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eHEAT Training Material August 2005

1. Handling Application: Entering Application information
The application entry screens for EAP FFY2006 have been improved. The major change is the
number of steps has been reduced from 8 to 4 screens.

Enhancement Highlights
e Reduce input screens from 8 to 4
e Added link to HH number display to access Application Summary
e Added Drop-down command box (also called combo box)

1.1 Basic Process Flow

1.1.1 Start of the Process
This process starts when the User clicks on “Client Services” Menu and “Log application” sub-link

1.1.2 Log Application

1. The system displays the application-logging screen.

2. The user enters Household Number or the user enters Social Security Number (SSN), First Name, and
Last Name.

3. The user clicks the “Search” button and the system displays search results list from previous years
application if there are matches.

4. If there are matches the user can log the application by clicking the “Submit” button.

5. Ifthere are no matches, the user can log the application if the SSN, First Name and Last Name are
entered by clicking on the “Submit” button.

6. The system displays a success message or an appropriate error message.

1.1.3 End Logging Application Flow
The Process ends on display of the message

2.1 Alternate Process Flow
2 2.1 Search Application

This process starts when the user clicks on “Client Services” Menu

2. System displays “Household Application Search” page and the user enters one or more search criteria and
clicks on the “Search” Button to initiate a search.

3. The drop-down for Year will display the current program year and three previous program years

4. The system defaults all searches to the Current Program Year. The user can change to a different year and
perform the search.

5. Ifrecords are found the system displays the Search results in a list. If no records are found the system
displays a message “No results found. Please select a different search criteria.

6. This search process ends here.

2.2.2 View Household Application History

1. This process starts after alternate process 2.2.1

2. The user selects an applicant from the list and clicks on the Status column for the desired record. The word
in the Status column is a link to the Application History , which opens in a pop-up window.

3. The system displays the application history for the program year along with the Primary Applicant
information.

4. This alternative process ends when the user clicks “Close” on the bottom of the screen and returns to the
search results.
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2 2.3 Edit Application
The Application information input process starts after alternate process flow 4.2.1
2. The User selects an application from the list and click on the “Edit” button
3. System displays step one - Personal Information entry screen with the following 3 step-links:
o  Step One: Personal Information
o Step Two: Housing & Heat
o Step Three: Complete
o Step Four: Eligibility

2.2.3 Step One: Personal Information
1. Primary Applicant Information

2. Household Members

3. Income Information

et s tanih etsrnapFupierer i3 Screen Shot 1 of 3: Shows

P Bt vew Favorter Tock  Heb ar

Ot~ O @@ G| Pt frrae &[3- 8 @ -C B3| OWN B = .~ top of Personal Information
e L S L e B = === 8= screen. The next 3 images
illustrate Step One of the 4
step application input screens

The application navigation
menu is a new feature. The pull
down menu, called a combo
box, is used to do actions to

e - o mameer o the application. It also allows
Stated | MN W Zigs = g .
T access to A16 activities. This
mmtmmmmmmm
b oot e rosus feature appears on all pages of
— - > the application screens, so
Primasy Comact .
rsne: Last e »  these are available through the
ecopmi 2004 process.
v ~ Zure (Moced)

screen shot 2 of 3: Shows 3 eHeat - Wicrosoft Internet Explorer

. Fie ESt Yew Favorbes Took Help
top of Personal Information Qi+ O @G S Hrwors @ G- HW-URD O D § k™
H Search the Webs [ h ¢ Addess | @) APfadeinSate AT - 111 el
screen scrolled to next section. g EEsES S = 2

New feature includes the ability
to add Members without drilling
down

Househedd Members information

Hame SSH DOBmmdd Y Sox "":“‘le " Disability Frimary Income Active
(a] Ingin mi 123456789 01011978 LERS 1 HNo Yes Yes Yes

S5 [ [ Q— * Finst lame: * Wil litiak:
* DOBimm iy [ 1 AT r— " Races | Sekct M Disabtea [

Artes: (7] o oo 'a.:::umaz

el Fecerves ncome: ||

Are you of any of your Househob, 4 bodrd meniber of smpleyes of this Service
Provde T

S T U A T SS0E Y S ST D U

SCopymght 2004
& ooew Sl Ui Tewwm (Mece)

Minnesota Department of Commerce Energy Assistance Program Page 20f7



screen shot 3 of 3: 2} etieat - Microsoft Internet Explorer

how m of Fle Edt Wew Favorites Took Help ax
S ows bOttO 0 P @Bk v D [ @ Psearch Srravoss @ (- % @ D@3 O 8

Personal Informatlon i Search the Web Psearch v Address | WFPL-LyN\ENrgy_diviLIHEAPYAdmin-State OfficeleHEAT Project|eHEAT Phase III Implementation|eHEAT-h ¥ Gn
screen scrolled to BRI : o PR

next section on
income.

Client Services

rior| efits
Search | vendor Application Search | Recuest for Spplication | Log Spplication | Consumption Reguest Download | Consumption Informetion Upload | Client Informeation Exportimport

Includes a field for
Personal Information { Application - Step 1 of 4) | Housing & Heat | Complete | Eligibility

Manage

== | e—

single check entry. If
you only have one —
Active: Primary v el Sehonl Receives Income: [ ]

check or one, entering |, avsence or s Applicant S
it here fills in the first W] e

* Resuired

check field in the

Submit

k h t Th Income Information
worksneet. e Are you or any of your Household, a board member or employes of this Servies
. Provider?

worksheet will be How many beopleinyou household had income i the past 3 morhe?
necessa W|th SOURCES OF NICOME AND OTHER ASSISTAIICE for the past three months (Check all those that apply)

ry [ sataryavages [] Farm Income [ = [ M Income [ weteran's Benefits
mU|tIp|e |ncome [ aimanyichiid support [[] zenersl Assistance [] Cortact for Deed interest [ worker's Comp [] Rental ncome

[ Social Security ] unemployment Camp [[] Retirement Pension [ other [] interest Incame

entnes (Th|s f||ed W|” [ self Empioyment [ e [ wza [ Food Support
aIWayS d|Sp|ay the Single Check Entry (First Check): |6230 et i X
first check in the list, e A

so with multiple

©Copyright 2004

checks the total wi a G irrcom 2o )
be different)

ofl Intermet Dxplarer

B bt e Lok <Hd - gtep Two: Housing &
O - O F@AG Pwwh difeorw @ -4 W-DHd ONLB 2 Heat

1. Housing type etc.
2. Vendor

3. Cold Weather
Rule

Peracnsl infoermstion | Housing & les! { Appicstion Siep 7 of 4 | Compiete | (iahiley

Manage Application: 5ot ~ [
Tames In,fn mi Heanelvedd Mumbees: 113456 S50 1 23456700 Apphiemion Stmus: INCOMPLETE /
Hotrsing s mation - -
Ty of Howising + | -Sebect- - B yous oo yous hessne? 7]
AP R Duity Aquplication [ AP BIUAL HH A G afied Uity [
|W~y - Wil dho o pay every mami Te e of mverigage F §
arem

iy
e i, misbraiclired Rouaing? s your heat inchided in the rem? [

funace? L1 o electrieiy inehaded in youn rent? [

Landiorni's tebephone mumben: Landiond's namse:

Primuary e sting Fust: s

Sacondary Heating Fucts: TR ~ o s bedraoms are n your home? | -Seect. %
Fropen L8 1 ot At ol ot w7 [
rs Sirars 35000 it s s, aboum whan per et of wood B you use ? | -Seiect.

Nebasl Gar ¥

Mo Flectsie Vendor [
Woud you like 3% of your grant el 1o your electiic conpar? [
EAT AN ELEC TRICITY W ORMATION

Type Vandor Mamee o Accomns Accomn Number
(m] “Select. - [Setct. | Actve %
o S, - et [ Auten
Col Weatluer Fale

Tusbe program o1 anethes payment plan

Do [ neete tueat antios atecticiy? [

SCamigh 7004

2 Unirenn Zona (Moced)

Minnesota Department of Commerce Energy Assistance Program Page 3of7



Step Three:

2 eHeat - Microsoft Internet Explorer,

Complete Rl Edit tiew

Favorites  Tooks  Help

1. Added [ QB - O DR G Psead Frfavertes @ 2- % B - D E 3 O EM

information for
user to see
what elements
of the
application are
there.

Personal Information | Heat | Complete { Application - Step 3 of 4) | Eligibility

¢ Search the Web Psearch ~  Address | ] APiAdmin-State Offics|sHEAT Project|eHEAT Phass 111 ImplementationlsHEAT-Mockups Revisediindex. himl %

Hame: In fhmi

Household Humber: 123458 SSMl: 123456789

General Hotes:

* Application Completeness:

Application Status: [NCOMPLETE

~ Required Fields
onsumption Information

Vendor Name Vendor Type Consumption Amount($)
Hoel Heat
Wendor 202 Electric

Primary Heat Calculation Factors

Houshold Incomef{$): 10203
Household Size: 2
Consumption{$): 1021

Program Year: 2005
Fuel Type: Propane
Apartment Type: Towhhouse

Determine Eligibility

Applical

Consumption Status

Availzble
Requested

@Copyright 2004

% Unknown Zone (Mixed)

3 eHeat - Microsoft Internet Explorer

© Fle Edt Wiew Favortes Tools  Help

[ Qk - O DB G| L rFeaies @3- % - DR 3 O M
¢ search the Web Poearch = Address | &) AP\Admin-State OFficeleHEAT Projsct|sHEAT Phase TIT Implement stionieHEAT-Mackups Revisediindes. himl Gu 1

N

‘T

Hame: Infnmi Household Humber: 123456 SSN: 123456789

EAP Eligible: Yes 3 .
Income Eligible: Yes
'WAP Priority Candidate: Yes
Application Status: Camplete
Denial Reason:
Fund Available: YVes
Primary Heat Benefit Calculated: § 1000.00
Primary Heat Benefit Awarded: § 1000.00
Eligihility is determined for this application. Using 69.2% of consumption amaunt ta

Hote: calculate Primary heat benefit

Distribution Summary
Vendor Hame

Distribution Amount
Farmers Qil Go. 1080
xeel Energy 1 $120

Humber of Scheduled Payments
4

@Copyright 2004

Done . Unknown Zone (Miced)

Minnesota Department of Commerce Energy Assistance Program

Step Four:
Eligibility

Information on
elements of
eligibility
determination
Has
Distribution
Summary at
the bottom
Manage
Payment
accessibility
buttons

Page 4 of 7



NEAT ¢ s
Slacteoule duuszivll Suzegy Aotz raeiuvluy g &, CommErcE

Rules

1. User enters / modifies all the relevant fields in the Personal information screen and clicks on the “Save and Next
button or clicks on any of the above links and enters the remaining the information.

2. The system validates the information entered for proper data type and displays any error messages before
moving on to the Next screen.

3. The user can click on the “Save” at any time during entry to save the information. This will submit the information
but not move you to the next page. If you do not save, the information will be lost. (This is recommended for use
when you are called away while entering and application)

4. Inthe Application Complete screen the user reviews the application and selects the application status to be
complete or incomplete and clicks on the “Submit” button.

5. On Success the system saves the information and displays the Application Status screen showing the
application status and displays the “Determine Eligibility” button. If unsuccessful the system displays appropriate
error message.

6. If the application is incomplete the system displays “Hold” button and “Request for Additional Information” button.

7. Ifthe user clicks on the “Hold” button the Application status is set to “Hold” and the user must obtain the
information manually from the household/ applicant. The user can enter comments in a text area to input any
comments for holding the application.

8. Ifthe user wants to get the additional information through mail, the user enters the additional information needed
in a text area and clicks on the “Request for Additional Information” button. On click of this button a request is
sent to the “Central Print and Distribution Center” to mail the letter requesting for the additional information.

9. This use case ends after displaying success or error message in this screen.

2.2.4 Reactivate

1. This alternate flow starts after alternate flow 2.2.1

2. The User selects an applicant from the list and click on the “Reactivate” from the navigation pull down menu and
clicks “Go”.

3. The rest of the process is same as alternative flow 2.2.3
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2.2.6 Void

1. This alternate flow starts after alternate flow 2.2.1

2. The user selects an application and click on “Void” from the navigation pull down menu and clicks “Go”.
3. The system display a success message or an error message

4. This process ends with the message

2.2.7 Transfer Agency
1. This alternate flow starts alternate flow 2.2.1
2. The user selects an application from the list and clicks “Transfer Service Provider . . .” from the navigation pull

down menu and clicks “Go”.

3. The system displays the Transfer Service Provider screen

4. The user selects an agency from the drop-down and clicks the “Submit” button
5. The system displays a success message or an error message.

5. This process ends with the message

2 2.8 Deny and Notify

This alternate flow starts after alternate flow 2.2.1
2. The User selects an applicant from the list and click on “Deny and Notify . . .” from the navigation pull down
menu and clicks “Go”
The system displays the Denial screen with the mailing address pre-filled from application
This address can be changed and is used only for mailing purpose, but is not saved into the database.
5. The user selects a denial reason and can enter notes if desired. These notes are for internal use and are not
sent with the denial letter.
6. On click of “Send Deny Mail” the system sends a request to Central print and distribution to send a denial letter.
The system displays a success message or an error message
8. This process ends with the message

> w

~

2.2.9 Approve for Eligibility
1. This alternate flow starts in two ways as below
o After alternate flow 2.2.1
o After step 7 of alternate flow 2.2.3 when the user clicks on “Check Eligibility” button, the system
displays the Eligibility Summary Screen.
2. On click of “Approve Eligibility” button the application is approved for Primary Heat Benefit and the system
displays a success message or an error message.

2.2.10 Additional Information Received

1. This alternate flow starts after alternate flow 2.2.1

2. The User selects an applicant from the list and click on “Received Additional Information” from the navigation pull
down menu and clicks “Go”

3. The system saves the additional information received date and time and displays a success or an error message

2 2.11 View Application Summary
This alternate flow starts after alternate flow 2.2.1

2. The User selects an applicant from the list and click on Household number in the search result list. The
Household number is a link.

3. The system displays the Application summary in a pop-up window.

4. This alternate flow ends when the users clicks the “Close Window” button.

Minnesota Department of Commerce Energy Assistance Program Page 6of 7



BT ¢ - s
E] B OO OIS ENPIH ENETHYAULO At EUN E TN DI Y; \ =4 COMMERCE

2.2.12 Close an Application

1.
2.

No ok~

This alternate flow starts after alternate flow 2.2.1

Close application function should only be used if the applicant is deceased. These applications cannot be
reactived.

The User selects an applicant from the list and click on “Close . . . ” from the navigation pull down menu and
clicks “Go”

The system displays the Application Close screen

The user enters application closure reason and clicks on the “Submit” button

The system displays a success message or displays an error message

This alternate flow ends here
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