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What’s New in SR-13
MERAC Management v3 SR-13 offers the following new features:

* Import DHHS Income Verification Data

DHHS
» Export DHHS Income Verification Data
« Manual Income Verification

/

New Report
» Accounting Audit Report

Database Properties
* DHHS Import/Export Directory Name
/,I

\. J

» DHHS Eligibility End Date

J

Merge Person Records

New User Role
« EHS Administrator
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Managing Vendors
This section will examine how to create new- and edit current vendors.

Create New Vendor

Creating a new vendor can be done according to different scenarios:
¢ Single company with one location
e Single company with multiple locations

We will start to examine the single company with one location:

Add New Vendor Wizard

To create a new vendor, the user must first left click on the menu File and then select
e “New Vendor”.

"™ MERAC Management

File | Accounting Tools Security  Help Select Vendor A & T Fuel + o=

_H Mew Vendor |

Open »
Exit

This will prompt the “Add New Vendor” wizard that the user must complete:

Add Mew Vendor

Add New Yendor Wizard

General Inforrmation

|4 | @
Crganization Mame Taxpayer ID NMumber

| 10/ 10,2006
Activation Date

1099 Comparny? [ Description

‘@ (required fields)

Cancel = Back I Mext = I Einish I




- Left Click into the appropriate text boxes and input the relevant information for the new
vendor.

- NOTE: Activation Date is automatically set to the current date and needs to be changed
to reflect correct Activation Date.

Add New Vendor

Add New Yendor Wizard

Generallinformation

| Testers Fuel | 01-5588590
Crganization Mame Taxpayer 1D Mumber

il and kerosene vendor

— [ 110172008

Activation Date

1099 Company? W Description

‘@t (required fields) T

Zancel | = Back

Fimish |

If the new vendor is a 1099 company”, then left click and check appropriate check box.

NOTE: When adding a parent company, the user must include the phrase “PARENT”
after the vendor’s name.

Gerneral In(imation

ITesters Inc, - PARENT 05-0123456
Crganization Mame Taxpayer ID Nurmber

Qil and kerosene

| 01/z20/2007
Activation Date

1099 Company? M Description

equired fields)

Cancel I = Back

To continue, left click on or tab to L_™8*t > | putton and hit Enter.
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Next, input the new vendor’s address into the appropriate fields:

Add Hew Yendor

Enter Address Detalls

Address
Addrezs Line 1 Ir;: |

Address Line 2 I

Address Line 2 I

City. State Zip I-l:bJ- Fleaze Select & Citgd T owe ;I
Activation D ate I._{. 1041 BS2006
:l':!'l: traciuiraec falcs)
cancel | =Back | Rl | Einishi |

NOTE: When selecting “City, State, and Zip” the user only has to enter the first letter Of  m—
the city and then select the appropriate city from drop down list box.

Add New Vendor

Enter Address Details

Address

Addrezs Line 1 I 123 Testers Lane
Addresz Line 2 I

Addresz Line 3 I

City, State Zip IHaIIu:uweII,ME 04347

w

o Guiford, ME_ 04443 -
Activation Date | - o ette, ME 04073 4—'
1

Hackett Mills, ME 04258
Hall Quarry, ME 04660

) Halldale, ME 04341

‘@i (required fislds ) Hallowell, ME 04347
Hamilton Station, ME 04672

Harnlir, ME EI4T-"E§“ — o I P Einist
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Once all the data have been inputted, left click the LMt = | pytton to continue.

Add New Vendor

Enter Address Details

Address

Address Line 1 I 123 Testers Lane

Addrezs Line 2 I

Addrezs Line 3 I

City. State Zip [Hallowel, ME 04347 =1

Activation Date I 0172007

@t {required fizlds )

Cancel | < Back Eimish

Next, left click into the appropriate text boxes and input the new vendor’s “Business

Telephone Info”.

Enter Business Telephone
& kelephone number is nok necessary but iF entered, the highlighted fields are required.

Country Cocle I
Area Code I <
Telephane Murmber I_,.@,_ .
Extension I
Activation Date I.::@:. 01/17,/2007
@ (required fislds)
Cancel = Back Mext = Eimish
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When done, left click on the L_M8*t = | putton to continue.

Add New Vendor

Enter Business Telephone
& telephone nurber is not necessary but if entered, the highlighted figlds are required.

Country Code I

Area Code 207

Telephone Number |7555_1234
Extensi

xtension I—SS
Activation Date I 017172007

@ (required fields)

Cancel < Back

Eiriish

Next, input the new vendor’s “email address”:

Add New Vendor

Enter Business E-vail Address
An E-Mail Address is nok necessary but ifentered, the highlighted fields are required.

v

E-Mail Address I.:@:.

Activation Date [ 01/17/2007

‘@ (if an E-Mail Address is entered, both fields are required - otherwise just click Finish)

_ancel | = Back | [ewxk = I

Einish

When finished, left click on the % button to complete the wizard.

NOTE: To take no action, left click on the _ Gencel | pytton.

CONGRATULATIONS: A NEW VENDOR HAS BEEN ADDED!!!
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General Info Tab

The “General Info Tab” provides the user with an overview over the vendor information.

General Info | Contact Info | Contract Hiztory | Cu:umplaintsl Audits | Benefit Hiztane |

As can be seen from the below example, the “General Info Tab” is divided up into three

groups:

™ MERAC Management

: File Accounting Tools Security Help Select Vendor A & T Fuel > Go=
Testers Fuel |
Contract Type I vl Contract Status I vl Last Audit I vl

Wendar Name ITesters Fuel

Description

Federal ID# I 01-55285490

Oil and kerozene vendor

Activation Date I 11i01/2006 vl
Deactivation Date I vl
Completed Training I vl

1089 Vendar? v

Deactivation Reazon

Wire Yendor? I

Parent I LI | Auditl LI |
Contract I LI | Reportingl LI |
Piﬂ:m LI | ™ Electronic Reporting?

=== The “Contract Type”, “Contract Status”, and “Last Audit” boxes on this tab are locked to
the user and are merely used as references. The content in these boxes will populate
based on the information entered on the “Contract History” and the “Audits” tabs.

The “Deactivation Date” box and “Deactivation Reason” text box are to be filled out
when vendor is no longer active.

If the vendor chooses to have LIHEAP funds sent electronically, left click on the “Wire
Vendor” check box.
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Next, select the vendor’s parent company:

NOTE: If the vendor doesn’t have a parent, then select the current vendor’s name.

Next, select the vendor who holds the contract with Maine Housing. If the vendor doesn’t
have any subsidiaries, select the current vendor’s name.

Next, select the vendor who should receive the LIHEAP funds. Again, if the vendor does
not have any subsidiaries, select the current vendor’s name.

Thomas Winchanbach

Next, select the vendor who maintains the records where Maine Housing would go to
conduct an audit. If the vendor does not have any subsidiaries, select the current vendor’s
name.

L e . | et
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Next, select the vendor who will be responsible for completing the annual consumption
report. Again, if the vendor does not have any subsidiaries, select the current vendor’s

name.

Parent I Testers Fuel

-]

Audit ITesters Fuel

Contract I Testers Fuel

Ral

Reporing |

Benefit I Testers Fuel
Payment

Swans lsland Electric Coop
Swans lsland Fuel

Ral

Thibodeau Htg Qil-Friendszhip
Thibodeau Qil-winterport
Thomas Winchenbach
Thompzon Qil & Propane-Belfast

Next, if the vendor chooses to submit their annual consumption report electronically,
check the “Electronic Reporting” check box.

Farent ITesters Fuel

=]

Audit ITesters Fuel

Cantract ITesters Fuel

R

=1 [

Reporting ITesters Fuel

Benefit ITesters Fuel
Payment

Rl

Ray

The information on the “General Info” tab is now completed. Before moving to the next
tab, it is always recommended to save the work just completed.

M MERAC Management

File § Accounting  Tooks
New Vierchor
Coeny

.
—_—
l e

Secunity

Sekt Veror A S T Rl e

- O>

Ealt -

Carwast Dtvan | *

Ll [ &

Veerder Nyme |'-,. Wit T

Foded 8 [ snse0m

Tereptan

Acvetin e | 1101120

o =l
Ouncrrsbzn Dan |

=i
Curvgdated Trurag | -
VU eader? v

Waw Verdar!

§ O ard barssane vender

Farert [.', date Eue

el e -]

Cartnct [rT...v.;...

Herat Ir.‘.,., Fue
Pawient

¥ Ewonac Assone?|

To save, left click on the menu File and then select the “Save” option

The General Info tab is now completed!
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Contact Info Tab

This section will examine how the user adds, edits, and deletes contact information for a
vendor.

General Info  Caonptact Infa | Contract Histu:uryl Cnmplaintsl Auditz | Benefit Hiztory |

Add/Edit Address Information
To add a new address role, left click the - button.

Fie  Accoudey Tock Sscaty Ml Seleat Vareksr  Tedd Vendir -

1ol Vensdes

Addmrans
Addrazs Fole
Address Line | 65 Test dos
Addrett Line 2

Addeads Line 3

Coy, State Zg Hullowell ME 04347
From oum2007

!

2
A | vesete | _aia| _petete |

Talephone Elecranic Addrezs |
\ Y

Cantact Role Frem To = Camact Rote | From Te H
7 # [Burness Telephoee _-]mmv;':u‘ [ i 9 |Persoal Emal [022712007 ]

1 oy ¥

Next, left click on the = icon and select the appropriate address role:

™ MERALC Management

E Fil=  Accounting  Tools  Security  Help Select Wendor  Test Vendar v Gox
Test Vendaor |
Addresses |

Addrezz Role kailing Address

Address Line 1 65 Test fve - ddr

Addresz Line 2 :;da'l'r'g AddrAedsds

. emittance ress

Address Line 3 Physical &ddress

City, State Zip Hallowell, ME 04347 -Chooze Municipality-.

Fram 01172007 0452472007

To
Kl i

NOTE: To edit address role, left click on the = icon and select the appropriate address
role.
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Next, populate remaining address fields as necessary.

Delete Address Information

To delete an address, first left click anywhere on the address to be deleted, and then left
click on the button:

ﬂg]MERnE Management

E File Accounting Tools Security  Help Select Yendor  Test Yendor - Gox

TestVendor |

Addresszes |
Address Role Mailing Address Remittance Address
Address Line 1 65 Test Ave 44 Wwest Ln
Address Line 2
Address Line 3
City. State Zip Hallowell, MME 04347 Hallowell, ME 04347
Fram 010152007 0442452007
To
Kl i

Next, the system will prompt the user to confirm deletion:
Confirm Deletion |

\?(J Are you sure that wou want to delete 44 Wesk Ln

Left click on the | button to confirm deletion.

The address has now been deleted:

EEIIMERAE Management

E File Accounting Tools  Security  Help Select Wendor Test Yendor > Gox

Test Wendor |

__ada_| [BeieteT]

Addresses |
Addressz Role kailing Address
Address Line 1 65 Test Ave
Address Line 2
Address Line 3
City, State Zip Hallowell, ME 04347
Fram 014012007
To
L |
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Add/Edit of Telephone and Email

To add a new contact role for either telephone or email, first left click on the appropriate

- button:

v
__#dd_| _Detete |

v
__add_| _Detete |

Telephone Electronic Address
Contact Role Frarn Tao = Cortact Role From Ta =
- » |Buzineszs Telephone | 0150152007 —| [+ » |F'ersc-na| E-mail Qz2wrzo0y o

B

Ll

NEY

.

Next, select the proper contact role by left clicking on the = icon:

Telephane
Contact Role From To _.I
-- Business Telephone o1oi2007 —
-- F |-Chooze Contact Tvype- = | 0452472007
_ ntact Type-
Business Telephone
Fax Line

Home Telephone
hMeszage Telephone
Cell Phone

W

iK1l

Electronic Address

Contact Role Fram Ta Zi
B Personal E-mail Q372712007 —
-- p |-Chooze Contact Twpe- | 0472452007

-Choose Contact Twpe-

Personal E-mail

Buziness E-mail

L

L

Next, left click on the = icon to expand the contact role’s information, and populate the

fields as necessary:

Telephane Electronic Addresz
Cantact Role Frarm To = Contact Rale Fram To =
-- Buzineszz Telephone 01012007 — = Ferzanal E-rmail 03r2752007 —
E} » [bezzage Telephone | 0dr2402007 E} » |Buszinesz E-mail | 04/24/2007
. Country Code | Area Code Mumber Extenzion Electronic Address
| 000-0000 |
L o oF
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Contract History Tab

This section will examine how the user can add, edit, delete, and view information on the

status of the vendor contract (status, date, termination, etc.)

General Infu:ul Contactlnfo  Contract History Cu:umplaintsl Auditz | Benefit Hiztory |

First, a contract has to be added. To add a new contract, left click on the - button

on the top of the screen.

™ MERAC Management
Fie Aoountig Tooks Seoarity Help Select Vendor Testers Fusl v GO

u,w;.,'

;'_r,(- Corenacy Hol oo S Begn Dwe Teermnanan O s
Vinox Conn | ComectDsle [~ ]
Cortindt Type: | . LaerAcmay | -
Cartenct Stakus | -l Twmnntnn Dow -
Termerasmn Fumon |
Cammann -
Twe ] “Crenmeon | 3

Next, an info box will appear asking the user whether to add a new contract or
subordinate to the current contract.

Add New Contract
To add a new contract, first left click on the radio button next to “Contract”.

™ New Contract Holder or Subo... l[=E3

Wiould you like to add a new:

Qe

[ Subordinate(z) to the current contract?

0K I Cancel |

Next, left click on the button to continue.
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NOTE: To exit, left click on the __Gancel | pytton.

Tvpe Contract Holder Statusg Begin Date Termination Date
3 EOiI Testers Fuel Active
“Yendor Contact I Contract Date I v l 1]
Contract Type I ail LI Last Activity I vl
Caontract Status IActive LI Termination Date I vl

Termination Reason I

Notice that some fields now have information. The MERAC system automatically makes
some assumptions: 1) It assumes that the new vendor is an active vendor, and 2) since the
majority of the contract holders are fuel vendors, it assumes this contract type is a fuel
vendor (oil).

NOTE: This information can be changed if necessary by left clicking on the = icon and
then selecting the appropriate contract type or status.

Next, input the date of the contract by left clicking on the “Contract Date” box’s = icon.

Vendor Cortact | N A L 4—'
Canvect Type [ | K T.mmy 20 [~ ]
Contract Staves (4. | T
Taminetion Reasen |
- Comments
Date | Cerrenert

Next, input the name of the “Vendor Contract”:

ComacType (g -l LastAcoay [ |
Termnason Date -]
Temisaton Ragsan :"’:;g [
Lommants
Datn Comment ] g -

Next, (if need to be changed) select the appropriate “Contract Type” by left clicking on
the = icon.
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Next, (if need to be changed) select the appropriate “Contract Status” by left clicking on
the = icon.

Yendor Contact I.John Dioe Contract Date I 010172007 vl

Caontract Type I il LI Last Activity I vl
Contract Status I LI Termination Date I vl
Termination Reason :
Inactive today
Terminated
Cate Comment T

NOTE: MERAC automatically assumes that the newly added contract is active.

When completed, save newly added info by left clicking on the menu File and select
“Save”.

Next, left click on the * | icon to close the vendor screen.
Next, reopen vendor and return to the Contract History tab.

Notice that an = icon has appeared next to the Type of the Contract Holder. Left click on
this icon to expand section:

Twpe Contract Holder Status Begin Date Termination Date
= EOiI Testers Fuel Active o1roiiz007
Covered Vendor Statusz Coverage Began Coverage Ended
| Testers Fuel Active 0111852007
Vendar Contact | john Doe Contract Date | 0140142007 vl
Contract Type I il LI Last Activity I vl
Caontract Status IAdive LI Termination Date I vl

Termination Reasan I

Notice that the expanded line indicates the “Covered Vendor(s)”. This initially means
that the vendor listed on the expanded line is covered by the vendor’s contract located on
the 1% line.
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Add/Edit Comments

The user has the ability to add a comment about vendor under the allocated comment box
on the bottom part of the screen.

To add a comment, first left click on the - button:

Date | Comment

LI |

Next, left click into comment box and add appropriate comment.

Date Comrnent

ﬁ 011182007 -Pleaze entercomment—< -
>

LL» |

~

— NOTE: The date is per default set to the current date. This can be changed if necessary.

Delete Comments

If the user needs to delete a comment, first highlight comment by left clicking on the ‘ ¢ ‘
——  ICON Next to the date field:

Caornments

Comment

Next, left click on the - button.
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Next, the system will prompt user to confirm the deletion:

Confirm Deletion E |

:g() Are wou sure that waou want ko delete comment daked 327 (2007

Left click on the \' button to finalize deletion of comment.

Add Subordinate to Contract
To add a subordinate to the current contract, first left click on the I button on the

top of the screen. ‘
o o ol Sucparss | | [agi | aivte]
T Contract Holdes | Suts | BegnDem Teeminatitn Date 2

S2e B Lel] I'ei'ev Fusl {8ctve l_l"ll_I}U'

™ New Contract Holder or Subo... BisIE3

Weuldpau e 1o add & new

" Costyaer?

Vendee Comact [ ... 2 usantnasls) 4o e ! carradt? -

Contaat Typs [ iy [ =

ConractStatin [y T o ] .
T o ==

Next, left click on the appropriate radio button and then left click on the
button to continue.

The system will next display a list of subordinates from the available vendors list:

ﬂgﬁelect Subordinates M=l E3
Awallable Yendors Selected Wendors
R J Philbrook. & Sonz d Reliable Oil
R Johnzon & Son

R L Greenlaw & Son
Fay's Rapid Qil Delivery, Inc.

Fedding Oil Compary
Feeds Firewood

B eliable Cil
Richard H. Bell
Richard Hernderson

Ringz Oil & Coal Compary

Robert L Gray Colne

Rock Oil Inc

Foger Blake

Fioger Bubar

Fiossignols Wood Sales

Foyal Oil & Propane Company —
Ruck Oil Inz

Russ Williams Fuel, [ne.

Russells Oil

Fiye Fuel LI

OK | Cancel |
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Next select the appropriate vendor(s) as subordinate(s) by using the scroll bar and left
clicking vendor.

NOTE: If the user wishes to add more than one vendor as a subordinate, hold down the
Ctrl key and left click on appropriate vendors.

When appropriate vendor(s) has/have been selected, left click on the button
to complete.

Next, the user will be returned to the Contact tab.
To see that subordinate was added successfully, left click on the = icon.

™ MERAC Management

File Accounting Tools Security Help Select Wendor Testers Fuel + Go=
Testers Fuel |
Tvpe Contract Holder Status Begin Date Termination Date
- ail Testers Fuel Active 0101752007
Covered Yendor | Status | Coverage Began | Coverage Ended
Testers Fuel Active 014182007

Contract Holder Suspensions
To view, add, edit, or delete a contract holder’s suspension, left click on the

_View Contast Holder Suspensions | ptton,
™ MERAC Management

File Accounting Tools Security Help Select Vendor Testers Fuel + Go=
Testers Fuel |

Contract Holder Statusg Begin Date Termination Date

: Covered Vendar Statuz Coverage Began
Testers Fuel Active 01182007

| Reliable il hctive 01/20/2007

Caoverage Ended
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Next, the user has the ability to add, edit, or delete suspension for contract holder.

To add a suspension, first left click on the EEEH putton.

Next, the following fields will populate:

CE
|
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Next, type in the reason for suspension into the appropriate text box, and then select the
date for suspension by left clicking on the ~licon.

NOTE: To rescind a suspension left click on the =l icon for the “Suspension
Rescinded” box, and select appropriate date:

Suspension Date | na/24/2007 |

Suspension Reason | Test Reason

Suspension Rescinded ||:|5;24;2|j|3? j

[ 4 | May, 2007 [+ |

| Sun Mon Tue Wed Thu Fri Sat Comment
29 3001 2 3 4 B

E 7 & 89 10 11 12

12 14 15 16 17 18 19

20 0N 22 o2 e s X

22 M oA 1z

i 4 B B 7 8 49

T Today: 472442007

Comments

Date

To add, edit, and delete a comment for a suspension follow the same procedure as
described under the contract history main tab’s Add/Edit Comments

Subordinate Suspensions
To view, add, or delete suspensions of a subordinate, first highlight appropriate vendor,
=== then left click on the — button.

™ MERAC Management

: File Accounting Tools Security Help Select Vendor Testers Fuel - Go>
Testers Fuel |
Tvpe Contract Holder Status Eegin Date Termination Date
= |Oi| Testers Fuel Active 01imnte2007

Covered Yendar | Status | Coverage Began | Coverage Ended
Active 011852007

Testers Fuel

To add or delete suspension for a subordinate vendor, please follow the same produce
described under Contract Holder Suspensions.

24|Page



Terminate contract
This section will examine how the user terminates a vendor contract.

First, find and open the vendor’s record.

(% MERAC Management

E File Accounting Tools Security  Help Select Yendor Test Yendar * Gox

Test Wendor |

ContractTypeI vl Contract Status Ilnac’cive tod ay vl Last Audit I 02272007 vl

Wandiay e ITest\-"endor Description

Federal ID# I 12-9850214 Test

Activation Date I 0140152007 ,I
Deactivation D ate I ,I
Completed Training I 0012007 'I Deactivation Reason

1098 Yendor? W

Wire Wendor? v

Parent ITestVendor j - AUditITBStVBHdDV j -

Cantract ITestVendor j - HepomnngBStvendor j -
Benefit ITestVendor j - ¥ Electranic Reporting™?

Payrment

Next, go to the “Contract History” tab. Then left click on the drop down box under
“Contract Status” to select “Terminated”.

vendar Contact [pere, ContractDate | pyjpzre007 =
Contract Type [ o - LastAcivity | ooriai2007 ]
Contract Status | Fyerm j Termination Date I 032062007 j

Active

Termination Reason

[—
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Next, left click on the “Termination Date” box and input the date of termination for
contract.

Vendor Contact [ pere, ContractDate | pyjziz007 v
Contract Type I il - Last Activity I 021412007 <)
Contract Status ITerminated j Termination Date I Ddszdrz007 j
Termination Feasan I [« | April, 2007 [ |
Comments Sun Mon Tue Wed Thu Fri Sat

Date Carmment 26 26 27 28 29 30 N

- 1 2 3 4 5 B 7

0362712007 Testing1 23 g 49 10 11 12 13 14

» 1% 16 17 18 19 20 21
22 23 @B 25 26 27 28

29 3 1 2z 3 4 §
C Today: 4/2452007

Next, once a termination date has been entered, the MERAC system requires a
“Termination Reason”. So left click in the “Termination Reason” comment box and type

in the appropriate reason.
Vendor Contoct [ pater ContactDate | pynzeo07 v
Contract Type [ - LastActivity | 242007+
Contract Status [ Torminated - v Termination Date | papzao07 =
Termination Reason || (]

NOTE: Text box has limited capacity for comments, so make the termination reason

brief.
Yendor Contact Ipeter Contract Date I 0170212007 j
Contract Type [ oy -] LastAcivity | pznao07 <
Contract Status ITerminated j Termination Date I 0472472007 j

Termination Reasan ITestHeasDn

Next, once the vendor contract has been terminated, save the changes made to vendor by
left clicking on the menu File and selecting “Save”.
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The record will then be updated, as can be seen in the following screen print of the
General Info tab:

ﬂgMERAE Management

File Accounting Tools  Security  Help Select Wendor Tkt Vendor v Gox

Test Wendaor |

ContractTypeIO” vl Contract Status | Terminated - Last Audit I 03272007 vI

Yendar Mame ITestVendor Deszcription

Federal ID# I 129350214 Test

Activation Date I 0140152007 ,I
Deactivation Date I ,I
Completed Training I 01012007 'I Deactivation Reason

1098 Yendar? ¥

Wire Wendaor? v

Parent ITestVendor j - AuditITestVendor j -

Contract ITest\-"endor j - R'3I3°f'ti”9ITest\-"enl:IDr j -
Elenefi: ITestVendor j - ¥ Electronic Reporting?

Pavmen

Terminating a contract’s subsidiary
This section will examine how the user terminates a contract’s subsidiary.

NOTE: The process for this is slightly different than that of terminating a contract for a
single vendor since the contract holder is the PARENT company, the user
cannot terminate a subsidiary in the same manner.

If a subsidiary is terminated as with a single company vendor, it will terminate
ALL contracts that are attached. Each subsidiary must, therefore, be terminated
one by one.

First, find and open the vendor’s record and go to the “Contract History” Tab.
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ABC 0 Compary Bam |

Type - Confract Holder | Status L Begin Date Tormenation Date
O ABC 01l Company - PARENT Actrew 1 Q020065
Qi ABC Ol Campany - Bath Actrve
Covared Vender S Coverage Began Coverage Ended J
» | ABC 01l Company - Exth Active 12RO
October. 2006
Fun Mon Tus Wed The
Vandot Comact | ), Stacie: Contract Date '
: SO - LN Rt R R
Contect Tyga [0, e LastACMYY 5 g 10 11 12 13 4
Cad T D 15 16 17 18 1% 20 21
ntract Satus |y, = ‘erminatan Dot 2@ % 25 2 27 20
Teminaton Reasan | j29 30 N
: | E 0 Today: 1002312006
{ Crommmrds |

Next, 1) expand the location line by left clicking on the = icon,
2) left click in the “Coverage Ended” date box and input the coverage ended date.

ABC il Compary - Bath |

|

_dd | Dolote|

Tvpe Contract Holder Statug Begin Date Termination Date
E- |0l ABC Oil Company - PARENT Ative 1000252006
= |l ABC Qil Company - Bath Ative 1000252006
Covered Wendor Statug Coverage Began Coverage Ended
b | ABC O/l Company - Bath Ative 1002372006 1002312006 -

NOTE: The date must also be changed in the PARENT line. Follow same procedure as
before and when entered save changes by left clicking on menu File and

selecting “Save”.

Next, the PARENT company record must also to be changed:

| ABCDiCorpary - Gaty  AST0E Compary  PARENT |

| i Suvoranusosusoomueen |

_Tipe e Contract Holder B __Begin Date Tarminaton Dats |
- l'-" ABC O Company - PARENT Ackye 10MA2006
Covered Vendor. e Qoverage Began Ooverage Ended
ABC Ol Company - PARENT Actpre 1232006
ABC Ol Company - Augusta Actie TW232006
| ABC 0l Compary - Bath Activn 122006 L -
. .
Veandor Contact l\.-:»:'slanles Contract Date Sury Mery Tuw Wed Thy Fri Sat
Contac Typa [ o B R\ ; ; < 5 5 7
Contract Status v 7 TerminstonDate | & 9 10 11 12 13 04
| ce E 15 16 17 18 19 20 2
Terminoton Reason | 2@« 35 B T B
| 4§29 30 3
| Comments | 2 Today: 102312006
1 Date I Comment i<k

NOTE:

It doesn’t matter which is done first.
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If the parent company is done first, then when the subsidiary record is opened, the user
will only need to change the 2" line. However, if the subsidiary is done first, then when
the PARENT company is opened, the user will only need to change the subsidiary line.

The information entered from one record transfers to the other record.

Vendor Activity

Complaints Tab
This tab lets the user record information regarding complaints against a vendor.

General Inf|:|| Contact Info I Contract History  Complaints |.-’-'-.u|:|its | Bernefit Hiztory |

To add a complaint to vendor’s file, first left click on the INEEEN button.

Flla Accourting Took  Seaurity

P

Tt ot |

e s Comatare | Comalain Target. ,:,'i?v!i-:'-,'vfm,': ] 3
Vindor Hancdng Complne
i':'
=4
Complaisant Typs | 3 [

Complast
Deszrptan
Hosoksion Dets

Fasclaon

NOTE: The MERAC System will per default automatically set the date of the complaint
to the current date and the complaint target to the current vendor.

Date of Complaint | Complaint Target _ComplainantType -
» |oingr2007 Tuitars Fusl (
Vendor Handing Camplaint
I Tester: Fuel _‘_J
Complant Date
:l 01N R2007 i
Complaman Type [ l] I Audt Becommended

29|Page



If the vendor is a subsidiary company and the complaint is handled by the PARENT
company, then the user has the ability to change the vendor handling the complaint, by

left click and selecting the appropriate company in the “Vendor Handling Complaint” s

box.

Date of Complaint

Complaint Target

Complainant Tvpe

» (0171872007 Testers Fuel

0

Complainant Type

Complaint
Description

Next, (if applicable) change the date of the complaint.

0

“endor Handling Complaint

Thibeault Energy

Thibadeau Qil-winterpart
Thomas Winchenbach

| PlUI.’IO.’éUUn’ |II:"$\B[$ ruegi |U —|

[

Complainant Type 0 LI
Caornplaint
Description

Fesolution Date

I jv

Tibbetts Heating

Thibodeau Htg Qil-Friendship

Thompson Qil & Propane-Belfast
Tibbette Building & Fuel Center. Inc

=

-

“endor Handling Complaint

ITesters Fuel

Complaint Date

11 0izo07

-

=

n January. 2007 “ ed

Sun Mon Tue Wed Thu  Fri

Sat

i1 1 2 3 4 §
7os 9 &1 12
14 15 16 17 {8y 19
21 22 23 24 5 6
28 28 30 3 1 2
4 B G 7 8 9
T 3Today: 1/18/2007

fi
13
20
27

3
10

Next, select the appropriate “Complainant Type” for the complaint by left clicking on the
“Complainant Type” box.

Dwe ol Conpiismt
.l""-‘“ noe?

Curplant Trget

Complainart Tyou

Tastars Fum

Complanarnt Type 1]

E

1o e

Vendar

Complam Gan
Descrghon CAP dgency

st

Vendor Handing Complam

Compiem Do

Augh Hecommendeo

=l
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— NEXt, input a description of the complaint by left clicking into the comment box.

Camplainant Type I Client LI I Audit Recormmended
CDmF'ﬁint Client called stating thatvendaor did not provide discound ;I
Description

|

If the nature of the complaint warrants an audit, then check the “Audit Recommended”
check box.

Once the complaint has been resolved, input the date of resolution in appropriate date
box:

CUmP'Qim Client called stating thatwvendor did not provide dizcount
Ciescription

Fesolution Date ||_;_; vl<
n January, 2007 n

Sun bdon Tue Wed Thu Fri Sat
311 2 3 4 5 @

o8 @ 10 11 12 13
14 15 16 17 @F® 19 20
21 22 23 24 25 26 27
oz o0 0N 1 2z 3

4 5 & 7 8 9 10
T 3Today: 111842007

Next, input appropriate comment describing the resolution into the “Resolution” text box.

Carmplainant Type I Client | I Audit Recommended
CUmP'ﬁint Client called stating thatvendor did not provide dizcount
Description

Fesolution Date Imn 212007 vl
Fesolution Contacted vendor and digcuzsed complaint. Yizit on zite will be conducted to view procedures and accounts| s |

|

Once the resolution date and comment have been entered, save the changes.
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Audits Tab
This tab lets the user record information regarding an audit on a vendor.

General Infu:uI Caontact Info I Contract Hiztone I Complaintz  Aydits | Benefit Hiztory |

To add information regarding a vendor’s audit, first left click on the IS button:

Sect Vendor Testers Fued

File Accourting Tocls Security  Help

!Nr_‘-llll
Lozin o [ et Voode [ asom | ek Ty g
i
Locotion of Avde | ~| Auvdr Dets ?
Audtad Vondor | - Accht Typa -
MSHARsponDels [oinuoop;  w Claar Dale ;‘_".,.m—_j.\._ ? v
VerdotDeedioe oiacom  » Mandal -
Carmnmants |
: Dor» Comment 2 3 -
~|

NOTE: The system will per default populate the vendor’s name into the “Location of
Audit” and “Audited Vendor” fields, and also list the current date:

[hed | opetet |

Audited YWendor Audit Date Audit Twpe g
otnaizooy

Location of Audit

b | Testers Fuel Testers Fuel
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Next, 1) Input (if applicable) the actual audit date into the “Audit Date” box, and
2) Select the appropriate audit type under the “Audit Type” drop down list

Location of Audit |Testers Fusl LI Audit Date I 0142372007 LI

Audited Yendar ITesters Fuel LI Audit Type I | LI
MSHA Feport Date I—L, Clear Date Deck

“Yandor Deadline I—L, bdonitar I LI

When the audit has cleared, enter the clear date into the “Clear Date” box.

Locaton ot AUt | 1esies Fus ! Autit Date | |
At VERBat [ Trsiors Foe ~| AsType | On-Ge =l
MSHARspotDale | ] Ciger Cats | 0112802007 |

Veedor Daadtine | -] Monsar |

Losnmenrds

3
8
L[>

Date Comment

NOTE: If the audit has not been cleared at time of data entry, leave the field blank.

Next, select the name of the individual who conducted the audit. This is done by left
clicking on the “Monitor” drop down box and then selecting the appropriate name.

Next, input the “MSHA Report Date” and the “VVendor Deadline” into the designated

boxes:
MSHAReport Date [n1/2a:2007 | ClearDate | 01/26/2007

=

“endor Deadline |h2105I2DD? vK konitar IChiesmith, Dob LI
o _naa|

Date | Comment | T

[

To add or edit a comment regarding an audit, please see the instructions listed under the
contract history tab’s Add/Edit Comments

To delete a comment regarding an audit, please see the instructions listed under the
contract history tab’s Delete Comments

When done with data entry, left click on the menu File and select “Save”.
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Benefit History Tab

This tab provides information regarding the benefits that are pending payment and that
have been paid.

NOTE: This information will be populated from the benefit history tab of the individual
household applications.

General Inf-:ul Contact Info | Contract Hiztory | Cumplaintsl Audits  Benefit History I-

As can be seen from the below screen print, the user will upon entering the tab see an
overall view of all applicants handled by selected vendor.

: File Accounting Tools Security Help

Select Wendor Clark & Wallace Qi

™ MERAC Management

> Go>

Testers Fuel — Clark & "W allace Oil |
[ Benefit Instance Filter
Primary Applicant-Last Mame I - -
Benefit Instance History Selected Application
Benefit |ID Applicant ID App Date Armount Status

3 K 16 (Detsy LiIHE&P nos $360.00
KWCZ0000545 EMCO028500 (Metsy L ELLesmit |LIHEAP | 0872072005 $360.00 Paid
KWCO000551 KMC0028506 (Metsy E MORes  |LiHEAP | 08f30/2005 $360.00 Paid
KMCO0006S98 KMCO028775 (Hob SHEesmith) |LiHEAP | 09/01/2005 $360.00 Paid
KMCO0009149 KMC0028125 (Tetsy R DIQesmit |LIHEAP | 09/09/2005 $360.00 Paid
KWC001087 EMC0028256 (Eetsy M KNOesm |LIHEAP | 0901372005 $640.00 Paid
KMCZ0001109 KMCO028252 (Eetsy B GOOQesm |LIHEAP | 0912720058 $540.00 Paid
KWZ0001154 KMCO028740 (Setsy E GEResmi |LIHEAP | 09/2372005 $448.00 Paid
KMC0001 259 KMCO029607 (Petsy W BROes LiIHE&P  |08/15/2005 $460.00 Paid
KAMZ0001 291 KMC0028527 (Rob E BROesmit |LIHEAP | 091 6/2005 $240.00 Paid
KMC0007411 EMC0028557 (Eetsy D LUCesmi |LIHEAP | 091972005 $560.00 Paid LI

Tranzaction History for Selected Benefit Instance (KMCO000538) Al Benefits
Benefit Tranzaction Date Armount Docurnent ID Cornrnents

» | Certification 10/05/2005 $360.00
Post Az Pavable 10¢05r2005 $.00
lszue Payment 100772008 $350.00 EOO0O00O0M
Recognize Benefit 1060752005 $360.00
Approve for Pavment 1000752005 $360.00
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The user has the ability to search for a specific applicant by entering the last name of
applicant into the appropriate text box and then left clicking on the IR button.

—Benefit Instance Filter

PFrimary Applicant-Last Mame I McKesmith

Benefit Instance History

Selected Application

applicant:

Benefit ID ki Applicant 1D Twpe App Date Amaunt Status T
KWCO000538 kWCO028516 (Detsy M COResm |LIHEAP | 0873072005 %360.00 Paid —
KWC0000545 kWC0028500 (MMetsy LELLesmit |LIHEAP | 0873072005 %360.00 Paid
KyCo0o0ss1 kWCO028506 (Metsy E MOResm |LIHEAP | 08/30/2005 $360.00 Paid
KWCO000693 kWCO028775 (Hob SHEesmith) |LiIHEAR |08/01/2005 $360.00 Paid
KWCo0009149 kWCO028125 (Tetsy R DIQesmit |LIHEAP | 08/08/2005 %360.00 Paid

— Benefit Instance Filter

Primary Applicant-Last Mame | pjokesmith

[Ceifler ] _ ctear |

Benefit Instance History (FILTERED)

== The benefit instance history will then display the transaction history for the selected

Selected Application

>

Benefit ID 2 Applicant ID Tvpe App Date Amount Status
ﬁ » | KAC0001 567 kWCO029636 (Eetsy C MCKesmit |LIHEAP 08/30/2005 $360.00 Paid
Tranzaction History for Selected Benefit Instance (KVYCO001567) [~ All Benefits
Eenefit Tranzaction Date Amount Docurnent [0 Comrments
b | Certification 11/08/2008 $360.00

Fost Az Pavable 110952005 $.00

Recognize Benefit 11172005 $360.00

lzsue Payment 1112112008 $360.00 00000014901

Approve for Payment 1152152008 $360.00

NOTE: To return to an overview of all applicants related to selected vendor, left click

on the HEiEaR hutton.

~ Benefit Instance Filter

Primary Applicant-Last Name I A ck.ezmith

_rier | [ Clear ]

Benefit Instance Histary (FILTERED)

Benefit ID £

Applicant ID Tvpe

App Date

Amount Statuz

b | KWCOODO1567 KYCO028636 (Eetsy CMCKesmit |LIHEAP

09/30/2005

$360.00 Paid

Selected Application
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Edit Existing Vendor
To edit the data on an existing vendor, the user must first load the appropriate vendor by

left clicking on the “Select Vendor” drop down box.
7% MERAC Management

File Accounting Tools Security Help Select \fendor‘ esters Fue ‘v Gor < ——
Surrise LP Gas -]
Swans Island Electric Coop

Swians Island Fuel

Testers

Thibeault Energy

Thibodeau Hbg Cil-Friendship
Thibodeau Qil-Winterport
Thornas Winchenbach -

Next, either scroll down the list to find the vendor or enter the 1% letter of the vendors
name in the box. Then left click on the desired vendor and left click on the o> jcon. —e—

® MERAC Management

Flle Accouriing Tools Security Help  Select Vendor Testers Fus > Go>
Tome Finl |
Coewact Type r— - I Cortract Gisvas :]_ LastAudit I~———————j =
Vendor Name I Teaters Fuel Descr
Feders) 4 I 01-5588930 04 and kerosens vendor
Adieation Date | 11012000 w
Deactivabion Date =
Cumpleted Training = Desctivaton Reszon
1092 Vendor? i~
‘Wire Vendor? r
Parwnt I','e;n_-v: Fus L] - Sadit ];r,._.,_,.' Fue :] -
Cantract | Tosters Fue -] - Reporing | Tosters Fue = -
Here®t 1§ 70:00rs Fue I =
Payment | Tostors Fue lJ - Elnctronic Repotting

NOTE: All information can be changed; however, a field with information in red is not
changeable. The “Contract Type” and “Contract Status™ fields can be changed
under the “Contract History” tab--and the “Last Audit” field under the “Audits”
tab.

When all changes have been completed, save changes under menu “File” and select
“Save”.
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Accounting
This section will examine: 1) Prepayment ProcessPrepayment Process,

2) Payment Run
3) Error Recovery,

4) Client Benefits,
5) Void Check Payment, and

6) Positive Pay

E File | Accounting | Tools  Security  Help Select Yendaor * G0

Approve for Pavment

Process Approved Benefits — »

Complete Payment Process 3
Prepayments 3

Error Recovery 3
Client Benefits

Waoid Check Payment

Positive Pay

Reports 3

Prepayment Process

The prepayment process involves a series of steps that need to be completed in the
following order:

Mark Vendor as a Prepaid Vendor
First, select and open vendor to be marked as a prepaid vendor.
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MERALC Management
Fle Accounting Tools  Security  Help Select Yendor  Test Yendor * Gox

Test Vendar |

ContradTypeI vl Contract Status I YI Last Audit I vl

el (e ITEStVEﬂCIDr Description

Federal ID# I 121234567

Activation Date I 01i01 72000 _l
Deactivation Date I ,l
Completed Training I 020972000 'l Deactivation Reason

1099 Yendor? W Prepaid Yendar? [
“Wire Vendaor? i

ACH Routing # I 123456

ACH Account # I 7801112

Parent ITestVendor j - AUditITestVendor j -
Contract ITestVendor j - R'3I3'3"J(i”9ITest\z"enclor j -

PBenefit ITeStVendDr j - " Electranic Repaorting?
ayrren

Next, check the FrepaidVendar? T cpacihox and save & close.

Setup Credit for Prepaid Vendors
Next, give setup credit for a prepaid vendor, first open QuickBooks.

Next, left click on the Accounting menu, select Prepayments and Approve Prepayments:

MERAL Management

= File | Accounting | Tools  Security  Help Select Yendor Test Wendor * GOz

Approve For Payment

Process Approved Benefits 3

Complete Payvment Process 3

Prepayments r m Approve Prepayments
Error Recovery 3 Complete Check Prepays
Client Benefits Complete Wire Prepays
Yoid Check Payment

Positive Pay

Repaorts 3
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Next, the ‘Enter Prepayments’ screen will appear:

MERAL Management

E File Accounting Tools Security  Help Select Yendor Test Yendor * Gox

Enter Prepapments |

Wendor Wire Vendor? | Prepayment Amount | Resulting Balance

[Cadd ] _petete | _PostPrepayments |
Yendor: I j -

Prepayment Amount: 3 0.00

Next, select a prepaid vendor that is to receive a credit from the ‘Vendor’ drop down list:

Yendor: j

Carmel Qil Company -
Prepavment &mount: |Carter's Propane Service

Cazco Oil Company, Inc.

O A Pearson Heating Qils

D' F Richard Energy

Dead River Co-bshland

Dead River Co-PAREMNT

Next, enter in the amount of the credit in the ‘Prepayment Amount’ box and left click on

the - button:

Yendar: ITest"-.fenl:IDr j

Frepavment Amount: I 3 10.000.00
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Continue this procedure for all prepaid vendors to receive a credit.

The vendor(s) which is(are) added to receive credit(s) will show up as follows:

Yendar Wire Wendor? | Prepavment Amount | Besulting Balance
TestWendor W $10,000.00 $10,000.00
A &T Fuel v $15.000.00 $15.000.00
(W A dvery Fuel Qils Ine. | $17.50000  $17.500.00

NOTE: The Wire Vendors will have a check mark to right of them.

NOTE: If avendor was added in error (or with the incorrect credit amount), first

highlight the vendor and then left click on the - button to remove the
vendor from the list. Then re-add vendor with the correct credit amount.

When all prepaid vendors that are to receive a credit are entered, left click on the

button to continue.
Next, the following message box will appear:

Prepayment Posting Confirmation

Are wal sure ol wank ko past these payments

Next, click the | button to post the credit payments.
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Next, the follow message box will appear:

Process Success | x| |

' Check Advance bills posted successFully

Next, click the
appear:

A button and the ‘Prepaid Wires To Be Sent Report’ will

SIFEAF Progam 2012008
YA Paymacts
T b wewrs e a s 400 BEMIN TG0 T Byt o INZLGTER

Verds: Nurse Anoun
ALTFud % 000 30
X

Towt Vorstur 'OE

Dun

To print report, click the = icon, and then click the *licon to close report.
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Process Approved Prepayments

To process the approved prepayment, go to QuickBooks and left click on the

icon.

~%

Pavy Bills

® 5 > ' . 1. 0% Eh. 88 L = WL Yo WO, N e - T Yl
Hove Custommr Cerder  Yarcks Carder  Eaghrpoe Corter | Heport Corter | Yok [t Owo & Aoy Act feed  Fod St Sades Feediadh  Sevces Pl
Type & hekd Queston v Mow Do I
5 iy B Acconnt Dalmees
3 = [hwa o [Sslrce |
s j NI 00A T T
L‘lv = S ES A‘.‘..»'
= &) =
Erpr b8 Faw 2 .
,_fn B G Wantmi
e By ko ton San
) (‘(: - oodae ok
o 1 Vs bde g
I =) i
= e tale Syr D iosen Adout Sesyices
- "i‘- LEREs Nankx
- | &F Boceaenchies
; - | T S ancady
eé—0 g B &
o Facmve .'- o & ot dwds el sl
. : @ i
3 ey ) H @
& & 4
; ,,: ny Aol Yevd

Next, the prepayment credits entered for the check vendors will appear. Now, assure that

all vendors on the list are selected.

Typm » b awction |Ask) o o D 17

Select B b0 be Paud
m‘(”mwml;x,\,q;w: W] AP st [accouts Paystie
& Sew b sty [L55TT =) |
% Detwus  Versds Wt Dmc D9 dem Due Dot el Coudhs Ued Avi. Ta Pay
=l -
=|
Tokus 17.500.00 0.0 0.0 som |l
Ch!&m- I
Deroonst & Coodt Indormation for L —r
Veody A Aweny Fuet Dds Inc. rm Moy of Omdes ]
e e, PIOBOSODOUY D00 Totw Cracks Avaduble o
| ___l o |
Payvert Aot | Parpmmnt Nehed 1 Pagvwnt Dars |
.
R el TEe | pre s | e
Endieg Balwece 'MU Ao chack e . Dk Sucks M Pay
~ o | ey
oy Selected iy | Cocd |
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Next, click the _Bay Selected Bills | button.

The payment summary window will then appear:

Payment Summary

|
Pavment Details
Payment D ate 10/z4/2007
Payment Account  LIHEAP Checking
Payment Method  Check
Pavment has been successfully recorded For the Following bill:
Date Due | Yendaor | Amounk Paid |
10fz4f2007  |& Avery Fuel Qils Inc, 17,500,00
Tatal 17,500.00
Howe do I find and change a bill pavments
‘ou can print checks now, or print them later From Print Forms on the File menu,
Pay Mare Bills | Cone |
Next, click the 1 button.
Select Checks to Print Type a help question | Ask- ¥ How Do I? |
Bank Account ILIHE.ﬁ.P Checking | First Check Mumber |4|:|221
Select Checks to print, then click Sk,
There is 1 Check to prink For $17,500.00,
+ | Date Payee Armounk | oK
< |10fz4 2007 & fvery Fuel Qils Inc, 17,500,00
Cancel
Help
Select Al
Select Maone
Make sure all the checks to be printed are selected and click the OK
button.
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Select Al

If all the checks to be printed aren’t selected, click the
button.

NOTE:

Y S o~ > = 3 [k ]~ vow oo - I <]

‘ou hawve 1 check to print for $17,500.00
l Partial Page ]

J Settings I Fonts

Microsaft Office Document Image Wrike, ..

Prinker narne:

Printer tvpe: Continuous (Perforated Edge) j

Moke: Toinstall additional printers or ko change port
assignments, use the Windows Contral Panel,

Prink
Cancel
Help

Logo

~ Check Style rumber of copies; I 1
i~ youcher © Standard © wallet F collate
= e N ™ Print company name and address,
i = [~ Use logo
= = =_ = =_
Print | hutton.

Next, click the

Print Checks - Confirmation E |

If wour checks printed carrectly, click QK.

What if v checks printed in reverse order?

If wou need to reprint any checks, select them and click OK. Then return to the
Select Checks to Print window ko reprink them,

R... | CheckMao. Pavee Arnounk
40221 & Avery Fuel Qils Inc. 17,500.00
Select All |
Zancel | oK |

What if ry checks printed incorrectl?

Click the Gk | button to confirm that checks printed correctly.
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Complete Check Prepays

To complete the check prepays, click on the Accounting menu, select Prepayments, and
Complete Check Prepays:

MERAL Management
i File | Accounting | Tools  Security  Help Seleck Vendor Test Yendor * GOz

Approve for Payment

Process Approved Benefits — »

Camplete Payment Process 3

Prepayments r | Approve Prepayments
Error Recovery » | Complete Check Prepays
Client Benefits Zomplete Wire Prepays
Woid Check Pavment

Positive Pay

Reparts 3

Next, the following message box will appear:
Process completed |

L]
\ 11’) The process for check vendor advances was completed sucesstully
.‘-'.

Next, click the .| button to finish completing the check prepays.
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Complete Wire Prepays
To complete the wire prepays, click on the Accounting menu, select Prepayments, and

Complete Wire Prepays:

MERALC Management

£ File | Accounting | Tools  Security  Help

Approve for Paymenkt

Process Approved Benefits— »

Complete Payment Process 3

Select Wendor  Test Yendar

* Qo=

Prepayments 3
Erraor Recovery 3
Client Benefits

Woid Check Payment

Positive Pay

Reports 3

Approve Prepavments

Complete Check Prepays

Complete Wire Prepays

Next, the ‘Complete Wire Prepayments’ screen will appear.

MERAC Management

File Accounting Tools  Security  Help

Select Vendor & T Fuel

> Gox

Camplate ‘Wire Prepayments |

Vendor Amount VendorlD Paid
b | TestWendor 10000 rEA005E925 r
A&T Fuel 15000 hASA00007 26 r

[Seleatai ]
_De-selecta |

Payment Date: | 10i24/2007

[

Next, click the |_ button to select all wire prepays to be completed.
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Next, click the _ button.

Next, the following message box will appear:

MERAC Management E |

Ll
_‘]:) ‘Wires inserted successfully - no rows were skipped.

Next, click the : 1 button to finish the complete wire prepayment process.

The prepayment process is now completed.
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Payment Run

To complete a full payment run, first left click on the “Accounting” menu and select
“Approve for Payment”.

MERALC Management

File

Accounting | Tools  Security  Help

Select Wendor A T Fuel

* Gox

Approve For Pavrnent

Process Approved Benefits
Complete Payment Process
Prepayments

Etror Recovery

Client Eenefits

Void Check Payment

Positive Pay

Reports

Next, the “Benefit Approval” screen will appear:

Fila Accounting Tools  Securlty  Help

Benallt Approval |

Salect Vendor

Fanding Banalis

Benafit Typa SubT atal Cazh SubT atal Appraved
[+ k| LHEAP F1.07.3.86600 F1.048.835.00 I -
] Supplemental $0.00 $0.00 [
w |EciEA 430000 300,00 ] Callapse Grid |
[} ECIF-B F0.00 .00 I+
[} Foodstamps Only $150.00 $150.00 =
] LiHEAP-Return $0.00 $0.00 ¥ Unapprave Al |
[+ ELIF-Ratiin F0.00 000 ¥
Approve Al |
Approve |
Selectad
Cancal |
Tatal Approved Benalit: £ 1.074,316.00

As can be seen on the above shown screen print, the user has the ability to expand the
different benefit types by 1) expand benefit type one-by-one by left clicking on the
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icon, or 2) expand all benefit types at-the-same-time by left clicking on the -
button.

Collapse Grid

NOTE: To collapse all benefit types, left click on the button.

NOTE: To deselect all benefit types which are ¥ as approved, left click on the

Unapprave All

button.

NOTE: To select all benefit types to be ™ as approved, left click on the M
button.

NOTE: To exit out of the benefit approval screen without approving any benefits, left

Cancel

click on the button.
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Approval of Payments
First, open up the QuickBooks program, and then return to MERAC Management to

Approve
select the appropriate payments to be approved, and then left click the Ll button.

MERALC Management

: Fle Accounting  Tools Security  Help Select Yendor & T Fuel > Goe

Eenefit Appraval |

Pending Benefits:
Benefit Type SubTotal Cash SubTotal Approved =
=S | LHEAP $1.073.866.00 $1,048,535.00 | | -
Wendor ! ‘Wwire Wendor SubTotal Cash SubTotal Approved Collapse Grid
G- | A&T Fuel = $720.00 $0.00 v
B | A Avey Fuel Qils Inc. r $657.00 $0.00 =
[+ | & B Ramsdell Colnc [l $2,015.00 $2,015.00 v
- A E Robingon Co Inc-Dester I $5.003.00 $450.00 2 UErEEra
B A E Raobinzon 0il Ca lnc-Dow = $6.258.00 $1.408.00 I~
- Acadian Acres - $1.216.00 $1.216.00 I~ A |
- Ace il Corporation Ird $625.00 $625.00 I
B Advanced Energy I $2.125.00 $2.125.00 W
- | Ad's Discount Gil r $1,513.00 $1,513.00 I
- | Alfred Gl = $2,290.00 $2,290.00 v
- Amerigaz-Brewer - $665.00 $665.00 2
B Amerigas-Lewiston - $500.00 $500.00 I~
- Amerigas-w aldoboro - $875.00 $875.00 I~
- Artic Energy Inc. Ird $4.760.00 $4.760.00 I~
B Augusta Fuel Campaty I $3.892.00 $3.892.00 W
B Bangor Hydro-Electric Co - £4,182.00 $4,182.00 I~
- Bates Fuel Inc-Houltan W $1.197.00 $1.197.00 I~ ?eplgcot\éz |
- Bates Fuel Inc-Stacyville I $6.337.00 $6.337.00 2
B Beaupre Fuels = $665.00 $665.00 I~ Cancel
B Eery Hill Fuel I $4.458.00 $4.458.00 I |
- Bert's Oil Service, Inc. Ird $625.00 $625.00 I j

Tatal Approved Benefitz I 4 1.073.866.00

Next, left click on the | button to confirm the previous selected to be

approved:

Continue?

E?/ Are you sure vou want to approve these pavments?

Next, the user will get the following message:
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Process Completed

\i;) Approval Process Completed Successfully

Next, left click on the
screen.

| button to continue back to the MERAC Management

Process Approved Benefits
The next step in the payment process is to process the approved benefits.

MERALC Management

£ File | Accounting | Tools  Security  Help Select Yendaor A T Fuel * Qo>

Approve For Payment

| Process Approved Benefits 3 | Check Yendars
Complete Payvment Process 3 Wire Yendors
Prepayments 3
Etror Recovery 3

Client Benefits
Yoid Check Payment
Positive Pay

Repaorts 3

The processing of the approved benefits has two steps:

1) Processing Approved Benefits of Check Vendors
2) Processing Approved Benefits of Wire Vendors
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Check Vendors

To begin processing the approved benefits of the check vendors, left click on the
“Accounting” menu, select “Process Approved Benefits”, and “Check Vendors™:

MERALC Management

£ File | &ccounting | Toaols  Security  Help Select Wendor & T Fuel * G0F

Approve For Payment

| Process Approved Benefits » m “heck Yendors

Camplete Payment Process 3

\ire Wendors

Prepayrnents 3

Errar Recovery ¥
Client: Benefits

Woid Check Pavment

Positive Pay

Reparts 3

Next, the user will arrive at the “Approved Benefit Processing Summary” screen:

¥ Approved Beneft Processing Summarny

0 tenaliy weve byootiad duwg e ceccacang of Aogroves Banalts and wers not cothed to e sccouning sptben Gerecaly tha it due 10 svmconadency e cking of Ihe raconts
0 Sl v ot ooattend 0 the aCCounng Dackoge tus 1o dals 2ot The Sula ses sithed Candd Ihe Corautiiin if $se naet tocond 10 Il &0 Caused the 2000w L0 DACKage 10 et Ihe
ot vecortd The pmlbens ot shien sexcurdsesd 11 ecoreitioe versfor dels

NOTE: If any benefits weren’t processed, these will be listed here. To view list of
unprocessed benefits, left click on the [N button.

52|Page



.lko-ou-d Benef® Processing Summary

1 Loralts wawe Lypcnramd dusy the procwtsmg of Agprovwd Barmbts s sonm 1t pucheed g e scco 9 Sy Bz s duw L i resrssstency 1 S Dctieg of th imcant
cu Ty e oo eave heee rrooech 4 an Esoel sproaduhest Vo ity ane by chokng Vs, When s fom £ cloved,. $o2e Benelts wil be sbianad 1o Sre Papabie staba 3o el ey il 2o
woolalon L0 puetmad o & Lt Iine. Thee 100 aiuinest of Dprestts aeqnn oo ol b vk by $% 00
11 bty o = myowtndd i S setonstmg Dackonde thom i dele wrtsrn The el mvies svhies s Hie 10 San of o roen vecundd 10 el ot Sassom] VW sccocrt g ot gy b (et e
S rooord W Peotide ol RN ErOOUIMad If RCOTEiie bando dala

T

See Approved Processing Errors under Error Recovery for further instruction of how to
process bypassed benefits.

Next, to continue, left click on the I icon in the upper left corner of the screen to return
to the MERAC Management Screen.

Wire Vendors

Next, to begin processing the approved benefits of the wire vendors, left click on the
“Accounting” menu, select “Process Approved Benefits”, and “Wire Vendors™:

MERAL Management
£ File | Accounting | Tools  Security  Help Select Yendaor A T Fuel * Qo>

Approve For Payment

| Process Approved Benefits 3 | Check Yendars
Complete Pavment Process 3 Wire Yendors
Prepayments 3
Error Recovery 3

Client Benefits

Woid Check Payment

Positive Pay

Reports 3
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Next, the user will be notified that the “Wires Processed Successfully”:

Wires Processed Successfully

Next, left click on the button and arrive at the “Wires To Be Send Report”:

TATE NG ALTHORTY

Yaie Earens

MANE

The Efwwen wren e sdbates fr swyemrt oo IOTS0000

Verdw e At
AL Pl bk ]
AL Rgwam O Ca wa-Doow S rend HaRm
Ace (8 Capenton &5
Atvaocet Eragy 21
Abwr OV 220
At Ermvgy W M
Asyants Fust Corgany Imm
S Pt v Sayeie T80
Eungrs Fueh asm
Tavy 1 Fiel wam
Ent'y 4 Gumew, ¥ £

C A Podeg Funks ws Glpeawr

Carvw (¥ Corpany 2w
Comim NMume Hower wyu;
oo Fuml 8250
Clakc & Wallace 0 1 nm
Cr Fanl 1 AN
CN B O3 Both Fory 955 0
Cewatal Cragy Seatwed Mator 1 @
Casutaiad Cavgary Bochont 220
Corvwanty Erwgy C3 bcMurdee 4540
Camewardy Fusle, - Svendle 1}o@
oy Fusl Gy 385W
Cuge O¢ CorgarpFaz Somt m
Collay O0. e wom
Cund Fovw Lo Bargw neEem

e W w T VR Gk e I

NOTE: MERAC will automatically deduct the credits available for prepaid vendors and
display the actual amount to be wired in this report.

Next, to continue, left click on the =l icon in the upper left corner of the report to return
to the MERAC Management Screen.
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Process Bills in QuickBooks
Next, go to QuickBooks and select “Pay Bills” under the “Vendors” menu:

W MERAL

O 08 Oewv Uets Covpwry  Qptcomrs | veedps trotgees OQedeg Beports St el

&
Custorwes oty

&

Hores

QuachBoaks Entespeitse Solutians 70

3 Yervdor Cartar
Verdios Conder

B Cistomess

Next, left click on the wl button and left click on the

Erter i

Yendw Farngs Grine

. =

is

: S
fog  Aooe Brod  Fd  Sapot ke

o L

Soraces Papol  Credt Cwds

&

e
(o

Haritareg

v |
B

!

Qi Mo Zop

Faage My

Sieom Mok Services

-
L o]
=

4

N0

AL

AL ek gy

i ek ol raase

o swery

Pay Selected Bills

button:

Type a help question | Ask % How Do I?
— Select Bils to be Paid
<how bills ¢ Due on or before |11IU4IZUU? ®=| &P Account IAccounts Payable =
' Shaw ll bills Sort Bils By [vendar =
¥ | DateDue | vendor Ref, Mo, Disc, Date Ak, Due Disc, Used Credits Used Ak, To Pa
= 10/25/2007 (& Avery Fuel Gils Inc. BOOO0OSS, . 157.00 0.00 0,00 157.00 =]
= 10§25/2007 (& Avery Fuel Oils Inc.-Prepaid | B0000033. .. 500,00 0.00 500,00 000
F* |10f25i2007 |& B Ramsdell Co Inc BOOOOOSS. .. 2,015.00 0.00 0.00 2,015.00
F* |10/25i2007 |Acadian fores BOOOOOSS. . 1,216.00 0.00 0.00 1,216.00
' |10f25i2007 |82 Discount il BOOOOOSS. .. 1,513.00 0.00 0.00 1,515.00
F* |10/25i2007 |ametigas-Brawer BOOOOO33, .. 665,00 0.00 0.00 665,00
[ |10/25/2007 |Amerigas-Lewistan BOOOOO33. .. 500.00 0.00 0.00 500.00
=2 10{25/2007 |Amerigas-Waldoboro BOOOOO33. .. 875.00 0.00 0.00 875.00
[ |10425/2007 |Bangor Hydro-Electric Co BOOO0O33... 4,152.00 0,00 0,00 4,182.00
[ |10/25/2007 |Bickford @il Company Inc BOO00O33.., 1,615,00 0,00 0,00 1,615,00
= 10/25/2007 |Big @ Heating Fuel BOOOOOSS, .. 665,00 0.00 0,00 665,00 LI
Tokals 366, 536.00 0.00 S00.00 36, 036.00 |
— Discounk & Credit Information for Highlighted Eill
“Wendor Terrms Mumber of Credits 1]
Eill Ref. Ma. Sugq. Discount 0.00 Total Credits Available 0.00
G b Bill | Seb Discount | Sek Credits |
— Payment Account Payment Method Payment Date
LIHEAP Checki - & To be prinked
ILI-EAP Checking =1 | [ereck ~ . [1o/z5/2007 B
Ending Balance 883.926.66 € assign check na,
Pay Selected Bills Cancel

Next, the “Payment Summary” screen will appear.
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NOTE: The prepayment vendors that have credit available will automatically have
their credit deducted during this process.

Next, left click on the A

Next, left click on the L.

button.

Payment Summary

— Payment Details
Payment Date 10/25/2007
Payment Account LIHEAP Checking
Payment Method  Check

Payments hawve been successfully recorded For the Following 129 of 129 bills;
Dake Due | Wendaor | Amount Paid |
1002502007 |A Avery Fuel Qils Inc, 157.00
10,/25/2007 (A Avery Fuel Oils Inc.-Prepaid 0.00
102542007 & B Ramsdell Co Inc 2,015.00
10§25/2007  |Acadian Acres 1,216.00 :I

Tokal 368,036.00

Bills highlighted in bold were paid by credits or discounts only, and were not associated
with a bill pavment check.

You may want to infarm your vendars that wou paid by credit or discount to avoid
possible lake payment charges. You can create a Transackion History report ko view the
credits and discounts For 5 bill,

How do I find and change a bill pavment?

¥ou can prink checks now, or prink them later From Print Forms on the File menu,

Pay Mare Bills | 1 Done |

A button to continue.

A button and then left click on the

OK |

Select Checks to Prink Tvpe a help question | Ask- % How Do I? |

Bank fAccount

IHEAF Checking First Check Mumber |4I:|222

Select Checks to print, then click Q.
There are 120 Checks ta print for $368,036,00,

+ | Date Payee Armount | oK

< [10/25/2007 & Bvery Fuel Gils Inc, 157.00] «

¥ |10)25/2007 & B Ramsdell Co Inc 2,015.00 Cancel
< |10/25/2007 Acadian Acres 1,216.00

< |10f25/2007 81's Discount il 1,513.00 Help

< |10/z5/z007 amerigas-Brewer GE5, 00

< |10f25/2007 Armerigas-Lewiskon 500,00

/ |10fzsiz007 Amerigas-Waldoboro £75. 00 Select Al
< |10/25/2007 Bangor Hydro-Electric Co 4,182.00

4 |10fz5z007 Bickford il Compary Inc 1,615.00 ¥ | Select Mone
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Next, left click on the et |putton to complete the writing of the checks:

Print Checks Type a help question |A5k- % How Do I? |

You have 120 checks ko print For $368, 036,00

J Settings I Fonts l Partial Page ]

T Prinkt
Printer name: Microsobk OFfice Docurment Irmage Write. .. Qpkicns., ..
Cancel
Printer bype: Continuous (Perforated Edge) j |
Help
Maoke: Tainstall additional printers or ko change part
assignments, use the Windows Conkral Panel, Logo
~ Check Style Mumber of copies: I 1
" Voucher O Standard © Wallet F collate
_— — = | | [ Print company name and address,
Al == = | " Uselogo
- = =

Complete Payment Process
The last step is to complete the payment process.

MERALC Managemenk

= File | Accounking | Tools  Security  Help Select Yendor * Gox

Approve Far Payment

Process Approved Benefits — »

| Complete Pavment Process [ 3 Check Payments

Prepayments 3 Wire Payments

Error Recovery 3
Client Benefits

Yoid Check Payment

Positive Pay

Reparts 3
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This process has two steps:

1) Complete Payment Process for Check Payments
2) Complete Payment Process for Wire Payments

Check Payments
Next, go to MERAC the “Accounting” menu, “Complete Payment Process” submenu,

and select “Check Payments”:

MERAL Managemenkt

¢ File

Accounting | Tools  Security  Help

Approve For Payment

Process Approved Benefits

Select Yendor & T Fuel

* Qo

Zomplete Payvment Process

Prepayments

Error Recovery
Client Benefits

Void Check Pavment
Positive Pay

Reports

Zheck Payments

Wire Pavments

NOTE: This process may take awhile depending on the amount of benefits to be

processed.

Next, issue the payments to the prepaid check vendors by left clicking the _
button--if appropriate.
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B Issue Payments to Prepaid Check ¥Yendors

b | A dvery Fuel Dils Inc. $500.00 =

10f25/2007 -

Next, left click on the _ button.

Next, the “Bill Posting Vendor Report” will appear:

.g‘g_*,- ree w{l
i

A Avery Fuel Qils Inc.
7 Vel Srwt
Westaack, WE 000

NOTE: This report contains info on prepaid vendor activity.
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NOTE: To print, left click on the =3 jcon.

Next, left click on the xI icon to return to the MERAC Management screen.

Wire Payments (Step 1)

Now, go to MERAC the “Accounting” menu, “Complete Payment Process” submenu,
and select “Wire Payments”:

MERAL Management

File | A&ccounting | Tools Security Help

Approve For Payment

Process Approved Benefits

Select Wendor & T Fuel

* Gox

| Complete Pavment Process

Reparts

Prepayments

Error Recovery
Client Benefits

Yoid Check Pavment

Posikive Pay

Check Payments

Wire Pavments

This will open the “Wire Posting Reconciliation” screen:

% MIRAL Management

Fie Acouting  Tooh  Searty

Wik Fabing Racrrciusr |

[y Sebect verdor

- o>

Wis Recpent

Faend Dte

£

o
g

p | Webber Enegpfubun

G OdInc
Augsoa Fusl Company

FIH Foss Gismrrele

Bet's D Smrvvenm. Ine.
W Fuel

L A Pearson Hastng Of In

o Fusd

Paeds DA Swvcn

Vel Ermegy

Nans Public Sarcs Company
[T n—
[FTSVR Y ph— -

Domwrmat € rangyp-Sanwck

[
Diomrmatt g

Domrmact € rmigy-Baurwack

Diomrmart Ermgy-Sarrwck

=730
$3E34
$3:00
$3.300.00
$3504 10
0000

2= = = g = =l

{ 10252007

EEEEE R

{3t

AU TR
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Next, complete the ACH Export process if applicable—if not: continue to Wire Payments

(Step 2).

ACH Export
To export the ACH information for vendors, left click on the _ button on the

“Wire Posting Reconciliation” screen.

8 MIRAL Mansgement

| Fle Aoutng Yook Searty telp Sebect verdor - Go>
Whee Fasbing Racomeisir |
Wie Recipient Payend Dte ‘Wie Aot Prepad? Pt [
p | Wetber Energsfubun $7.772.00 [ r
Gl 0 Ine $2.00300 r I~ | -
Augpsda Fusl Company $355200 (17§ r
Wazietn Mans Paopans $0500 r r
o a———
| Dead Fivmt CoBangs $250 0 r (
Noascpss Huadng Inc $3023 0 5 r
Wicos Eresge: $52S00 r r
Bewy tF sl $4.455 10 = r
Bet's D Smven. Inc $2500 r r
(=) $1.40000 4 r
| A Paarson Hastng 08 Inc $2.150m r | @
Crio Fusd ket ) ( =
" Ptz D Swven $7s 00 (o -
ValJ-Ermegy 57500 1= r
Mane Public Sarvce Company $4.271.0 r r
Domrmat € rmgp-Sarowck 2 m r r
Diemrmad £ rmgp-Sa ek 1578300 cd r
Dowrmant £ ramgy-Bniwek $3634 M r i
Diomrmant £ mgpSanowc $3%.00 r I
Diowemat! £ rmogy-Sarawick $3.3000 (ul -
Dowrmact £ rmigy-Barwcs $3504 0 r r
| Domemat £ rmgySarowick 5000 r o -

This will export the ACH info to a .csv file to the directory specified in the
“Import/Export Directory” under Database Properties.
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Wire Payments (Step 2)
Next, to finish the wire payment process, left click on the - button and then left
click the - button on the “Wire Posting Reconciliation” screen.

MERALC Managemenkt

File Accounting Tools Security  Help Select Yendor * GoF
ﬂ

Wire Posting R econciliation |

Wire Fecipient Payment Date Wire Amnalink Prepaid?
wiebber Energy-Auburn 777200
Griffin Oil Inc. $2,033.00
Augusta Fuel Compary $3.892.00
wiestern Maine Propane $975.00
R H Foster-Greenville $1.675.00
Dead River Ca-Bangor $3.830.00
Marquiz Heating Inc. $3.023.00
‘wilcox Energies $625.00
Bermy Hill Fuel $4.458.00
Bert's Oil Service, Inc. $625.00
Cliff Fuel $1,400.00
L & Pearzon Heating Qil Inc. $2.150.00
CinCo Fuel $8.725.00
Paul's Oil Service $225.00
Wal-U-Energy $875.00
Maine Public Service Company $4.271.00
Downeast Energp-Brunswick $2.771.00
Downeast Energp-Brunswick, $5.783.00
Downeast Energp-Brunswick, $3.684.00
Downeast Energp-Brunswick $399.00
Downeast Energp-Brunswick, $3.900.00
Downeast Energp-Brunswick, $9.604.00
Downeast Energp-Brunswick. $800.00

sl
o
&

R

b il il i i i i e il Bl Bt B el

(|
| 1| =) =) =1 <3| =) = =3 =) =) =) =R )RR R R

=l

The system will now process the wire payments and push them to QuickBooks.

Once completed, the following info window will be displayed:

MERAC Management

\ij) Wires inserted successfully - no rows were skipped.

Left click the button to continue.
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Next, the following info window will appear:
MERALC Management |

L ]
. 1) ‘iire Journal Entries inserted successfully - no rows were skipped.,
“-'.

Left click the - button to continue.

Next, the “Wire Posting Summary” screen will appear:

¥ wire Posting Sumimary

0 'afire Paymnents were rof processed due to locking inconsssiencies.

L

0'fire Pgrrests wisre nod pushed b the scomaedking syetem bacause sifhes tha inse row could not be constnucted oo the socountiog welem rajschsd e inoe row

Ve ]

NOTE: If any wire payments were not processed due to locking inconsistencies these
will be displayed on this screen. Left click on the _| button to see list.

Next, left click on the xIicon in the upper right corner of the screen continue.

Lastly, the “Wire Posting Vendor Report” will appear:
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NOTE: This report contains info on prepaid vendor activity.

NOTE: To print, left click on the =2 icon.

To finish, left click on the =l icon to return to the MERAC Management screen.

The payment process is now completed.
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Error Recovery
The user has the ability to display the benefits bypassed, benefits not inserted, and to
push bills via the Accounting menu and selecting the Error Recovery submenu:

MERALC Management

i File | Accounting | Tools  Security  Help Seleck Wendor A& T Fuel * Gox

Approve For Pavment

Process Approved Benefits — »

Complete Payment Process 3

Prepavrents 3
Error Recovery k Approved Processing Errors
Client Benefits Push Bills

Yoid Check Paymment Bill Insert Errars

Positive Pay

Reparts 3

Approved Processing Errors

If any benefits were bypassed during the “Process Approved Benefits” transaction, then
the user has the ability to show these benefits by left clicking on the Accounting menu,
Error Recovery submenu, and selecting “Approved Processing Errors”.

MERAC Management
= File | Accounting | Tools  Security  Help Select Yendor & T Fuel * GOz

Approve For Pavment

Process Approved Benefits

Complete Payment Process 3

Prepayments 3
Error Recovery r m Approved Processing Errors
Client Benefits Push Eills

Yoid Check Payment Bill Insert Errors

Positive Pay

Reports 3
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Next, the following screen is displayed:

B MERAC Management

E File Accounting Tools Security  Help Select Yendor . Gox

ApplD FPapee Frocess Tupe Amount Error D ate
CCloo37o18 Lob COTesmith Could not retriese clien | $5.00 0540742007

NOTE: This screen is identical to the one displayed during the “Process Approved
Benefits” transaction after clicking the [ button:
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Next, export the bypassed benefits’ list to an excel spreadsheet, left click on the

button.

Next, to process the bypassed benefits, left click on the el button.

Next, the grid containing the bypassed benefits will disappear and the user must left click

on the _ button to finish.

Push Bills

The procedure for handling the push bills is the same as the procedure for handling the
approved process errors; please see Approved Processing Errors for further
instructions.

Bill Insert Errors

The procedure for handling the bill insert errors is the same as the procedure for handling
the approved process errors; please see Approved Processing Errors for further
instructions.
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Client Benefits

To view a client’s benefits, first left click on the Accounting menu and select “Client
Benefits”:

MERAL Management
File | Accounting | Tools  Security  Help Select Wendor A T Fuel ¥ Gox

Approve For Pavment

Process Approved Benefits — »

Camplete Payment Process 3
Prepayrents 3

Etrar Recovery 3

Client Eenefits

‘oid Check Payment

Positive Pay

Reparts 3

Next, the must enter either the First- or the Last name of the applicant:

Apphication S=arch

First Mamin Law Mame - -

Banafit Hixlony for Selacied Application

Next, left click on the (&8 button to search for applicant.
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Next, highlight the appropriate applicant to view benefit history for:

3 . .-“ n Be v"
e [ Lo [ [sonh] _ cie |
Fiest Name | LastName D ofBet D Number | Frg. vear Prisical dddrecs
p Loty GaResmath 07xane3z S22-ra210 | 2007 Ferding | 19 Eat Sreat Swckholn. ME 04783

Aoty Garsgenth 02,241 425 SN 57-3526 | 2007 Engisle 51 East Syeat Freeport. ME 04032

Awtcy QARwzrrath 120082005 S24-53-340 | 2007 Dunisd 8 Eort Streat Stowhegan ME 4076

Aty Garesrith 071162005 2007 Denied 18 East Svreet Gray, ME 04039

Ly Garewnith D402 828 2007 Ehgioie 18 East Syeet Efoworh ME (4005

herry GAResmath 07041033 |S22-7e-00 | 2006 Edgivie 19 Enst Sveat Stockholm. ME 04763 |
“ Banett Moty boc Sedecsad Apphication

Next, the “Benefit History for Selected Application” box will populate with selected
applicant’s benefit history:

licatun Saarch !
et [t [ Loswn| ow |
Frt Name | LaName Do oiBlth 10 Number | Pro Year | Stons Physicsl Addrery Gty nate 210 g
= | Garesmimn 0113IN987  |%48-03-7302 | 2007 Dened | 14 East Stieet Houron, ME 04730
bty GAResmitn 0704933 [522-28-0810 | 2007 Pending | 19 Eaet Gtrant Stocknalm ML M783
: Lagtiy GAResmam 12062005 %24.43.3840 | 2007 Denad 8 Eant Sveet Ekowhegan, ME 03570
Loty Garesreth DTN A0S (523535798 | 2007 Darmd 16 Eaet Gtreat Gray. ME 02038
Antry Qarmsresth Moanas S21-81-4127 | 2007 Eligble 16 East Strent Ellrwurth. ME (4605
Aty QARemith D7oanez: 522.78.0810 | 2000 Elipble 19 Eazt Etrenl Stackreim ME 04783
!
 Benedt Hitiry bor Selaced Aorglicatien
Type | App Dede Senelt Fuee | Amaunt Eratus FosdnglD I
= »
Traniacton Dste Aoount, || Recpuent Docuven T
Canitestion O 312006 $6080C |
Pogtds Payable {020 22000 $ 00 |Callas OL Inc -
lrue Poymant  |0N2012006 $600 00 |Callas O4. Inc Q00001 082
Appeove lo: Paym | 0R202006 $608 00 |Dallaz O4, Inc
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Return of Funds
To perform a return of fund, first select the applicant to perform the return of funds for.

Next, left click on the - button.

Next, choose the general reason for the return of funds:

Choose Type of Return

Fleaze selectthe general reason for the return of funds.

Wil this retum be redistributed to the client or another vendaor? ii.e. aVendaor Changel
" Iz the client deceased?
™ Has the clignt moved to an unknown location?

o Crverpayment?

Cancel |

Next, left click on the E button.

Return OF Funds

When the client has moved and their location iz unknown, a Return Instance will be ingered
forthe amount of the return, entered below. Additionally, all unpaid Benefitz Instances will
have their Statuz changed to the appropriate Admin Hold level. Benefit Instances with the

Status of Paid will be unchanged. The Application Status will be changed to Inactive-hoved.

Tvpe in a shart reazaon

I $608.00

Cancel |

Next, left click on the E button.
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Next, the system will display a message stating that the return of funds process has
completed successfully:

Processs SUCCESS |

L]
\‘I:) The Returnd of Funds process has completed successfully,

To finish the return of funds process, left click on the . button.

Suspend Vendor Change
To suspend a vendor change, first select appropriate applicant:

M MERAC Management

Fje Accorbng Toos Secutty MHelp Sedact Yerdor - Go>
i
| Apolicaton Search
First Name Last Name Date of Bith D Mmbe« Pig Year Status ) Prysical Addrese City, State 2ip j

Aob GAResmith ORmTNe3s 1523-7194313 | 2007 Fanding 03 East Strent E'\Uan-n ME D4864 |4
Aob GARsmith yzTzom ;'-34-‘?]-."36] 2007 Deanied 52 Eart Street I Lovell ME 04051
fob Garssmith QW04 093 1525459021 | 2007 Vioud 85 East Street | Brunswick, ME 04011
Aob GARasmith 02871 1530-05-9545 | 2007 Danied AT East Stroet | Cansan, ME 04324
Aok QAResmith o1s2002 ?75'354.’-157'1 2007 Eligible 37 East Stroet | Newburgh, ME 044484
e - s s atgtvie oL s — Lok ———
Aob GAResmuth 121410926  1523-68-1668 | 2007 Ebgible 20 East s E 04989

|- Bunadit Histoty for Belectad Apalicstion
Tyne App Date Burnelit Payes Armount Status PassnglD
Tranzaction Date Amouet Recipiant Docment ID
Covdouon | S0 40006 $57540 S |
Fost Ar Payable | 10122006 $.00 P Gagron & Sen nc J‘

Next, left click on the _ button.
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Next, the system will display that the suspend-vendor change occurred successfully:

Suspend-vendor Change Successful

To finish, left click on the A button.

Rescind Suspend Vendor Change
To rescind suspend of a vendor change, first select appropriate applicant:

MMERAC Management

| M Acconting Tods Securty Meb Selact Vendor - Gox
[
1~ Appheman Search
poirs Lo o sown| ot |
First Name | Last Name Date of Bth | D Nu@bgr Frg. Year Status 7 Physical Address cwsau In :"j
Aob GAResmith 0230011934 523794313 | 2007 Pendng | 93 East Sl Warren, ME 04564 |4
Aob GAReimith 1Rvizons 524-19-7263 | 2007 Denind 52 East Strest Lovell. ME 04051
Aob Garesmith 0004/1999  |525-45-9021 | 2007 Void 95 East Strest Branzwack, ME 04011
4ob GaAResmith D=109¢197Y 530-05-9545 | 2007 Denied RT East Straet Canaan, ME 04924
Aob GaAResmith 01052002 555-47-157% | 2007 Elighble 37 East Street Newburgh ME (04444
e - x sl it ll] bacoiod! = ki i Adicantts
Aok GaResmith 1214n926 523681668 | 2007 Elgible 20 Eaat Street Unity, ME 02898
N - o

[ Benaint Histary for Selactad Applicaton 1
Type App Date Bansit Payws Amount Status PostingiD |
B g LHEAF ON217200¢ Gagron & Son inc $575.00 d
Tranzacton | Date Amourd Recipent Documend 1D l
Centdcation 101 22006 $57500 | ———
Foat Az Pavable | TONS2006 $00 |P Gagnon & Son Inc
SuspendVendor |0SNT2007 $00 | P Gagnon & Son Inc

Next, left click on the - button.
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Next, input a reason for this transaction:

¥ Transaction Reason =]

Fleaze Enter a Reazon for thiz Tranzaction

I Tes|

OK, I Cancel |

Next, left click on the E button.

Rescind Suspension Successtul

To finish, left click on the A button.
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Reopen Application

To reopen an application, first left click on the Tools menu and select “Reopen
Application”.

NOTE: In order to reopen an application, a CAP agency must have requested to reopen
an application from the MERAC Client application. For further instruction on

how to request a reopen, please see the MERAC Client User Manual.

MERALC Management

: File

Accounting

Tools | Security Help

Next, enter in the “Application ID” which was received from the CAP agency:

Egﬂeupen Application M=l E3

Next, left click on the

Select Yendor

Maintenance

* Go>

Reopen Application

Reopen Histary
Fun supplemental
Email Information

Import ACR Dekail Data

Export LIAP Data

Export DHHS Income Yerification Data
Import DHHS Income Werification Data

fanual Income Yerification

Merge Person Records

Fleaze enter the "4pplD' of the application to Reopen

Application (D I

Cancel |

1 button to continue.
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Next, input a short explanation for why the application is to be reopened:

ERenpen Reason !E E

Fleaze enter a short explanation for the application being Beopened

Tesﬂ

Cancel |

Next, left click on the L button to continue.
Next, the system will display a message stating that the reopen process succeeded:

Process Successful |

L]
\ 1(] Reopen Process Succeeded - the application status has been set to 'Reopened'
.‘-'.

To finish, left click on the button to return to the MERAC Management screen.
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Reopen History

To list the history of reopened application, first left click on the Tools menu and select

“Reopen History”.

FB MERALC Management

File  Accounting

Tools | Securiky

Help

Select Wendor

Maintenance

Reopen Application

* GOz

| Reopen History

Run Supplemental

Email Information

Import ACR. Detail Data

Export LIAP Data

Export DHHS Income Yerification Data

Import DHHS Income Yerification Data

Manual Income Yerification

Merge Person Records

Next, the “All Re-Open Reasons” screen will appear.

ﬂgMERAE Management

File Accounting Tools

Security  Help

Select Yendor

* Gox

All Fe-Open Reazons |

-

Agency Applicant App Date Fe-Open Date Fie-0pen Reazon
p | AaCA Camesmith, Dob 07/18/2006 (10/11/2006 “wiood Yendor has no price group currently for this town, Either a price
ACH Souesmith, Jetsy 07/25/2006 | 08/30/2006 Wwias certified with consumption, should have been DHLC.
KMC BLAesmith, Eetsy 07/28/2006 | 10/02/2006 provided sz income
KNC BLAesmith, Betay 07/28/2008 |10/06/2008 received sz
kYT CAResmith, Petsy 07/28/2006 |10/02/2006 provided g5 income, sub housing form
KMC Jabdesmith, Setsy 07/28/2006 | 10/06/2006 received ssi
KMC BR&esmith, Setsy 08/28/2006 | 02/22/2007 Alan wants to
KWC TISesmith, Aob 07/31/2008 |10/02/2006 provided missing wage documentation
kWC Lalwiesmith, Tetsy 08/24/2006 | 10/02/2006 income-emplover sheet
KMC BEAesmith, Aetsy 08/01/2006 | 10/02/2006 provided medical expenses
KMC Alwesmith, Hob 08/29/2006 | 10/06/2006 received pension
KWC MILezmith, wetsy 08/01/2008 |10/02/2006 provided miszing income documentation
kWC SIMesmith, Setsy 08/01/2006 |10/02/2006 provided wages
KMC PaResmith, Ketsy 08/02/2006 | 10/02/2006 provided wage releaze form and wage information
KMC LEResmith, Cetsy 08/02/2006 | 10/02/2006 child support and ssi
KWC BlMesmith, Jetzy 08/02/2008 |10/02/2008 provided income verification
KMC CUResmith, Petsy 08/03/2006 | 10/02/2006 tanf and child support verification
kyWC CROesmith, Retsy 08/31/2006 | 10/06/2006 submitted ssi
KMC BLAesmith, Betsy 08/02/2006 | 10/02/2006 provided mizzing information
kWC MOResmith, Vetsy 09/01/2006 | 10/06/2006 submitted va
KMC BECesmith, Fetsy 08/31/2006 | 10/06/2006 submitted annuity
KMC rasHesmith, Eetay 09/05/2006 | 10/06/2006 submitted interest
[ IKVC KRUesmith. Cetsu 08/02/2006  [10/02/2006 orovided pension income | _>lj

NOTE: Use the vertical scroll bar to navigate through list.

To return to the MERAC Management screen, left click on the

x| icon.
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Import/Export Functions
The user has the ability to perform imports Annual Consumption Report (ACR) detail

data and export of LIAP data to electrical vendors.

Import ACR Detail Data
To import Annual Consumption Report (ACR) detail data, first left click on the Tools

menu and then select “Import ACR Detail Data”.

MERAC Management

E File  Accounting

Next, the system will import data from its internal ACR Detail file:

Security  Help Select Yendor

Maintenance

Reopen Application

Reopen Hiskary
Fun Supplemental

Email Information

w* Gox

Import ACR Detail Data

Export LIAP Dakta

Export DHHS Income Yerification Data
Import DHHS Income Yerification Data

Manual Income Yerification

Merge Person Records

| ® Impoating AR Det ail Data... (=] E3
Curmaent Etatus
knparding Data from ACRDedail cav
I

[ _]
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Next, select the “ACR Detail Import File” to be imported:

.
Select the impeort file | 7] x]

Lok i [— My Doounments _'J - By M-

JCrmiots Notebooks
S0 Server Managenieit Studo
) ipaal Shudo 2005
o Yisasl Studo Fromects

Fido naire i EI
Filaz o fypw JALA Devad Impot Fios =l Cancel

Next, the system will import the selected file and display the following message when
complete:

ﬂgAERDetail Data Imported Successfully. =] E3

Current Statuz:

Finighed

To finish, left click on the button to return to the MERAC Management screen.
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Export LIAP Data

To export LIAP data to a file, first left click on the Tools menu and then select “Export
LIAP Data”.

S MERAL Manag et

Ml Acoountng | Took | Secuty  Meb Sedact Ve . Gox
M .
Rropen Apphcation
Baopan Htory
Nun Sugpierrectal
vt Inf crmation .
gt ACT Dbl Duita

l T T ]‘
ot LIAD D

e —

Coport DS Incone Ve ation Dta

Tiport RS Incomms Ver e don DN s

Marad Incowm Ve abon

Marge Person Nacors

Next, the user must select the vendor for which it LIAP data is to be exported to a file:

[Eselect ¥endor For Export _ O]

Fleaze zelect the vendar from the choices

Continue | Cancel |

NOTE: Left click on the E' icon to access drop down list.

Next, left click on the _Continue | hytton to continue.

Next, the system will export the selected vendor’s LIAP data and display the following
message when complete:

F®L1AP Data Exported =] B3

Current Status:

Finighed

To finish, left click on the button to return to the MERAC Management screen.
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Void Check Payment

To void a check payment, first left click on the Accounting menu and then select “Void
Check Payment”.

MERALC Management
E File | Accounting | Tools  Security  Help

Approve For Payment

Process Approved Benefits  »

Complete Payment Process 2

Select Vendor A T Fuel

¥ Go=

Prepayments 3
Errar Recovery 3
Client Benefits

Waid Check Pavment

Fositive Pay

Reports 3

Next, input the check number of the check to be voided and click on the

button:

Next, the following screen will appear:

wold Check Yerification

¥oid Check Payment |

Check Mumber

| 402271

Cancel |

Listed below are the bills paid by $he checkio be voided. Please vanfy thad drs iz fhe cormect check.
Coatines do Wosd fhe paymerd — click Cancel 1o end the process withoud sny changss

Click.

Bl I

Flypas

Amouri

Check Date

Check &

=

F | BOOODO 2460

] Seidn gas-aaldahon

$ATH .00

IECERR 00"

4037

i
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Next, open up QuickBooks to verify that the entered check number is correct and
corresponds to check’s (above listed) Payee, Amount, and Date.

B LIHEAP Checking Tvpe a help question | Ask % How Do I?
: Gnka,.. | @ Print. .. | @ Edit Transaction QuickRepark Download Bank Skaternent
Date humber Fayee Paymenkt J Deposit Ealance
Tvpe Account | Memo
Qafzgiz007 40222 & B Ramsdell Co Inc 2,015,00 1,211,335.66 *
BILLPMT [/Accounts Pavable
0&/28(2007 40225 | Acadian Acres 1,216,00 1,210,119.66
BILLPMT | Accounts Pavable
0a&/258/2007 40224 A's Discount Oil 1,515.00 1,208,606.66
BILLPMT | Accounts Pavahle
Qafzgiz007 40225 Amerigas-Brewer 655,00 1,207,941.66
BILLPMT [/&ccounts Pavable
0a/zg/zo007 40226 Amerigas-Lewistan S00.00 1,207,441.66
BILLPMT | Accounts Pavable
03282007 H0z27 | Amerigas-wWaldoboro 575.00 1,206,566.66
BILLPMT || Accounts Pavable |
0afzgejiz007 402285 Bangor Hydro-Electric Co 4,152.00 1,202,354.66
BILLPMT [/&ccounts Pavable
0a/zejzo07 _I
M
Splics | Ending balance 1,202,364.66
[ 1-line
Sork by IDate, Type, Mumberf, .. 7| Record Restore

Next, if verification is successful, then left click on the _| button.

If the user wishes to cancel voiding the entered check number left click on the

I 1 ton
e |

-
. lr) The Yaid Payment Process has completed successfully!
-

Next, left click the button to finish.
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Positive Pay

To perform a Positive Pay run, first left click on the Accounting menu, then select
Positive Pay.

MERALC Management
i File | Accounting | Tools  Security  Help Select Wendor & T Fuel v Gox

Approve For Payment

Process Approved Benefits — »
Zamplete Payment Process 3
Prepayvments 3
Errar Recovery 3
Client Benefits

‘oid Check Payment

Positive Pay

Reports 3

Next, input ‘Account Number’ and ‘Date Range’ for Positive Pay Run:
Expork Criteria =] B3

Account Mumber

| 123456780

Date Range

StartDate  |0801/2007 v

EndDate |Panizoor v

L] 4 | Cancel |

4

Next, left click on the Ll button to continue.

To end process, left click on | cancel | hytton.
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Next, the following window will appear:

Export Complete [ x|

-
\_l) Positive Pay export has completed successfully Please refer to the export file C:h Test\ExportPosPay-20078251 71713, Ext

Next, left click on the A button to finish.

NOTE: The file is exported into the Import/Export directory set under the Database
Properties.
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Supplemental

To initiate a supplemental run, first left click on the Tools menu and then select “Run
Supplemental”:

MERAL Management

E File Accounting | Tools | Security  Help Select vendor ¥ G0

Maintenance 3

Reopen Application

Reopen Hiskary

Run Supplemental

Ermail Information 3
Import ACR Detail Data

Export LIAP Daka

Export DHHS Income Verification Data
Import DHHS Income Werification Data
Manual Income Verification

Merge Person Records

Next, select the appropriate month to process and left click on the button:

Select Month to Process

Due to the large number of applications that may need to be processed for Supplemental
Benefitz, chooze a gingle month to process below and therefore limitthe length of time the
process will take.

Select Month

Ok Cancel |
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Next, the system will process the applications:

ﬂg]Status _ O] x|

Current Status:

Proceszzing Applications - 311 of 311
4 Applications Skipped

0%

When the process is done, the system will return the user to the MERAC Managmement
screen.

The Supplemental Run is now done.

To perform the final “Supplemental Follow-Up”, open the MERAC Client application
and see the MERAC Client manual for further instructions.
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P DHHS
v The DHHS functionality in MERAC Management allows for the user to:

1) Export DHHS Income Verification Data based on:
a. SSland Social Security/SSD
b. TANF — In State
c. Data Request

2) Import DHHS Income Verification Data

3) Manual Income Verification

MERAC Management

E File Accounting | Tools | Security  Help Select Vendor * Gox

Maintenance 3
Reopen Application

Reopen History

Fun Supplemental

Email Information »

Import ACR Detail Data

Export LIAP Daka

Expork DHHS Income Yerification Data
Import DHHS Income Yerification Data

Manual Income Werification

IMerge Person Records

L paNe Export DHHS Income Verification Data

v To export DHHS income verification data, first left click on the Tools menu and then
select “Export DHHS Income Verification Data”:
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MERALC Management

File Accounting | Tools | Security  Help Select Yendor * G0

Maintenance 3

Reopen Application

Reopen History
Run Supplerental
Ernail Information 3

Import ACR, Detail Data
Export LIAP Daka

Export DHHS Income Yerification Data

Import DHHS Income Yerification Data

Manual Incarme Verification

Merge Person Records

Next, select the appropriate export type and click on the

Select DHHE export tvpe:

(" Income Yerification: 351 and Social Securty I S50
" Income Yerification: TANF - In State

" DHHS Data Feguest

Cancel |

4

Next, the export process will begin. Once the process is done, click the
button to finish.

DHHS 551 income verification data exported successfully.

Current Status:

Finizhed

87|Page




Import DHHS Income Verification Data

To import DHHS income verification data, first left click on the Tools menu and then

select “Import DHHS Income Verification Data”:

MERALC Management

E File Accounting | Tools | Security  Help Select Yendor

Mainkenance

Reopen Application

Reopen History
Fun Supplernental
Email Information

Import &R, Detail Data

Export LIAP Data

Export DHHS Income Yerification Data

¥ Gox

Import DHHS Income Yerification Data

Manual Income Yerification

Merge Person Records

Next, select the .txt file to be imported and click the ﬂl button to begin the

import process.

Select the import file

Laok jre |L:‘;1 Test DHHS

x| = ® kB

alank wk
51| Data results, xlsx

by Documents

=

ky Computer

File name: Ialantest.t:-:t

Open

Filez of type: I

- Cancel

i

o
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Next, MERAC will begin to import the DHHS income verification records. Once the

process has finished, click on the : | button to continue.

Current Status:

Importing Records...

Next, MERAC will display the following message:

Revewtogrie |

il) & loq File detailing the results of the DHHS income werification daka import process has been generated,
This file should be reviewed and used ta resalve any issues that were identified during the import process,
The log File is located here: c\templDHHSIMportLog-20087 161 25619, kxE

Click QK. ko open the DHHS impaort log File,

NOTE: That the above shown message will indicate where the log file is located. To
change this location, see the Database Properties section.

Next, click the | button to open the DHHS import log file.
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A sample of the import log can be seen in the below example:

5 DHHSImportLog-Z00871785813.L4L - Notepad

Eile Edit Format Wew Help
Import Process Started, 771772008 8:58:15 AM

rReading records from file... C:i\Documents and SettingshwtestershDesktophTest_DHHS“Test DHHSYwalantest.txt

Record: 1 Person: MICKEY D. MOUSE (0056700990
530 Determined:
1st Previous Month amt: O
2nd Previous Momth amt: O
srd Previous momth amt: O
551 Determined:
1st Previous mMonth amt: 500
2nd Previous month amt: 500
3rd Previous month amt: 500
record: 2 Person: MIMNMEY P. MOUSE (0046700830
55D Determined:
1st Previous Month amt: 0
2nd Previous Momth amt: O
3rd Previous Momth amt: O
531 Determined:
1st Previous Month amt: 600
znd Preyious month amt: 600
3rd Previous month amt: 600
Record: 3 Person: PLUTO D. DOG  (OO3670077)
S50 Determined:
1st Previous Month amt: 500
2nd Previous Momth amt: 500
3rd Previous Momth amt: 500
531 Determined:
1st Previous Month amt: O
2nd pPrevious month amt: O
3rd Previous month amt: 0
Record: 4 Person: GOOFY D. DOG (0026700660
SSD Determined:
1st Previous Month amt: 600
2nd Previous Momth amt: G600
3rd Previous Momth amt: G600
551 Determined:
1st Previous Month amt: O
2nd Previous Momth amt: O
3rd Previous momth amt: O
Record: 5 Person: DOMALD D. DUCK (0096700550
55D Determined:
1st Previous mMonth amt: 500
2nd Preyious mMonth amt: 500
3rd Previous month amt:  S00
551 Determined:
1st Previous Month amt: 500
2nd Previous Momth amt: 500
3rd Previous Momth amt: 500
Record: & Person: DAISY P. DUCK (00BG70044)
S350 Determined:
1st Previous Month amt: 600
znd Preyious month amt: 600
3rd Previous mMonth amt: 600
SSI Determined:
1st Previous Month amt: 600
2nd Previous Momth amt: G600
3rd Previous Momth amt: G600
rRecord: 7 Person: ELMER D. FUDD (OO07F&70033)
530 Determined:
1st Previous Month amt: 600
2nd Previous momth amt:  S00

4 |
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Manual Income Verification

To manually verify a SSI and/or Social Security/SSD, first left click on the Tools menu
and then select “Manual Income Verification™:

MERALC Managemenkt

File Accounting

Tools | Security  Help

Next, the income verification screen will appear:

Select Yendor

Maintenance

Reopen Application

Reopen Hiskary

Run Supplemental

Ernail Infarmation

Import ACR Detail Data

Export LIAP Data

Export DHHS Income Yerification Data

Import DHHS Income Yerification Data

* Qo

Manual Income Yerification

Merge Person Records

| AR T Management

e Accounting  Took  Securty Meln Sefect Vendo . W
ncome Vardeshon |
Marwal 551 95D and TANF Income Vescslon
_ F‘a:m_llpt-e!ﬂ&ﬂl L ?S'I Incorme Peiod | rcome Type Incone Amount Veuled a
fAngesndh, Setwy M Ranm IMortin TANFin Stale 127600 r
Angesmih. Saty N 19161 I Morths 551 166000 r
Asrwsrrah, Aetsy D 4021 00161 950 T Morihs TANF 41 Stale 11.06%.00 r
ALIS aasathy, Batay ) TS /M7 /1570 I Morth TANE n State $0.00 r
AYDasmdh. Rob 2N NI% 37231941 1 Mortha Sool Secumy/55 | $000 r
falesentn Seluy A NE&EU 2nes IMortin Socd Secumy/S5 | 3000 r Uratprove A) I
POLosret Gatey M 07N 10/07/1 %5 I Morths Social Secumy/55 | $0.00 r
AL norely Gty M 33330179 7194 TMorihs 55l 00 T Aggroves AR I
Barve. Biuoe COSTIN0S MAEN342 I Morthe Socd Secusy/SS | $1.00000 r
Horeww, Bruce 003700084 MAs1942 1 Mortha Socl Secum /55 r
Sarve liuce IMortin (1] I
HBovrer. Druce I Morths 851 r
Bumeersdh, Jatty M T3 Morths Sou Secumyas | $200500 B v B
Samernth, Scb N 12618458 0470271548 I Morthe Socidl Secumy/SS | $4.08% 00 r
HELeann Db R L0092 06/051 951 1 Morths $0.00 r
Oobwe, B4 007680033 A0 IMorths 5 | $1.00000 [}
Bobm, 64 0076E0033 01/15/1978 I Moriha 551 1$1.000.00 n Agprove
BlAssre, Dob) 3T 26 [GRTHET I Morihs Socid Secusy’SS | $000 r e
BLAnmw, Matiy ( WA &3 0RN91544 I Morthe Soadl Secusy/55 | $0.00 r Cancel
Houarh Beisy 1 2745 V1705 068 1Mortha Sool Secumss | $000 T _,
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Next, select the appropriate applicants to be manually verified and then click the

Approve
Selected

button.

= MERAL Managesnent
Fla  Accounting  Tooks Secuity  Heb Safoct Verdor v Gor
Income Yarostion l

Marvaal 551550 arwd TANF Income Vadicabon
Pesson Hame [55] SSN | 00g | Income Pesod Income Type Income Amourt Verfed E

Argesmtn, Selsy M 11021975 IMoanthe TANFn State I
Brgesmin, SetM RGES IMonthe EE = In
Amewth, Aety D "0/ 6/1962 IMorthe [TANFRStae | -3
NISesmet, Betey ITEMATET R27NST0 IMonths TANF4n State 172
A'YDeareh. Rob 3291243% azansn IMorths Social Secundy/55 | $0.00 r
Bidermih, Setsp A 32354522 12/31583 IMorths Social Secusty/SS | $000 r Urappeove A
BALesmah, Gy M EEsx ) ] 10071569 IMartha Socd Secuelp/SS | $0.00 r
BALsamih Galiy M /A9 101071563 IMortha 551 3000 3 Approve M I
Banawr, Siuce 0800044 mAensae IMornths Sous Secushy/SS | $1.00000 C
Bannar, Biuce 08700044 maense IMonths Social Secusty/SS | $500.00 I~
Banner, Bruce Q0E700044 orAesa2 IMocthe SSi $80000 r
Banner, Biuce Q0e700044 T BT H IMonits SSI $70000 r
Beaswnn, Jetsy M e2N 20 w|nnsy IMontts Sooal Secuaty/SS | $208500 v

4| Beaeumtn, Scb N 16184920 402145 IMornthe Social Secusiy/SS | $4.056.00 =
BELesméh, Db A EFA0LR NS IMorthe s8I $0.00 (.
Buebe B | 000890030 B CEAE D) 3Morths Social Secusty/55 | $1.00000 B =
[T 007650033 0715158 IMorthe s |somo0 = fippraee
BlAssmih, DobJ ENSED 2304130 IMorths Sooal Secunty/55 | $0.00 = Semcins
Bldecrrih, Metyy © EG101143 W@ IMonths Socidl Secusty/SS | $0.00 G Cancal |
Bousenth Betzu N Er el 117261968 I Morths 3004 Secuste/SS | $000 i -'J

Next, click the button to verify.

\?/ Are wau sure ol wank ko manually verify Ehese incame values?

Next, click the button to finish the manual income verification process.

Process Completed Ed

L]
\‘_l) ‘erification Process Completed SuccessFully
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Reports

To open a report, first left click on the Accounting menu, Reports submenu, and then
select appropriate Report:

MERAL Management

: File

Accounting | Tools  Security  Help

Approve For Payment
Process Approved Benefits
Complete Payment Process
Prepayments

Error Recovery

Client Benefits

Woid Check Payment

Positive Pay

Select Wendaor

* GOk

Reporks

Payment Process Reports

The user has the ability to view and print the following reports which are related to the
payment process:

1. Wires To Be Sent Report
This report is only available before the Payment Process has been

completed

2. Bill Vendor Report
3. Wire Vendor Report
These reports are only available after the Payment Process has been

completed

\Wires Ta Be Sent

Prepaid Wires To Be Sent

Eill Mendor Report

‘Wire Wendor Report
‘Year-To-Dake Statistics
Supplemental Motifications

Accounting Audit Report
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To print a report, first select appropriate report to be printed:

ERAL Management

fccounting | Tools  Security  Help Select vendor

Approve For Payment
Process Approved Benefits

Complete Payment Process

Prepayments

Error Recovery
Client Benefits

Yoid Check Payment

Posikive Pay

Prepaid Wires To Be Sent

Bill ¥endor Report

‘Wire vendor Report

‘ear-To-Diake Statistics

Supplemental Motifications

Accounting Audit Repart

Next, the report will show:

L6 dcateg o Sty twe_ sen i <

To print, left click on the & icon.
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To return to the MERAC Management screen, left click on the X icon.

NOTE: To print the “Prepaid Wires To Be Sent”-, “Bill Vendor”-, and “Wire Vendor”
Reports, follow the same procedure as described under the “Wires To Be Sent”
example shown above.

Year-To-Date Statistics

The Year-To-Date Statistics report is used to view Year-To-Date Statistics of all CAP
agencies.

To open the Year-To-Date Statistics report, first left click on the Accounting menu,
Reports submenu, and then select the “Year-To-Date Statistics™:

MERAC Managemenkt
E File | Accounking | Toals  Secority Help Select Wendar * G

Bpprove For Pavment

Process Approved Benefits »

Complete Pavment Process 3
Prepayments 3

Error Recovery 3
Clienk Benefits

Woid Check Payvment

Pasitive Pay

Reports 4 Wires To Be Sent

Prepaid Wires To Be Sent

Bill Yendor Report

\Wire Wendaor Report

Year-To-Date Statistics

Supplemeantal Motifications

Accounking Audit Report

Next, to print the “Year-To-Date Statistics” report, follow the same procedure as
described under the Payment Process Reports.
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Supplemental Notification Reports
The “State Supplemental-"" and “Venezuela Supplemental Notifications” reports are used

to view a list of all eligible applicants who qualify for such a supplement.

To open any of the two “Supplemental Notification” reports, first left click on the
Accounting menu, Reports submenu, and then select the appropriate notifications report.

Next, to print any of the two “Supplemental Notification” reports, follow the same

procedure as described under the Payment Process Reports.

Accounting Audit Report

The Accounting Audit Report is used to view the changes made to all wire vendors’

ABA.- and/or account numbers within a user specified time period.

To open the Accounting Audit Report, first left click on the Accounting menu, Reports

submenu, and then select the “Accounting Audit Report™:

MERALC Management

E File | Accounting | Toals  Security  Help

Approve For Pavment
Process Approved Benefits
Carplete Payment Process
Prepayvments

Errar Recavery

Client Benefits

vaid Check Payrent

Paositive Pay

3

3

Select Yendor

* G0

Repaorts

‘Wires To Be Sent
Prepaid \Wires To Be Senk
Eill Wendar Repart

‘Wire Vendar Report
‘fear-To-Date Statiskics

Supplemental Motifications

Accounting Audit Report
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Next, input the date range sought for the report, and then click the Lok lputtonto
continue.

Report Criteria =]

Fleaze choose a date range

StartDate |7/1702008 v

EndDate [o7n7izone =

Cancel |

Next, MERAC will display the report.

Febgon - Renmle Deckis)l

B MIRAL Mamagement

Th  fcoourting  Took Seaaty el Select Verdor A D Grous Hastng - Ga>
[ a-.:w:me.‘unaw] - ) ;

Fl3 % 3% dn @ @

Man Report

Accounting Audit

711712008 trough 7118/2008

AustiD Tads Hama Enargy Vendor Cokaro Name Orgirsl Vake New Vatug Chanmd Oale  Changsd S
1 Orgarizeton 0o22ax0 Crghlarre Nore - New Verdal TATANE 7351 whye
2 EnorgyVendor 0000223200 ActigD none 7 TAT/A0B 7353 whye
3 EnmgyVandor OCz2940 Accounthumber nooe ISH5EERE TATAXE 7B whye

Next, to print the “Accounting Audit” report, follow the same procedure as described
under the Payment Process Reports.
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Maintenance
The maintenance submenu offers the user the ability to change, add, or remove

orwdPE

Database Properties

Drop-Down lists content

Geographical Unit

Settings related to the calculation of the benefit in MERAC Client

Scheduler Holidays

Fle  Accountvg | Toos | Seourty  Hebo

Sefwct Yondor

[

Marferance

|

Recpen AppRcabion

Raopen Hstory

Pun Supplenmental

Emad Information

Inpirt ACR Detad Dats

Export LIAP Dt

Expiort DS Income Yarlicthon Dats
broort OHHS Income Verfiaton Date
Manual Income Veohtation

Merge Parson Secords

Database Properbes
Drop-Down Lints
Goographeed Und
Dogres Days

Dollars Par Poirt

Fiscal Yours

Percect of Ponts Alowed
Porks Alowed

Povarty Lavel

Wood Prices

-ﬂm mﬁ)l

Database Properties

To view/change the database properties for MERAC Management, first left click on the
“Tools” menu, “Maintenance” submenu, and then select “Database Properties”:

B Mt RAL Management

Mo Accountrg | Tooks | Securty  Helo

Select Yendor

!l

Liat absaer Propeties

L Mard arnce

Recgen Appixcation

facpen Mistory

Toun Supglement s

Emad Information

Inport ACR Detad Data

Export LIAP Dt

Export OHS Income Yenfication sty
Inport ODHHS Income Yerfication Dats
Manud [ncome Ver ficabion

Mwrs Porson Recooedy

Drop-Dovwn Lists
Geographacal Urn

Degres Dirys

Doars P Pont

Facal Years

Pavcent of Porrks Mowed
Ponts Akowved

Poverty Lavel

Wwood frices

Schodder Hokdays

. >

v Go>»
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Next, (if applicable) change the following fields:

E File Accounting Tools  Security  Help Select Yendor v Gox

D atabasze Properties |

Application Properties
Organization Mame I IMaine State Housing Authority
Sub Orgamization Mame I
Organization Address Line 1 I 353 Water Street
Organization Address Line 2 I
Municipalite | ACAIDO2065 =

Telephone Mumber I (207626-4600

Current Program Year I 2008 <

Consurnption Values Available |10 262007 <€=%

Dallars Per Point dvailable |10/ 202007 <y

IrnpoiExport Directory Name IC:Iteﬂ 4

SMTP Server IAUG—EXCHANGE <

DHHS lmporfExpart Directory Mame Ic::ltemp
i. DHHS Eligibility End Date IDQISDJ’2D1‘I S
Application Marme IMEH!—'«C

Yerzsion Mumber I BETA 1.0

l{'
¢

Important Controlling Fields to Note:

1) Change this field to reflect Current Program Year

2) Change this field to reflect the date that Consumption Values are Available

3) Change this field to reflect the date that Dollars Per Point are Available ===

4) Change this field to set Import/Export Directory for all imported and exported ==
files

5) Change this field to set SMTP Server name for the E-Mail functionality
6) Change this field to set the DHHS Import/Export directory

7) Change this field to set DHHS Eligibility End Date
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Merge Person Records

V To merge two person records, first left click on the “Tools” menu and then select “Merge
Person Records”:

8 MERAC Management

E File Accounting | Tools | Security  Help Select Yendor * Gox

Maintenance 3
Reopen Application

Reopen Histary

Run Supplemental

Ernail Infarmation 3
Import ACR Detail Data

Expork LIAP Daka

Export DHHS Income Verification Data
Import DHHS Income Yerification Data

Manual Incorme Verification

Merge Person Records

Next, select which person record that needs to be retained by clicking the __Browse
button next to the retained text field.

Merge Person M=] E3

The person you wish to retain should be selected into the top box below. This "retained"”
person will replace all instances of that person selected into the bottorm box below.

Retained: I B s |
Replaced: | Browse |
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Next, use the ‘Big Search’ to locate person record to be retained:

Search For Client

Please Enter Search Critenia

The greater number of criteria entered - the more zpecific the result set

First Mame Last Mame Date of Birth
[ | -

ldentification Mumber (S5#, etc)

Identification Type

| [

Address Line 1

City, State Zip

| [

Telephone (7 digite)

Search I

Cancel |

Clear Criteria |

Next, when the person record has been located, click the |_selectasRetained | pytton to mark
the record as retained.

Search Results

Pragram ‘r'ear Mame Drate of Bith 1D Humber Status Application Type Physical Address City,g
2008 D' esmith, Retsy 07/28/1944 328160452 |Denied Standard LIHEA | 17 East Street Greene, M
2008 Dabesmith, Jetsy 03/08/41991 351-47-8660 | Eligible Standard LIHEA | 55 East Street South Port
2008 Dacesmith, Gob 0112494 323045412 | Eligible Standard LIHEA | 36 East Street Garharn, b
2008 Dadesmith, Detsy 05/23/1985 327564629 | Eligible Standard LIHEA | 36 East Street “Windharm,
2008 Dadesmith, Dob 03/2741974 | 326-58-0901 | Denied Standard LIHE& | 11 East Street Scarborou
2008 Dadesmith, Dob 03/2711974 326580901 Denied Standard LIHEA | 11 East Street S carborou
2008 Dadesmith, Dob 03/2741974 32658090 Eligible Standard LIHEA | 11 East Street Scarborou

2008 Daeesmith, Jetsy 06./24/1386 JE4-62-4744 | Eligible Standard LIHEA | 58 East Street Monticelo,
2008 D'desmith, Setay 10/05/1960 341-28-3891 Denied Standard LIHEA | 39 East Street E ddingtan,
2008 D'&esmith, Eetay 11./20/2003 A28-77-93A1 Eligible Standard LIHEA | 38 East Street Caribou, M
2008 D'&esmith, Eetsy 08/21/1958 | 326-20-3082 | Eligible Standard LIHEA | 8 East Street Biddeford,
2002 D&esmith, Fob 111241955 |327-20-2909 | Eligble Standard LHES | 79 East Street

|41

Auburn, M -
_>I_I

Cancel |
Continue |

| SelectAs Retained I

Back To Search Criteria |

SelectAz Replaced |

| button

BackTo Search Criteria

Next, to select the person record to be replaced click on the
and use the big search to locate record to be replaced.

Once the record has been located, click on the __ SelectAsReplaced | button and then click on

the C;l button to continue.
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Next, verify that the records selected are correct and then click the _ continue_| putton to
continue.

Merge Person !li[

The perzan you wizh to retain zhould be zelected inta the top box below. Thiz "retained”
perzon will replace all instances of that perzon zelected into the bottorm box below.

Retained: I Tetzy DADesmith-1D:00000520393; DOB-9/1.41929;

Replaced: I.Jets_l,l Daeesmith- 0:000001 5475; DOB-5/24.1986; Browse |

Continue | Cancel |

Next, the merge person’s record will be completed.

M

L]
\ 1(] Merge was successiul
.‘-'.

Next, click the i .| button to finish.
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Drop-Down Lists

The user has the ability to change, add, or remove content to miscellaneous drop-down
lists in the MERAC Management’s maintenance of vendors.

First, left click on the “Tools” menu, “Maintenance” submenu, and then select “Drop-

Down Lists™:

8 MERAC Management

E File Accounting | Tools | Security  Help Select Yendor

> Gox

| Maintenance

]

Reopen Application

Reopen Histary

Run Supplemental

Ernail Information

Import &CR Detail Data

Ex:pork LIAP Daka

Export DHHS Income Yerification Data
Import DHHS Income Yerification Data

Manual Income Verification

Merge Person Records

Database Properties

Drop-Diown Lisks

Geographical Unik
Degree Days

Dollars Per Point

Fiscal Years

Percent of Points Allowed
Paints allowed

Powverty Level

‘Waood Prices

Scheduler Holidays

Next, left click on the =l icon to select a drop-down module to maintain:

@ MERAC Management

E File Accounting Tools  Security  Help Select Wendor

> Gox

Drop-Dovan Maintenance |

Application Status
Application Type

Audit Tupe

Benefit Transaction Type
Benefit Type

Colurin M5SH
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Answer Module

NOTE: The following example serves as guide to add, edit, and delete of all drop-down
module instances.

First, select the “Answer” module from the drop-down list.

Next, the following table will appear:

[ BMac Managereent |
| P Mcooumtig Tok Secuky Melp  SelectVendor
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Add
To add a new ID, first left click on the i button.

8 add Lookup ¥alue =] 3

Add New Answer Lookup Yalue.

Angwer D I—

Anzwer I

], 4 Cancel

4

Next, input the appropriate ID number and instance text, and then left click on the
oK | button:

EQ MERAL Management

E File Accounting Tools Security  Help Select Yendor * GO

Drop-Down Maintehance |

Anzwer vI

Anzweer (D Answer Activation Deactivation
k(1 Yes 04i25/19585

2 Mo 04i25119585

3 Unlknown 04i2519585

4 it 04/25/1989

5 Test 0122007

NOTE: Remember to save changes by left clicking on the - button.
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Edit

All content are editable expect the ID field. To edit an “Answer” left click into the field

and change.

To change the “Activation”- or “Deactivation” dates, first hover mouse over appropriate
field, this will make the ~icon appear:

Anzweer (D Anzuwer Activation Deactivation
1 Teg 0452501 995
2 Mo 0452501395
3 Unknown 0452501 995
4 P, 0452501 995
|5 Tes 01/12/2007 =

Next, left click on the ~|icon and select appropriate date:

Anzwer D Anzwer Activatian Deactivation
1 Tes 0452519499
2 Mo 04525194949
3 LInknown 04525189499
4 Prs 0452519499
k7|5 Test o1 2r2007 -

Sun hon Tue Wed Thu  Fri

Sat
11 2 3 4 5 B
7 89 9 10 11 4B 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 03 1 2 3
4 5 B F 8 9 10

T AToday: 4125i2007

January. 2007

NOTE: Remember to save changes by left clicking on the - button.
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Delete

To delete an ID, first left click on the * | icon to highlight the ID instance to delete:

Next, left click on the |- button.

Confirm Deletion |

\?/ Are you sure that wou want ko delete Test

To complete deletion, confirm deletion by left clicking on the :

NOTE: Remember to save changes by left clicking on the - button.

Anzweer (D Anzwer Activation Deactivation
1 Tes 045251995
2 Mo 045251995
3 Unknown 045251995
4 P, 045251995
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Geographical Unit

To add, edit, or delete “Geographical Units”, left click on the “Tools” menu,
“Maintenance” submenu, and select “Geographical Unit”:

MERALC Management

File  Accounting W‘ Security Help Select Yendor > GOz
| Maintenance 2 | Database Properties
Reopen Application Drop-Dawen Lists
Reopen History | Geographical Lnit
Run Supplemental Degree Days
Ernail Infaormation 13 Dallars Per Poink
Import ACR Detail Data Fiscal Years
Export LIAP Data Percent of Points Allowed
Export DHHS Income Yerification Data Fantes ¢l
Import DHHS Income Yerification Data ety v
Manual Income Verification Wood Prices
Merge Person Records Szl (bl

Next, the “Geographical Unit Maintenance” screen will appear:

Fle Accounting  Tools  Security  Help Salect vandor - dow
Geographioal Linit b alntenanos
_Add | _patets |
Town /Tty Farme 2 Altarnate Fanne Stake Zip Code Cowiiky State Geo Code Congressional Distriot =
k| AbbotVillage ME 04408 Fiscataguis | 21010 a
Ahbiotts kil 2 414 Uit Teani i}
Acton ME 04001 Yark 31010 1
ACTOM (SN o1yzo
ALTOM- ME ork,
Adamztown T4R 2 ME 03579 (NP 17160 5]
Addizon ME 04E0E Wwhashingto | 29070 2
Adrnlr sl Willage ME 03904 ark, 41730 a
Agammnticuz Yillag ME Daanz rark, alzan 8]
Adrport ball ME 04401 Farobzcat 19020 ]
Albaig Township ME o421y Ciwfard 17020 o
P e MM 7104
Albior ME 04910 Earrebec 11o1o0 2
alder Brook Towne | T32R 2 ME oagyo Somereet oyosn o
Aldmrstrmanm T2ns ¥} [\E TR Franklin [NRLATHN 1]
Almsander ME 04694 “Warhingte | 29020 2
Aledandila W 223081838
Altred 1l [RETRIHE ok BRI 1
Alirmd Millz ME 04002 ark 31020 5]
Allagash ME 047va Afoostook, 0010 2
Allmre bille kAl [AEEIE] Franklin [LE VN [§]
ALLEMTOWHM Py 18106-9767 Clut of 5 tat
Alia ME 045305 Lol 15010 1
Alre Carmsr kAL [AE =il Limcalin Rl [i]
Alkan ME D44EE Fanobzcat | 19010 F
AMESBURY (&5 o7anz ;I
Tewn [ City Mame: | Abbot Villags Caunt | Fizcataguiz =
Alte e ate Marme | Gitates Gieo Code; | 1010
State: I Maine ;I Zip | 04406 Congressional Oistrict I o
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Add

To add a geographical unit, first left click on the IESEEM button.

ork Heights ME 03309 Yark 3280 0
Yok Willage ME 03309 Yark 3280 0
Youngs Carner ME 04210 Androscog | 01010 0
' oLngtown TR TE1E1 Qut of Stat
' oungtown ME 04850 Wialdo 271a 0
p | ‘Pleasze enter town ME _jl
Town f City Name: | E S amp ey County. | =

Alternate Mame: I

State: I haine

o |

Next, populate the following fields:

State Geo Code:

Congressional District:

Towen [ City Marme: I 277 Test

Alternate Marme: I Test

Btate: | Maine x| e | pae7e

County:

State Geo Code

: ISDmerset j

- |12245

Congressional District: I gg|

Next, left click on the “File” menu, and select “Save” to complete add:

Eg MERAL Management

File | Accounting  Tools  Security  Help Sele

Mew Vendar tenance |
Open 3
| Save !
# Alternate Mame
Sl ME
W oodland ME
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Edit

To edit an instance, first highlight the instance by left clicking on the | ¥ icon:

ok, ME 03309 ok, 31280 1
“ork Beach ME 03910 ok, 31280 ]
ok, Cliffs ME 03902 ok, 31280 ]
“York Corner ME 03311 ok, 31280 0
“York. Harbor ME 03311 ok, 31280 0
“rork. Heights ME 03309 ok, 31280 ]
ok Village ME 03309 ok, 31280 ]

mono

' ounghawn TR TE1E1 Out of Stat
' ounghawn ME 04850 Wialdo 27110 0
277 Test Test ME 04976 Somerset 12345 99

Next, left click into the appropriate fields to edit instance:

[T

e

(SR

e

pEyPR

L L

Next, left click on the “File” menu, and select “Save” to complete edit:

04210 5CH ooa
“oungtown TR TE161 Out of Stat
“roungtown ME 04250 “w'aldo 27110 0
ZZ7 Test Test tE 04376 Somerset 12345 33
=
Towen f City Mame: IYoungs Camer County: IAndroscoggin j

Alternate Marme:

State:

I haine

@ MERALC Management

=l e |oaz10

Mew Yendaor

Open

File | Accounting  Tools  Security  Help

Sele

lenance |

Save

Exit

et

Alternate Mame

ME

Ywoodland

ME

Congressional District: I 0

State Geo Code: I o100
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Delete

To delete an instance, first highlight the instance by left clicking on the | ¥ icon:

|I|H|h‘ll RALC FHManasgenvenk

Flls  Accounting  Tools  Security  Halp

Geogiaphioal Linit Mainlenances

Select Yendor

- Goz

Next, left click on the _ button.

Delete Rows

2

You have selected 1 row For deletion,
Choose ¥es bo delete the row or Mo to exit,

=

To complete deletion, confirm deletion by left clicking on the :

Next, left click on the “File”” menu, and select “Save” to complete delete:

@ MERALC Management

Mew Yendaor

Open

File | Accounting  Tools  Security  Help

Sele

Save

lenance |

Exit

et

Alternate Mame

ME

“Wioodland

ME

—aud || owiie ]

TawnATity Hamea Alterrate Mams State Zip Code County State Geo Codae Congrassional Distict ZI
ik ME 03303 ok F1zen 1

rork Hamch BAL [N} rork a1zan o

= ME n03anz ork za0 o

ok Cornar ME 03911 ok 31280 o

ark Flarkar kAl SRR} ark a1z o

ok Heights ME 03303 ik Fzen o

ok Village ME 03303 ork 1280 1]

Sraunags Coren [E] o420 Androsoog mmno ]

rounglown T TE1E] Oluit of Stat

Foungtawn ML uapsn W Elde 2810

lel

button.
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Degree Days

To add, edit, or delete “Degree Days”, left click on the “Tools” menu, “Maintenance”
submenu, and select “Degree Days”:

k& MERAC Management

E File Accounting

Tools | Security  Help

Select vendor

* Gox

Maintenance

]

Reopen Application
Reopen History

Run Supplemental
Email Information
Import ACR Detail Data
Export LLAP Data

Export DHHS Income Yerification Data
Import DHHS Income Werification Data

Manual Income Werification

Merge Person Records

Database Properties

Drop-Diown Lisks

Geographical Unit

Degree Days

Dollars Per Poink

Fiscal Years

Percent of Points Allowed
Points Allowed

Paverty Level

Wood Prices

Scheduler Holidays

Next, the “Degree Days” screen will appear:

HEMERAL Management

Fie Accounting Took Seouity Help Selact Yendor v Go»
Dagree Dape |
_Adi_| _Concst | _Dulete |
Degree Dayn
Agency Code Degree Day Actwanon Deadtrration
b | ach 9543 010771999
CCA 7359 0101/5909
(Vs 73z 1o
5 oocese [
Ky 7880 Degres Days [qr.u—
MEA 7680
PeA 248 Actraton 21011999 vl
rﬂ'vf- .’ﬁ:é Deactvation r—a
WA 1297
WHC
WM 856
VoA 1012 010171999

Add

To add an instance to the degree days’ table, see the instructions under Drop-Down List’s
Add.
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Edit

To add an instance in the degree days’ table, see the instructions under Geographical

Unit’s Edit

Delete

To add an instance in the degree days’ table, see the instructions under Geographical
Unit’s Delete

Dollars Per Point

To add, edit, or delete “Dollars Per Point”, left click on the “Tools” menu, “Maintenance’

submenu, and select “Dollars Per Point”:

|

MERAL Managenment

File

Accounking

Toals | Security  Help

Select Vendor

b

* Go>

Next, the “Dollars Per Point” screen will appear:

Maintenance

'

Reopen Application

Reopen History

Fun Suppleriental

Ernail Infarrnation

Import ACH, Detail Data

Expoark LIAP Data

Export DHHS Incanme Verification Daka
Impork DHHS Income verification Data
Manual Income Werification

Merge Persan Records

Database Properties

Drop-Davn Lists

aeographical Unit

Degree Days

Dollars Per Poink:

Fiscal Years

Percent of Points Allowed
Faints Allowed

Poverty Level

‘“Wood Prices

Scheduler Holidaws
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01011 %83
0140101 923
01/011 985
010011959
0101119538
01)011 829

01011999
010011 599
0150111 998
01011 %63
0110101 923
01011993
012011939

OII.HN"NOU.UN"\A

Add

To add an instance to the degree days’ table, see the instructions under Drop-Down List’s
Add.

Edit
To add an instance in the degree days’ table, see the instructions under Geographical
Unit’s Edit

Delete

To add an instance in the degree days’ table, see the instructions under Geographical
Unit’s Delete
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Fiscal Year

To add, edit, or delete “Fiscal Year”, left click on the “Tools” menu, “Maintenance”

submenu, and select “Fiscal Year”:

Tools | Security  Help

S File  Acoounting Select Wendor

MERAL Management

> Goz

| Maintenance

Reopen Application

Reopen History
Run Supplemental

Email Information 3

Database Propetties
Drop-Down Lists
Geagraphical Linit
Degree Days

Collars Per Point

Import ACR Detail Data

Fiscal Years

Expork LIAP Dakta
Export DHHS Income Yerification Daka
Import DHHS Income Yerification Data

Manual Income Verification

Merge Person Records

Percent of Points Allowed
Painks Allovwed
Porverty Level

Wiood Prices

Scheduler Holidays

Next, the “Fiscal Year” screen will appear:

Seflect Vendor

e Accourterg Took Seoskty Heb

Fiedl Vea ’

Fiecol Year
Prograen Yaur
» | 2003

cal Yaar Enil

Ilun(n‘:vjf‘_

v Go>

Prograem Yeas Steet | Pragram Year End

I[u'jzf 003 ‘

o

2005 ll]’l.‘c‘."i'l'v-a ]1‘-.‘1[”.""-"

02003
1040112004

Fitcal Yoar Stant

Program Yesr Lo |

07xn02002

Fitcal YamEnd

074012003

MSN2004 |
DFN2005 J
Fragram Year S | 10,01:2002 _o}

Program (aar End

GAI2003
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Add

To add an instance to the degree days’ table, see the instructions under Drop-Down List’s
Add.

Edit

To add an instance in the degree days’ table, see the instructions under Geographical
Unit’s Edit

Delete

To add an instance in the degree days’ table, see the instructions under Geographical
Unit’s Delete
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Percent of Points Allowed

To add, edit, or delete “Percent of Points Allowed”, left click on the “Tools” menu,
“Maintenance” submenu, and select “Percent of Points Allowed”:

MERAC Management

: File Accounting W Security  Help Select Vendor * GO
| Maintenance » | Database Propetties
Reopen Application Drop-Down Lisks
Reopen Histaty Gengraphical Unit
Fun Supplemental Deqree Days
Email Information 3 Dollars Per Paink
Impert ACF: Detail Data Fiscal Years
Export LI&P Data Percent of Points Allowed
Export DHHS Income Yerification Data s Al
Import DHHS Income Verification Data Paverty Level
Manual Income Yerification it ez
Merge Person Records Seely (el

Next, the “Percent of Points Allowed” screen will appear:

MERALC Managemenkt

File Accounting Tools Security  Help Select Yendor - Go=

Percent OF Points Allowed |

Percent of Points Allowed
Bracket Floaor Ceiling Percent of Points Allowed Activation Deactivation
b | 0-75% a 0.75 1.00 01/01/1 999
TE-125% 0.76 1.25 0.90 01/0171 999
126-150% 1.26 1.50 0.80 01/0111 999
151 -170% 1.51 1.70 0.70 01/01/1999

Bracket

Floor

Ceiling

Percent Of Paints Allowed | 1-00
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Add

To add an instance to the degree days’ table, see the instructions under Drop-Down List’s
Add.

Edit
To add an instance in the degree days’ table, see the instructions under Geographical
Unit’s Edit

Delete

To add an instance in the degree days’ table, see the instructions under Geographical
Unit’s Delete

Points Allowed

To add, edit, or delete “Points Allowed”, left click on the “Tools” menu, “Maintenance”
submenu, and select “Points Allowed™:

MERALC Management

File  Accounting W‘ Security Help Select Wendor * Go=
| Maintenance » | Database Properties
Reopen Application Drop-Daovwn Lisks
Reopen Histary Geographical Unit
Run Supplemental Degree Days
Email Infarmation » Collars Per Paink
Impart ACR Detail Data Fiscal Years
Export LIAP Data Percent of Points Allowed
Export DHHS Income Verification Data Points Allowed
Import DHHS Income Yerification Data Poverty Level
Manual Income Verification el
Merge Person Records Scheduler Holidays
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Next, the “Points Allowed” screen will appear:

EraRAL Management

e Acourcng Tooks Secuwy Help Sedect Verdor v Go»
Frivds Aot |

Paints Afowed

Floor Celing Number Of Points Actwation Descwation

»l0 200 0000 5 {o1minges

201 G000 00 10 01011998 Foorl§

401 0000 1% 01011083

601 0060 800 CC0C 20 01011998 Caiing [2000000

807 0000 10000000 | 2% 01011988

10010000 | 12000000 |30 010111998 Peamber 1 Ports. |5

1201 0000 35 WG]

Fctvation l:mdh'm-m 'I

Add

To add an instance to the degree days’ table, see the instructions under Drop-Down List’s

Add.

Edit
To add an instance in the degree days’ table, see the instructions under Geographical
Unit’s Edit

Delete

To add an instance in the degree days’ table, see the instructions under Geographical
Unit’s Delete
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Poverty Level

To add, edit, or delete “Poverty Level”, left click on the “Tools” menu, “Maintenance”
submenu, and select “Poverty Level”:

File

Accounting

Tools

Security  Help Select Wendor

Y MERAC Management

¥ Go=

Maintenance

Reopen Application
Reopen History

Run Supplemerntal
Email Information
Import ACR Detail Data
Export LIAP Data

Export DHHS Income Yerification Data
Import DHHS Income Yerification Data

Manual Income Werification

Merge Person Records

Database Properties

Drop-Cown Lisks
Geographical Unik
Degree Davs

Dollars Per Point

Fiscal Years

Percent of Points Allowed

Points Allowed

Paverty Lewvel

wood Prices

Scheduler Holidays

Next, the “Poverty Level” screen will appear:

ﬂgMERnE Management

File Accounting Tools

Security  Help

Select Yendor

* Qo

Foverty Level |

FPovery Level
Single Person Amount Additional Person Amaounts Activation Deactivation
» | 9570.0000 3260.0000 01/01/1999 063052006
9800.0000 3400.0000 0740152008

Single Perzon Amount Im
Additional Person Amount I 32600000

Activation | 51/01/1998 i
Deactivation 06302006 i
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Add

To add an instance to the degree days’ table, see the instructions under Drop-Down List’s

Add.

Edit

To add an instance in the degree days’ table, see the instructions under Geographical
Unit’s Edit

Delete

To add an instance in the degree days’ table, see the instructions under Geographical
Unit’s Delete

Wood Prices

To add, edit, or delete “Wood Prices”, left click on the “Tools” menu, “Maintenance”
submenu, and select “Wood Prices”:

& MERAL Management

H=1]

File Accounting

Tools | Security  Help

Select vendor

¥ Gox

Maintenance

'

Reopen Application

Reopen Hiskary
Run Supplemental
Email Information

Import ACR Detail Data

Export LIAP Daka

Export DHHS Income Yerification Data
Import DHHS Income Yerification Daka

Manual Income Yerification

Merge Person Records

Database Properties

Drop-Diown Lists
Geographical Unit
Degree Days

Dollats Per Poink

Fiscal Years

Percent of Points Allowed
Paints allowed

Poverky Level

‘Wood Prices

Scheduler Holidaws
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Next, the “Wood Price Groups” screen will appear:

EMERAE Management

E File Accounting Tools Security  Help

Select Yendor

¥ Gox

‘Wwiood Price Groups |

“endor ||

Frice Group

—Price Group Details

—City # Town

—Wood Types / Prices

To view a price group and its details, first left click on the “Vendor” drop down list by
clicking the - icon, and then selecting vendor.

EQMERAE Management

E File Accounting Tools  Security  Help

Select Yendor

- Gox

‘wiood Price Groups |

“endor |

[

Heath's Firewwood

Hellgren Logging

Hill & Dale Farms

Jackett Enterprizes
Jacques Michaud

Jeff Boivin

John D. Carrier |1l

— Price Group Detal John Ellis Sr.

Price Group

-

—City / Town

—wood Types ¢ Prices
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Next, highlight appropriate price group to be viewed:

B MERAC Management

Fin  Accourding  Todls
Weod Price Toocpe |

Security Help Select Yendor

Vendar lJc-:eD

h Ledgar

Frice Group Progiam Yem Wood Prce Group 10 o= - -
2006 ACALCODOTT
=
~ Pace Group Detals
~City / Town ~Wood Types / Psces
City ¢ Towny (o Wood Tyoe Pice =
o Agely ME 04471 Grown 16-15n 8 17500
Cary Flantation ME 04471 Gresrc T spi $175.00
Hamin ME (4785 { » Green 2t spit $175.00
Hagruesvde ME (4457
Hodgdon NE 04730
Houlon ME 04720
Leneus ME 04730
Ludow ME 04730
P'len Lm-:xd. T{[ 47E1 _',I _'.'
g | _pelete | _ads | _oelete |

Edit

To edit the details for a price group, left click into the “Price” column and input

appropriate price.

—Price Group Details

Cary Flantation ME 04471

Hamlin ME 04735

Haynesville ME 04497

Hodgdaon ME 04730

Houlton ME 04730

Linmeus ME 04730

Ludiows ME 04730

Mews Limerick ME 04761

_adada | _petete |

—City / Town —wiood Types / Prices
City /' Town Al wiood Type 4 Price -
p | &mity ME 04471 Green: 16-18in plit $175.00

r7 | Green: 16t zplit

=

19

Green: 2t split

$175.00

_tad | _petete |

NOTE: The user can only edit the details for a price group for the current year.
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Add Price Group
To add a new price group to a vender, left click on the BE&EM button.

| M MERAL Management

Flz  dercinting  Tooks Ssomby Hep Selsct erdor bl ]

‘wiood Pace Diroups |

andar | 1neph Ledger ;I
Price Gromp |_ [———— [ “Winod Pace Grap [0 = -l_ -
o MET W SAD000N T
2007 WEADDOO 4D
L LA _:I
P G Dl ads
ity o T fatood Tupes o Paces
Ciy / Town }j oo Type [ Fue =
= =

NOTE: When adding a new price group the system will per default set the program year
to that of the current year and automatically create a new wood price group ID.

Next, to add details to the added price group, please see Add Price Group Details

Delete Price Group
To delete a price group, first highlight the price group to be deleted:

“endor I.Joseph Ledger j
Frice Group Program *r'ear 7 ‘wiond Price Group |0 ! - -
2007 MSA00007140
2006 ACADOOOOT _I

Next, left click on the - button.

Confirm Deletion

:.Ej Are you sure that you want to delete group M3AD000131 For program vear 2007

Next, left click on the [} | button to confirm and complete deletion.
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Add Price Group Details

To add details to a price group, first highlight the appropriate price group/program year to

add details to:

M MERAL Management

Fde foooutng  Took Seoudte Helb Seleck Vendor % gon
[ 'w'mdl:'weﬂlml
Wardar |Jn2tp"| Ledger j
e — —— ¢ | e
. | 206 ACADIOT] | .
—Pice Gioup Detals
—Cip / Towm ~whood Types / Pices
EoTl, ?j iood Type [ P |2
L =
City / Town

To add a city/town to the price group details, first left click on the IE&&EH button.

—Price Group Detailz

r—City / Town

—wiood Types / Prices

City / Town

‘Wood Type
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Next, the “Add Wood Price Group Property” info window will appear:

ﬂgndd Wood Price Group Property M=l E3

Add Cite / Towen

Town

-LakelandPleaze enter town name-, FL 33803

-

Ahbot Vilage, ME 04406

Abbotts Mil, ME 04213

ACTOM, Ma 720

Acton, ME 04001

Adarmstown, ME 03873

Addison, ME 04608

Admiralty Village, ME 03304

Agamenticuz Village, ME 03502

Ajrport Mall, ME 044001

Albany Township, ME 04217

0K | Cancel |

e

[ |

4

Next, select the appropriate city/town to add and left click on the __ok_| button.

—Price Group Details

City / Town rwiood Types / Prices

City # Tawn p winod Type

E Price -

» |Hallowel ME 04347

[CAd] _petete |

Wood Types / Prices

To add a wood type/price to the price group details, see City / Town for further

instruction.
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Delete Price Group Details
To delete details to a price group, first highlight the appropriate price group/program year

to add details to:

ﬂgMERAE Management

File Accounting Tools Security  Help

Select Yendor

¥ Gox

wiood Price Groups |

“endar I Jozeph Ledger

Price Group

Frogram Year

‘Wood Price Group D

ACANOOOO7

—Price Group Details

—City # Town —wiood Types / Prices
City / Town Al ‘wood Type A Frice -
» | Aty bE 04471 Green: 16-18in split $175.00
Cary Plantation ME 04471 Green: 1t split $175.00
Harlin ME 04785 p | Green: 21t split $175.00

Haynesville ME 04497

Hodgdon ME 04730

Houltan ME 04730

Linneus ME 04730

Ludlow ME 04730

Mew Limerick ME 04761

City / Town

To delete a city/town from the price group details, first highlight city/town to delete:

—Price Group Details

—City / Town —wood Types / Prices
City & Tawr Al Wwiood Type -~ Price "
Arnity ME 04471 Green:16-18in zplit $175.00
Cary Flantation ME 04471 Green: 11t zplit $175.00
Harmlin ME 04735 p | Green:2ft split $175.00
Hapnesvile ME 04437
Hodgdon ME 04730
Ludlows ME 04730
ew Limerick ME 04751 j LI

I_I

Next, left click on the [IBSE#H button.
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Next, the system will prompt the use to confirm the deletion:

Confirm Deletion |

\?J‘) Are wau sure khat wau want ko delete Houlkan ME 04730

Next, click |: | button to complete deletion.

Wood Types / Prices
To delete a wood type/price from the price group details, see City / Town for further

instruction.
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Scheduler Holidays

To add, edit, or delete “Scheduler Holidays”, left click on the “Tools” menu,
“Maintenance” submenu, and select “Scheduler Holidays”:

8 MERAC Management

File  Accounting

Tools

Security  Help Select Wendor

* Gox

Mainkenance

]

Reopen Application

Reopen Hiskory
Run Supplemental
Email Information

Import ACR. Detail Data

Export LIAP Data

Export DHHS Income Yerification Data
Import DHHS Income Verification Daka

ranual Income Verification

Merge Person Records

Database Properties

Crop-Diown Lisks

Geographical Unit

Cegree Days

Dollars Per Paink

Fiscal Vears

Percent of Points Allowed
Paints Allowed

Poverty Level

Wood Prices

scheduler Holidays

Next, the “Scheduler Holiday Maintenance” screen will appear:

ﬂgMERnE Management

File Accounting Tools

Security  Help Select Yendaor

* Gox

Scheduler Holiday Maintenance |

Drate

| Diuration | Haliday

129 |Page



Add

To add a holiday, first left click on the IEREGEN button.

ﬂHMERAE Management

E File Accounting  Tools  Security  Help

Select vendaor

¥ GoE

Scheduler Holiday Maintenance |

Date

Duration

Haliday

p | 04/26/2007

1

Mew Holiday

Next, to change the “Date”, “Duration”, and “Holiday” fields, see Edit for further
instruction.

Edit

To edit holiday, left click into the appropriate fields and change the “Date”, “Duration”,
and name of “Holiday” as necessary:

ﬂgMERnE Management

File Accounting  Tools

Security Help

Select Vendor

¥ Gox

Scheduler Haliday Maintenance |

Date

Duration

Haliday

[ 4 | July. 2007

Sun Mon Tue Wwed Thu

v |D7/04/2007 -

Independence Day

24 025 26 27 2@ 29
1 2 3 #® 5 &
g 9 1 11 12 13

1% 16 17 18 13 20

22023 24 028 % 7

29 30 3n 1 2 3

T Today: 4/26/2007

130|Page



Delete

To delete a holiday, first highlight holiday to delete:

ﬂgMERnE Management

E File Accounting Tools  Security  Help

Select Yendor

* Gox

Scheduler Holiday M aintenance |

Date Dwration Haoliday
07/04,/2007 1 Independence Day
03/03/2007 1 Labor Dap

Next, left click on the - button.

Confirm Deletion

:\?f) Are wou sure that wou want ko delete Columbus Day date 10/5/2007

|

Next, click |
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E-Mail

The E-Mail Information functional allows the user to either send- or check the status of

an email message.

[ MERAC Management

File #ccounting

Tools

Security  Help Select Wendor

Maintenance

Reopen Application

Reopen History

Run Supplemental

* Gox

Ernail Information

-

Import ACR Detail Data

Export LIAP Daka

Export DHHS Income Verification Data
Import DHHS Income Yerification Data

fanual Income Yerification

Merge Person Records

Send an Email

Check Status of Email Messages

Send an E-mail

To send an E-Mail, first click on the Tools menu and select Email Information and Send

an Email:

MERALC Management

E File Accounting

Tools | Security  Help

Select Vendor

Maintenance

Reopen Application

Reopen History

Run Supplemental

¥ o

Ernail Information

Import ACR Detail Data

Export LIAP Data

Export DHHS Income Verification Daka

Import DHHS Income Yerification Data

Manual Income Yerification

Merge Person Records

Send an Email

Check Status of Email Messages

Next, enter in the appropriate fields: EmailTo, EmailFrom, Subject, and Content:
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MERAL Management

E File Accounting  Tools  Security  Help Select Yendor * GO

Ermail Contral |

EmnailTo || -

EmailFrom I

Subject I

Ermail Meszage

Control Megsage Testing 123

To send the email, click on the - button.

Check Status of E-Mail

To check the status of an E-Mail message, first click on the Tools menu and select Email
Information and Check Status of Email Messages:

MERALC Management

EFHE Accounting | Tools | Security  Help Select vendor * Gox

Maintenance 3

Reopen Application

Reopen History

Run Supplemental

Email Infarmation 4 | Send an Email

Import ACR. Detail Data | Check Status of Email Messages

Export LIAP Data

Export DHHS Income Werification Data
Import DHHS Income Yerification Data

Manual Income Yerification

Merge Person Records
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Next, the user has the option of checking the status of 1) Sent Email Messages or 2)
Email messages which caused an Error.

MERAL Managenment

: File Accounting Tools Security  Help

E rail Camtral |

1) E-Mails Sent
To check the status of emails sent, click the drop down list and select Sent.

NOTE: By default, the Emails Sent selection will automatically load when first entering
the Email Control screen.

MERALC Management

¥ Go=

: File Accounting Tools Security  Help Select Yendor

=l _Rosend |

Email Cantral |

Email Cantral |
Email Ta Email Fram Subject Email Mezzage E xception Meszage SMTPServer

p | ROGESKICETHOMAS | ROGESKICE@THOMAS | tEST ROGESKICETH | System.web: Could
CROGESKIGEMAINEH cmaynard@acap-me.or | MERAC Corection “wang benefit am | Syaten \web: Could
CROGESKI@AINEH Jgiosiai@penquizcap.or | RE-open an application | Need to make sur | Syetem \Web: Could
CROGESKI@MAIMEH kellpliEk vcap.ong fabian need to change v | System.web: Could
BM&MSIR EMAINEHD elaine. trufantEmaine. g Benefit return Charles pleaze allow us to | System W eb: Could
reverse denial Syztem.\Web: Could
Syztem \wieb: Could

[« | 2

ROGESKICETHOMAS EDU

Ermail Mezzage ~Testing 123

EmalTe | ROGESKICETHOMAS.EDU

EmaiFiom | B 0GESKICGTHOMAS.EDU

Systemweb: Could not access
'CO0 Meszage' object.

Subiect I tEST Errar

mzcallib: Exception has been thrawn by
the target of an invocation.

: The meszage could not be sent to the
SMTP server. The transport eror code wa

SMTP Server I
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Next, to resend an email that has already been sent, highlight the email to be resend and

click on the - button.

2) E-Mail Errors
To check the status of emails that occurred an error, click the drop down list and select
Error.

MERALC Management

= Fle Accounting Tools Security Help Select Wendor ¥ Gox

Ermail Contral |
[ = _Rosend |

Sent ]
Email Contral |

Email Ta | Email Framm Subject Email Mezsage E xception Meszage | SMTPServer |

[4] | i

EmailTo I Email Message

EmailFram I

Subiject I Enor

SMTF Server I

Next, to resend an email that resulted in an error, highlight the email to be resend and

click on the - button.
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Security

The security menu allows the user to change, add, or remove users’ roles and rights. The
security menu also allows the user to change its password.

EEMERAE Management
E File Accounting Tools | Security | Help Select Yendor * Gox

Skaff

Change Password

Staff

To add, edit, or delete “Staff” members access roles and rights, left click on the
“Security” menu and select “Staff”:

EEMERAE Management

E File Accounting Tools | Security | Help Select Vendor * Gox

\ Staff |

Change Password

Next, the “Staff Management” screen will appear:
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ag MERAC Management

S File Accounking  Tools Security  Help Select Vendaor v Gox

Staff Management |

[ Staff User Accounts —User Propedies
Last Mame E First Mame Middle Mame g First Mame I
4 Midelle Name |
Albesmith Setay
Allezmith Cetay LastMame IAdmln
Andezmith Detay Suffix I 'l
Andesmith Jetsy Gender IMaIe j
Andesmith Eetsy
Audesrmith Eab Diate of Birth ID‘IID1I1999 'l
Bacesmith Ietsy Activation Date |1D.l"| 01994 'l
Baiesmith Job _YI Deactivation Date I j
[Userfights Available Rol pssigned Rol
Ageney | hMaineHousing j Calendar Administrator <
Staffadrministrator
» |AdministratorliHEAP
AccountingLiHEAR
< |IntakeLiHESP =l

Add
To add a new staff member, first left click on the - button.

Next, the “New Staff Member” wizard will appear:

New Staff Member

Enter Details for New Staff Member

General Information

& [ [

First Mame Last Marme Suffix
I I ) I@ Female j
kiddle Mame Date Of Birth Gender

Hire Date If@f _J_J

= Back | Mext = | Firishi

Next, input the appropriate information into the designated fields.

Then, left click on the _ met> | pytton to continue:
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New Staff Member

LIHEAP Application User Setup
all fields are Required

User 1D I-:@:— - Fifteen characters or less

Password [ier -- Six characters or more

Confirm Password I.:@:.

Cancel | < Back, | Mexk = | FEirish |

Next, input the user ID [logon username] and desired password into the designated fields.

NOTE: Make sure to select a strong password consisting of both lower and uppercase
letters as well as numbers.

Then, left click on the _ met> | pytton to continue:

New Staff Member

User Agency
Please indicate the agency where the user works,

Agency @ -
Aronstook County Action Prograrn =
CED Bath

Comrnunity Concepts Inc,

Kennebec Valey Community Action Program

MaineHousing

Penguis Community ACtion Program

Penguis Community Action Program - Knox County

Peoples Regional Opportunity Program -

Cancel | < Back, | Mdext = | Einish |

Next, left click on the El icon to expand the drop down list and then select staff
member’s agency.
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Mew Staff Member

User Agency

Please indicate the agency where the user works,

Agency

MaineHoLsing

Cancel

| < Back. | Mesxt = | Einish |

When the agency has been selected, left click on the _ Emh | button to complete add.

To select staff member’s roles, please see Edit for further instruction.

Edit

To edit the information of a staff member, first highlight the staff member to edit:

| Fim Accouting  Toos Seoxty Help Sedect Verckor

St Manisgeom |

| Sl User Acceunts
Last Namn FirstName Midale Name j
Tesestmith | Retey !
Tezesmith Zﬁ'ot
s
Tecesmith Caob

v Go»

[ Usee Properties
Userid: I

First Name I Poul

Migdis Name |

Lazt Mame I Testar

Sz I ',

Thiesmeth | Rstsy Gender lu,,. ’l
Thiezmeth | Ketsy
Thoesmith ?Cclw | Y| N 0120111366 =
4
Tivesmdh | Betey Actvaton Date {01/0112000 Y
Trussmmith | Eetry . Dnactvation Dase | |
| User Aubidabl
Raghts Fal Assigned Bol
Agancy IM.nnc»'-{uum Q :] CenmLMEAP -
IntakelHEAP
AccourdngliRESP >
AdrrerustrasorUHEAF
1StARAS It aloe _'_I <
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User Rights

To change the “Agency”, left click on the =l icon of the drop down list, and select the
proper agency from the list:

-

Penquiz Cormmunity Action Pragram

Farquis Carmmunity Action Pragram AdministratorLiHEAP
Feoples Regional Opportunity Frogr Staftadrministrator
Tamp CAP

To assign the user’s role(s), first highlight role to be assigned:

|MaineHousing 7] ministra CetifyLIHEAP

Calendan’-‘«dinistrator IntakeLiHEAP
AccountingLiHEAP
AdminiztratorLiHEAR

Next, left click on the . icon to move the role from “Available” to “Assigned”:

Calendar Administrator CenrityLIHEAP
IntakeliHEAF
AccountingLiHEAP
AdrinistratorLiHEAR
Staffddministrator

To remove the user’s role(s), first highlight role to be removed:

|— Calendar Administrator CeritvLIHEAP
IntakeliHEAF

ingLiIHEAR

AdministratorLiHEAP
Staffadministrator

Next, left click on the . icon to move the role from “Assigned” to “Available”:

|— Calendar Administrator CeritvLiIHEAP

AccountingLiHEAR IntakelLiHEAP

AdministratorLiHEAP
Staffddministrator

140|Page



User Properties
To change the “User Properties”, left click into the desired fields and change at will:

—Uszser Properties

Uzer Id: Itester

First Mame I Foul

Middle Marme |

Last Mame I Tester

Suffix I Yl

Gender IMaIe

Date of Birth IDHUU'IQBB

Activation Date | 01/01/2000

Lef Lef Lel e

Deactivation Date I

NOTE: When retiring a staff member, select proper deactivation date.

User Roles

MERAC Management has the ability to setup and control access rights for the users by
the selection of roles.

fyailable Roles Azzighed Roles
AccountingLiHEAP IntakeLiHEAF
Staffddministratar CertifeLiHEAP
ReadOnly » |AdminiztratorLiHEAP
Calendar Administrator

EHS Adminiztrator F

To add a role, first highlight the role from the ‘Available Roles’ box and then left click on

the '* button. After having clicked the '* button the highlighted role will appear in the
‘Assigned Roles’ box.

To remove a role, first highlight the role from the ‘Assigned Roles’ box and then left
click on the '€ button. After having clicked the '€ button the highlighted role will then
be removed from the ‘Assigned Roles’ box and appear in the ‘Available Roles’ box.

Property of Roles:

Certify LIHEAP: Allows the user in MERAC Client to certify applications,
without this role being assigned, the ‘Full Certification’
button will be inactive.
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IntakeLIHEAP:

Administrator LIHEAP:

Staff Administrator:

Calendar Administrator:

Read Only:

EHS Administrator:

Provides the user in MERAC Client with the ability to
create and maintain basic application maintenance
functions.

Provides the user in MERAC Client with the ability to
access the Tool menu and to, thereby, control the
maintenance of local landlords, employers, and vendors.

Allows the user to access the staff administration menu
option in MERAC Management.

Allows the user to access the Scheduler site’s setup area in
MERAC Client.

Restricts the user from making any changes in both
systems.

Allows the user to change the physical address on an
application.
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Delete
To delete a staff member, first highlight appropriate staff to be deleted:

| Staft User Accounts
_Osiate |
_LaxtName _FestName | Midele Nome | ]
Tesesmeh Fatsy I
Tassimith Cob |
i Tucasmnith Cob |
Jrow P |
Thiesmith Reuy {
Thioemith Koty |
Thoesmith Cutzy |
Thermith Belyy
Truesmith 15y
uesmit -E: v ‘\ _'J

Next, left click on the - button.

Next, the system will prompt the user to confirm deletion:

Confirm Deletion Eq |

\?/ Are wou sure that wou want ko delete Poul Tester

Next, click |: | button to complete deletion.
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Change Password

To change the user’s password, left click on the “Security” menu and then select “Change
Password”.

EEJMERAE Management
File Accounting  Tools | Security | Help Select Vendor * Gox

Skaff

| Change Passward |

Once the user has selected this option, a “Reset Password” info window will appear.

The user now needs to type in the old password first into the designated “Old Password”
box.

ﬂgUser Reset Password H=] E

Pleaze enter the following password information:

Old Password: ||

Mew Password: I

Canfirm BMew Pazswoard: I

0K I Cancel |

Next, enter the new password into the designated “New Password” box.

Lastly, confirm the new password by entering it into the “Confirm New Password” box.
The reason for this confirmation is to make sure that the user didn’t mistype any part of
the new password.

NOTE: Make sure to select a strong password consisting of both lower and uppercase
letters as well as numbers.
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