Creating a WAP event in eHEAT and importing it into Weatherization Assistant

1. Goto https://eheat.commerce.mn.gov/eHEAT and log in

2. Click on Client Services tab
3. Click on the WAP Benefits tab (see screen shots below)
a. Enter Household Number to search for a specific client, or leave the field blank to return a list of eligible
clients
b. Set Priority Households to “Select”
c. Set Households with WAP Events to “Select” — this choice allows a client that previously had a
standalone event to have an audit event created, or vice versa
Make sure the program year is correct
Click the “Go” button
f. Click “Add to WAP Queue” button on WAP Application Search Results screen - get confirmation that
client was added to the WAP Queue
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WAP Application Search Criteria
APPLICATION INFORMATION

. . P
Pr‘s:;.rr;emﬁ Anoka County Community Action Program (15) County: -Select- - Program Yeary 2015~

— -
Hoﬁsel‘:ﬂl I Priority Hausehalds:l Select- - HO“;:‘;‘ES w:th
umaer: Se— vents:
-

PERSONAL MFORMATION

55N: DOB{mmiddiyyyy):
Last Name:
_ - First Name: =
HOUSEHOLD ADDRESS
House Humber: City: State: -Select- - Zip Code:
HOUSING AND HEAT INFORMATION
Vendor Account
Vendor Name: -Select- - Number: Problem Type: -Al-
Heat Included in Gelect Electric Included in elect Suhsldl_zed AL -
Rent: Rent: Housing:
Consumption -Select- - Consumption Fuel -Select- - Home Owners: -Select- -
Status: age:

* Action: SearchiView



https://eheat.commerce.mn.gov/eHEAT/security/login.do
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WAP Application Search Criteria

Sort by Fuel Type and Status Date  Sor by Fuel Type and High Consumption
WAP Application Search Results

EAP " Heat Electric
w Service Name of Primary Applicant ﬁ Housing Type  Primary Fuel Consumption Consumption C
L Brovider 2latus Uale Amount Amount
5739 15 BADGER BUCKY W 11/04/2014 House Propane / LP 042 00 0.00

Add to WAP Queue
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Status Message(s)

|! Selected Application(s) (Household Number(s): 435739)added to the WAP Queuwe successfully.

4. Click on the WAP Queue tab (see screen shots below)
a. Enter Household Number
Make sure the program year is correct
Click the “Go” button
Click “Creates WAP Event” button on WAP Queue Search Results screen
Set Event Type by making appropriate selection from list - “Audit”, “Standalone” or “Callback”
Set Auditor name
Click “Submit” button
See confirmation that WAP Event was created successfully (‘Event saved successfully’), Event ID is
generated, and event status is “Scheduled”
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WAP Queue Search Criteria
APPLICATION INFORMATION

* Service Provider: Anoka County Community &ction Program (15} County: -Select- hd Program ‘l’ear:l 2015 -

Household Humbery 435739
|PERSONAL INFORMATION

Search by WAP Event | Weatherization Export

S8N: DOB{mmiddiyyyy):
Last Hame: First Hame:
IHOUSEHOLD ADDRESS
House Humber: Citys State: -Select- - Zip Code:
e —

* action: SearchiView 1 Go




WAP Queue Search Results
Electric

EAP . ) Heat
Household Service Hame of Primary Applicant el il Housing Type EINTER ConsumptionConsumpti
T — Status Date Fuel

Humber Provider - Amount Amoumnt

(@j 435735 15 BADGER,BUCKY W Propane !/ LP 942 00 0.
Creates WAFP Evert I

Remove From WAP Queue
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Program Application Information Help Quit
HouseHold Number: 48573% Home Phone: Emergency
Phone:
Hame: BADGER, BUCKY W Orewn home? Yes House Type: House
Eligibility Date Program Application Log Date
| (mm/ ) 11/04/2014 (mmi e 11/04/2014
Address: MM 55812
WAP Event
e e Scheduled Date
07 08 2015 n
Event Type [mmiddiyyyy):
Audit Auditor: | -Select- - Notes:
Status Datef | Standalone Job Total
Callback Amount: -
| Subrié
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Status Message(s)
i} Event saved successfully
Program Application Information
HouseHold Number: 43573% Home Phone:
Hame: BADGER, BUCKY W Own home? Yes
Eligibility Date Program Application Log Date
(mmidd " 1100452014 (mmidd. Je 11/0452014
Address: . ) MN 55812
WAP Event
Event Id:§15005 Scheduled Date. 07 09 2015
Event Type: Audi - (mmiddiyyyy):
Statusd Scheduled Auditor:  Test User - Hotes:
Status Date: Job Total Amount:




5. Click on the Weatherization Export tab (see screen shots below)
a. Under Download Type select/highlight the appropriate items on the list, depending on the type of WAP
Event. Select/un-select items by holding down the Ctrl key and clicking on the item.
i. Fora NEAT audit
1. Client Information
2. Client Contact Information
3. WAP Event — NEAT Audit Information
ii. Fora MHEA audit
1. Client Information
2. Client Contact Information
3. WAP Event — MHEA Audit Information
iii. For a Standalone
1. Client Information
2. Client Contact Information
3. WAP Event — Standalone Information
iv. For a Callback
1. Client Information
2. Client Contact Information
3. WAP Event — Callback Information
b. Click “Download” button
c. Save the eHEAT download file — depending on your browser settings, the file will either be automatically
saved to your Downloads folder, or you will be given an option to save the file in a different location
d. Locate the downloaded eHEAT file, such as: “eHEAT-WA-Downloads-TSP15ADMIN-2015-07-09.zip” -
usually you can open your Downloads (or other location) folder and drag the file to your desktop or
other location where your agency saves downloaded eHEAT files

e. Leave eHEAT open
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Export to Weatherization Tool

Previous Unconfirmed WAP Event downloads:

MEAT Audit: 0 ‘ Client Information

MHEA Audit: O Client Contact Information
Standalone: 0 WAP Event - NEAT Audit Information
Callback: 0 . O Audt Intermation

WAP Event - Standalone Information
WAP Event - Callback Information
Ceontractor Information

Fund Information

l Download Corfirn Download
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Do you want to open or save eHEAT-WA-Downloads-TSP15ADMIN-2015-07-09.zip from wm-eappsserver?

Open Save ancel

Save

Save as

6. Open Weatherization Assistant (WA) software
a. Click “Data Link” button on main WA screen
b. At bottom of Data Link screen, choose “Indirectly with text files” from list in Import/Export Data section,
and click “Go” button
In Import section of the next screen, click “Browse” button
Locate and select downloaded file from eHEAT from Step 5 above
Click “Do Import” button
Wait until Progress Messages window says “Import Succeeded”
Scroll upward through Progress Messages window to check that there were no errors during import

S@m 0 a0

Exit data import screens and return to WA main screen
Click “Clients” button
j.  Enter eHEAT Household Number/WA Client ID into “by Client ID” drop down and hit enter
k. Verify that the client record was properly imported into WA
I.  Verify that the Client tab, Contacts tab, and Audit tab (or Work Orders tab in case of a Standalone event)
have been populated
i. If an audit event was imported, it is VERY important that there is an audit record shown in the

Audits tab, such as shown below. (Similarly with an imported standalone work order)

ii. If the audit record is not present, then return to the Data Link Progress Messages screen (via
‘View Last Import Progress Messages’ button) to see if there was an error during the import. Re-
check that an audit event was created in eHEAT. If needed, contact Dept. of Commerce staff to
research the issue further. Do not press the “Create New Site Built (NEAT) Audit” button to
create an audit for the client - the audit record must be imported from the eHEAT download file.

=3] Client
Client ID [4§5739 | Client Name [BADGER, BUCKY W/ | Al clientm[

| Client Information I Statusz | Energy Index | Cortacts [1]| Anditz 1) |Wu:urkEIru:Iers 1] | Surveys [EI]|

audit [ ame - DF = Status - [ate -
005 MEAT | Site Yisit Scheduled For | 742015 |
=53] Client
Client ID (4585739 | Client Mame [BADGER, BUCKY W/ | A

| Client Infn:nrmatin:unl Statuz | Energy Index | Contacts [1] I Ayditz [EI]| WwhorkOrders [1] | Surveys (0]

siork Order M anes - Statusz = | Statuz Da - Inzpect Ste
Stand-alone | |




7. Return to eHEAT
a. Select the type of WAP Event (e.g. NEAT Audit Information or MHEA Audit Information, ...) from the
Download Type list, that was downloaded from eHEAT and successfully imported into WA
b. Click “Confirm Download” button
c. A status message will indicate that the download was successfully confirmed and the number of
previous unconfirmed WAP event downloads will be reset to zero
d. Logout of eHEAT
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Export to Weatherization Tool

Previous Unconfirmed WAP Event downloads: * Download Type:
MEAT Audit: 1 Client Information
MHEA Audit: 0 i =
Standalene: 0 t
Callkack: 0

udit Information
uad U d LIC

VAP Event - NEAT A
ey~ = - MHOCA 2 a
WAP Event - Standalone Information
WAP Event - Callback Information
Contractor Information

Fund Information

Canfirm Download

Status Message(s)

I! Download successfully confirmed for selected type.

Export to Weatherization Tool

MEAT Audi
WMHEA. Audit:
Standalone: O
Callback: 0

Previous U ﬁﬁrmeﬂ VAP Event downloads:
0




