Troubleshooting to 
review 13 specific steps to end all 
CUPSS processes.
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Troubleshooting Appendix

• 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.

– See Appendix G - Troubleshooting to 
review 13 specific steps to end all 
CUPSS processes.

New 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.  
This is needed to allow the 
database to work properly.

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.
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New Troubleshooting Tips

How do I resolve 
installation errors in 
unzipping the files?

You may not have 
enough disk space to 
run CUPSS, or you 
simply need to re-
download and 
reinstall CUPSS.

What do I do if I get a "No 
files to extract" error?

That indicates that 
something went wrong 
with the download and 
the user should try 
again. They need to 
make sure they have 
enough room on the 
machine to handle the 
download.

Cheat Sheet Appendix
Dollars

• 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?
– $1,234,600.00 should be entered as 

1234600, not as 1,234,600, $1234600 or 
$1,234,600
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Cheat Sheet Appendix
Dates

How do I enter dates?
– Dates: MM/DD/YYYY, and 
– December 20, 1999 should be 

entered as 12/20/1999

• What if I only know the year?
– 01/01/2008

User’s Guide
Chapters

Specific Instructions
• Chapter 2 – Installation Instructions
• Chapter 5 – Create or Edit My Schematic
• Chapter 9 – Begin a New My CUPSS Plan 
• Appendix A – Database Backup and Restore 

Procedures
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User’s Guide
Helpful Hints

Helpful Hints labeled 
‘Benefits to My Utility’

CUPSS Website

www.epa.gov/cupss

• Basic Information
• Frequent 

Questions
• Case Studies
• Resources
• Training Events
• CUPSS Glossary
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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
• Share your experiences with others

• Network with trainers like you!

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.
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ADVANCED FEATURESADVANCED FEATURESADVANCED FEATURES

GIS and CUPSS
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Publish to Google Earth

• Step 1. Create Inventory in 
CUPSS enter Lat / Long for 
Location

• Step 2. Export to Excel
• Step 3. Format Excel
• Step 4. Convert to KML -

http://www.earthpoint.us/ExcelToKml.aspx

• Step 5. Publish to Google Earth 
or Google Maps

• Step 6. Format and Print

Publish to Google Earth
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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

Share CUPSS 
Over a Network

Use CUPSS on a:

Personal computer’s desktop

OR

Common network
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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

Q&AQ&AQ&A
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PANEL SESSIONPANEL SESSIONPANEL SESSION

Panel Session

• Creating and leveraging an effective 
asset management team

• Using CUPSS for regulatory 
requirements

• Time investment
• Training styles
• Reducing intimidation

Bob Dunlevy will be discussing:
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YOUR FEEDBACKYOUR FEEDBACKYOUR FEEDBACK

Poll Question

1. Would you like a blog or Wiki 
to collaborate with other 
trainers?

A. Yes
B. No
C. What is blog or Wiki?
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Poll Question

2. Which of the three CUPSS 
Training Sessions would you like 
to see improvements on?

A. Session 1 (Set Up, My Inventory, 
My Asset Check Up Report)

B. Session 2 (My O&M, Search and 
Report, My Finances, My Financial 
Check Up Report)

C. Session 3 (My CUPSS Plan, 
Troubleshooting Tips, Expanded 
Features)

Poll Question

3. Which module would you like to 
see an enhancement to and what 
specifically would you like to see 
enhanced?
A. My Finances
B. My Inventory
C. My O&M
D. My Check Up Reports
E. My CUPSS Plan
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Poll Question

4. What other types of support 
would you like EPA to consider?
A. Additional Webcasts
B. Onsite Trainings
C. Web-based trainings
D. Other 

Enhancements Already in Mind

• My Finances
– Have ratios and graph as links so 

that the Financial Projection screen 
is larger

– Integrate with Boise State Rate 
Check-Up

– Add feature to delete and 
overwrite a previous year with 
data

• My O&M
– In calendar, be able to right click a 

task and mark it as complete
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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
• Panel Session
• Your Feedback

• Final Test of Knowledge
• Session 3 Your CUPSS

Final Test of Knowledge

1. In the Set Up, what frequency 
does CUPSS recommend to 
‘Inspect chlorine and fluoride 
testing equipment’?

A. Daily
B. Weekly
C. Monthly
D. Annually
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Final Test of Knowledge

2. 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

Final Test of Knowledge

3. In My Asset Check Up Report, 
choose the option below that is 
not included in the Asset Status 
options:

A. Not in Use-Back Up
B. Not in Use-Abandoned
C. Future Investment
D. Future Capital Improvement
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Final Test of Knowledge

4. 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

Final Test of Knowledge, cont.

5. 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
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Final Test of Knowledge, cont.

6. 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

Final Test of Knowledge, cont.

7. In My Financial Check Up Report, 
how do you know if the ratios that 
CUPSS generates indicate a 
healthy utility? 

A. Your ratio circles are the color red
B. Your ratio circles are the color green
C. Your ratio circles change to triangles
D. Your ratio circles disappear
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Final Test of Knowledge, cont.

8. In My CUPSS Plan, how often 
should your plan be updated?

A. At least once a year
B. At least once every 4 months
C. At least once a week
D. At least once a day 

Q&AQ&AQ&A
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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
• Panel Session
• Your Feedback

• Final Test of Knowledge
• Session 3 Your CUPSS

Your CUPSS
My CUPSS Plan 

(*For the Session 3 Your CUPSS Assignment, use the example project ‘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 seven 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 the 
brackets with your utility information.

1.2) Identify sentences or paragraphs that don’t 
apply to a specific utility. Modify or remove 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 your utility’s processes and 
procedures.

2) In Step 7, after making all of the modifications, click 
‘Save and Generate Plan’.  Email a copy of your My 
CUPSS Plan to cupss@epa.gov (Remember: to add 
an Action Item, right click in the box under Action 
Item, and select ‘Add Row’)
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Contacts for CUPSS

Want more information about 
CUPSS?

Website:
www.epa.gov/cupss

Email:
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
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Certificate of Completion

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

of CUPSS Trainings?

Requirements:
• Attended all three CUPSS Training 

Sessions (or listened to archived 
versions)

• Completed and emailed all three 
homework assignments to 
cupss@epa.gov

Start Training!

• All Training Presentations are 
available on 
www.epa.gov/cupss

• Video solutions for these 
webcast archives

• Question and Answer document


