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This guide applies only to projects under the Prescriptive, Midstream and/or Custom programs. 
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Introducing the new JCPL Core Incentives Workbook for Custom, Prescriptive and Midstream 

Projects.  

The purpose of the Core Incentives Workbook is to be a one-stop shop for all JCPL 

Prescriptive, Custom, Midstream Instant Discount Lighting and Decarbonization programs. 

All incentives for these programs are going to be entered through this single Core Incentives 

Workbook and are submitted along with your online application. 

By clicking on the table of contents using the CTRL key you can link directly to the area you 

need information in. If you do not find what you are looking for, contact the Program Team 

using the contact feature in the workbook or using the information provided below. 

Phone: 866-527-5249 

Email: energysaveNJ@trccompanies.com 

You are encouraged to download the workbook prior to filling out the application online so 

that you are ready with the details needed to submit the application.  

You can download the workbook on the JCPL Energy Save Portal or download here to fill out 

the details and then add it to the application as you submit for your incentive request. 

Let us get started with some best practices!  

Best Practices and Helpful Hints 
• Always download a new version of the Core Incentives Workbook from the JCPL site 

before beginning a new project application submission. This will ensure the latest 

updates are being utilized. 

• Always save the workbook as you begin to add the details of the project. Save the 

workbook often or turn on autosave to ensure you do not lose your data. 

• Name the workbook using project-specific details so you can easily identify which 

project the workbook is referencing. When you create the online application, you 

can put this name in the project name field. 

• Save the workbook as a .xls or .xlsx (Excel extension) to upload to the application. 

• The workbook has helpful hints imbedded throughout the workbook. As you enter data 

or need help entering data there will be hover over boxes that will pop up as shown in 

the image below.   

 
 

mailto:energysaveNJ@trccompanies.com
https://bizsolutions.energysavenj.com/wp-content/uploads/2025/06/JCPL-Core-Incentives-Workbook.xlsx
https://bizsolutions.energysavenj.com/wp-content/uploads/2025/06/JCPL-Core-Incentives-Workbook.xlsx
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• Incentive Guide links are embedded in the Core Incentives Workbook at the 

bottom of the Welcome Tab.    

 

 

Where do I find the Workbook? 
All program forms and the Core Incentives Workbook can be found on the JCPL Program Literature 
and Forms page. The above link is for you to download the most current version of the workbook. 

 
New Application Page 

Login as either a Program Ally/Distributor or a customer. The workbook can be accessed from 

the “Application Portal”. On the homepage after you login, click the start application button.   

 

 

 

https://bizsolutions.energysavenj.com/program-literature-forms/
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First Page of Application 

On the first page of the application, you can download the Core Incentives Workbook with the 

accessible link. 

 

The validation process for new applications is the same, always enter the name and account 

exactly as it appears on the bill. 

 

 

How do I use the Workbook? 
When clicking the link to the workbook it will download automatically to your computer. If you do 

not see the link on the screen, go to your local ‘download’ folder to retrieve the file. The 

workbook should automatically download into Excel on your computer. The first thing you should 

always do is ‘Save the workbook to your local computer.’ Some helpful hints are shown below. 

• Ensure you always download the latest copy of the Core Incentives Workbook 

before starting a new application, this will ensure you have the latest updates. 

• Ensure you have the Core Incentives Workbook Open in the Microsoft Excel 

Application not in a Browser or another program like a common application used 

Microsoft Teams. This is best practice; not all features will work if it is not open in the 

Excel Application. 

• Enable Content: Each time you open your Core Incentives Workbook it will require 

you to “Enable Content”. By clicking the “Enable Editing” button like shown in the 

screenshot below you are allowing the workbook to utilize behind the scenes content 

to ensure program incentives are up to date. 
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• Trusted Document: Some networks will require you to confirm that you want to 

make this a ‘trusted document’. TRC ensures that the documents we share can be 

trusted and are not going to be harmful to your network. For further information visit  

Trusted documents - Microsoft Support. If you check the box that is available ‘Do not 

ask me again for network files’ this will not be required to answer each time you 

open the Core Incentives Workbook. 

• Save your workbook. After you save the Core Incentives Workbook to your 

computer using an easy to recognize name, you will be able to turn on autosave. 

This will reduce the likelihood of losing your progress.  

 
 
 

https://support.microsoft.com/en-us/office/trusted-documents-cf872bd8-47ec-4c02-baa5-1fdba1a11b53#%3A~%3Atext%3DWhen%20you%20open%20a%20new%20file%20that%20has%2Cthe%20file%E2%80%99s%20active%20content%20by%20selecting...%20See%20More
https://support.microsoft.com/en-us/office/trusted-documents-cf872bd8-47ec-4c02-baa5-1fdba1a11b53#%3A~%3Atext%3DWhen%20you%20open%20a%20new%20file%20that%20has%2Cthe%20file%E2%80%99s%20active%20content%20by%20selecting...%20See%20More
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Save the Core Incentives Workbook somewhere you can easily find it on your PC. Name the 

Core Incentives Workbook using a name that will allow you to easily identify what ‘Project’ this 

workbook is being created for. Example: Lighting Project XYZ - You should put this name on 

the Online Application as well. 

 

The workbook should be saved with the extension ‘Excel Workbook (*.xlsx) 

 

 
 

 

Once you click the SAVE button, turning on ‘AutoSave’ is recommended 
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Save for Later 

This is an important action. If the end user has not completed the WB before starting the 

application, they will likely be in the middle of the application and need to navigate away to 

finalize the WB details.  In the application portal, you can select the Save for Later button.    

 

 
 

 

 

If you are in the Core Incentives Workbook and have turned on Auto save, you can exit and 

your progress will be available for this project the next time you open the workbook file for your 

project.  If you have not turned on Auto save, please remember to save your workbook to your 

local machine, prior to exiting to save your progress.  

Filling out the Core Incentives Workbook 
To navigate the workbook, use the blue arrows as well as the headers at the top of the workbook. 
Clicking through the Core Incentives Workbook and instructions is encouraged before starting the 
project application.  An overview for filling out the workbook is shown below. 

• Open the workbook in the Excel application. From the welcome screen click on the 

Instructions tab and click on the blue Start Arrow.  

• The Core Incentives Workbook allows you to submit multiple technologies (equipment 

types) for one program in one project workbook.  For example, you can submit 

Prescriptive lighting and Prescriptive HVAC measures in one workbook and project. 

Note: Although you can submit multiple equipment types in one Core Incentives 

Workbook, you cannot submit one workbook that mixes program measures.  For 

example, you cannot mix Prescriptive lighting measures with Custom HVAC measures. 
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After the blue Start arrow is selected, you will need to enter information on the Project Information 
tab.  The applicant must enter information on the Project Location, Utility Account, Building and 
Project Description. All fields that are marked required or in blue highlights need information. 

For the Project Description field, please include 1-2 brief sentences that explain what equipment is used  
in the project, where it is located, and any additional information that would be important for our team to 
know. 

If at any point you haven't completed a required item, there will be a message that lets you know that 
you're missing the required information.  The second screen snap shows the Application Type has not 
been selected. 
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After filling out the Project Information, using either the blue arrow or by clicking the Equipment Tab  
you can advance to the next page of the Core Incentives Workbook. 
 
 

 
 

 

o Entering Equipment Type [Select the appropriate equipment category to 

apply for incentives].  The user will click the correct equipment icon to enter 

the specific details project measures.  The Measure Details page will be in a 

linear grid format for ease of entering multiple measures on the same 

application. 

o The user should begin entering on the first line of the equipment details page 

from Left to Right, however no matter where they begin entering measure details 

the WB will account for COMPLETED measure per row. 

o **As you fill in each field, please confirm that the information matches the 

product specification sheets and the invoice you will later include in your 

application.**  

o Fields marked as required for each equipment input (highlighted in blue), must 

have information added.  If at any point information is missing in a required field, 

a message lets the user know that information is missing.  For example, you 

have selected an HVAC item that has a capacity of 0 to 5.4 tons. If you try to 

input 10 tons, you will get an error telling you to go back and review your 
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equipment category and your inputs. Once you resolve the error, your savings 

and incentive estimates will populate. 

 

 
o In this workbook, you can submit one project for different equipment types by 

using the tabs at the top of the Equipment Input section. As previously 

mentioned, each application can contain various types of equipment, but they 

must all be eligible for the same program.  

o Each column contains a helpful hint pop up to support you as you fill out each 

field. Please read these carefully to ensure that you are entering the correct 

information in each field. 

Note: The “Install Location” field serves as a tool for the Inspection team and 

should clearly state where the equipment is located. The more specific you are, 

the more efficiently the application can be processed. If you have the same 

equipment in two different locations on site, it should be entered into two 

separate rows. The location also serves to confirm install agrees with the 

Primary Category as listed on the DLC or Energy Star listing. 

 

How to Know if Your Workbook is Complete 
o You can easily track the Core Incentives Workbook progress through the 

Percent of Progress bar in the top right of the workbook. If you're unsure why 

your progress is lower than you expected, you can go to the Project Information 

tab to show you all your complete and incomplete sections. 

 

 
o When the Core Incentives Workbook has been filled out with accurate and 

complete information entered, you will see a 100% on the Percent Progress bar.   

o If you are ever unsure, or have questions on why the Progress Percent Bar is 

not at 100%, go to the Project Review tab to review information that may be 

incomplete.   

o Once you've gotten to 100% and you're satisfied with all the measures that you 

have input, you go to the Submission Instructions tab, which will tell you what 

additional documentation is needed to submit your application.   
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Project Review Summary Page 

This page will list all the measures that are entered on this workbook and will be submitted with 

the application. Remember if it is not completed in the equipment details pages it will not show 

on the summary page to be included in your totals. 

 
 

 

What will be entered on the Online Application from the workbook? 
Once the user is complete with filling out the excel document “Core Incentives Workbook”, they 

have saved it on their computer with an easy to remember name associating it to the application 

they are submitting. 

Navigate to the Project Review page on the excel document by clicking on the Project Review Indicator. 

This page will show the totals of the estimated incentives for each category. If you click the 

button named “View Incentive Report” you will have the total kWh and therms saved. If you wish 

to see further details for each category, you can go back to the Equipment Input tab. 



JCPL_CoreIncentivesWorkbook_7/2025 15 | Page  



JCPL_CoreIncentivesWorkbook_7/2025 16 | Page  

Finalizing Your Workbook 

Ensure you review the workbook details and that your totals align with your inputs. Save the 

workbook using a name you will recognize when uploading to the online application. 

Now you are ready to go online to start and submit your Core Incentives Project application. 
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