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ERR eHEAT Screen Instructions 
Use of ERR eHEAT screens starts when an EAP eligible homeowner has an emergency due 
to a non-working or malfunctioning heating system. Use of the screens ends when the 

problem is resolved, the event is made ‘Complete,’ the post inspection is completed (if required) and 
payment has been made. The documentation in the fields on the ERR screens are essential as a 
detailed record for transactional information, self-monitoring and auditing for integrity. 

The screen shots in this document provide examples of adequate documentation in the various fields. 
An important part of training staff on properly using the eHEAT ERR screens and fields includes 
training on what is adequate documentation. 

Three eHEAT screens relate to ERR events: 
 ‘ERR Event’ screen 
 ‘ERR Task’ screen 
 ‘ERR Inspection List’ / ‘Furnace Boiler Information’ screen (reached by clicking the ‘Maintain 

Post ERR Inspection’ button on the ‘ERR Event’ screen) 
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‘ERR Event’ 
Screen 
The fields on this screen 
are for documentation of 
the problem and the 
rationales related to the 
event.  

‘Household report of 
problem (including 
temporary heat)’ contains 
notes on the household’s 
report and the temporary 
heat situation.   

‘Ownership Verification’ 
pull-down options are: 
 Property tax 

statement 
 Mortgage or mortgage 

payments 
 Payment coupons 
 County 

recorder/assessor 
 Mobile home title 
 Housing authority 

home ownership 
 Signed declaration 
 Other (explain) 

‘Ownership Verification 
Notes’ document who 
and when documentation 
was gathered. It also is 
used to explain the 
“Other” option if selected 
from the pull down list for 
‘Ownership Verification’ 
field. 

‘General Event Notes’ field is for the Service Provider to keep case notes or transactional information 
not related to the specific areas in the above notes fields.  

The ‘Tasks’ section of the screen list the Tasks and information about the Tasks associated with the 
event.  Users can create, view, edit or obligate Tasks. Additionally a user can view payment and status 
histories 
 
The footer shows who and when details. 
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‘ERR Task’ Screen 
This screen is used to edit 
or view an ERR task.  
 
‘Contractor/SP assessment 
of problem’ field includes 
the initial speculation about 
or description of the 
problem.  
 
‘Describe work completed 
by contractor’ specifies the 
task details. 
 
 When the ‘Estimate and Bid 
ERR Amount(s)’ is entered 
the funds are obligated by 
auto filling the ‘Actual ERR 
Amount(s).’  
 
 

To complete task, enter the costs in the ‘Actual ERR Amount(s)’ for the final payment amount. 
 
‘Work Order Authorized Date,’ ‘Authorized By and ‘Work Complete Date’ make the work authorization 
verifiable.  

‘ERR Inspection List’ - ‘Furnace / Boiler Information’ screen 
Post-ERR inspection 
information is entered on 
the ’Furnace / Boiler 
Information’ screen.  
 
This screen is reached by 
clicking the ‘Maintain Post 
ERR Inspection’ button on 
the bottom of the ‘ERR 
Event’ screen. A screen 
called ‘ERR inspection list’ 
appears and allows the 
user to enter inspection 
information by clicking 
‘Add/Edit’ on the ‘ERR 
Inspection List’ screen or 
selecting an existing 
inspection task to edit.  
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