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Introduction and Purpose

In February 2003, JAI Software, Inc. (formerly Joseph Associates, Inc.) began the
process of designing MERAC with the Microsoft .Net Framework as the runtime
environment technology and Microsoft’s SQL Server as the database technology. This
platform provides for excellent support from Microsoft Corporation and the numerous
partners who are designing software that is compatible with this system. The choice gives
the client the assurances of continued support from the world’s leading software provider.
Building in the .NET Framework reduces the risk that the software platform will become
obsolete, as Microsoft has committed the corporation to this .NET path with great
success.

JAI Software, Inc. assembled a team of experienced computer systems designers and
programmers with the appropriate skills to design and build the integrated system. The
first major task was the development of the application shell designed to provide the
security, communications, and relational database structure. This application shell was
designed with the dual purpose of supporting the LIHEAP user interface and the
Weatherization user interface. The system was deployed in July of 2005 and took intake
for over 50,000 clients, making 108,000 payments in the first year.

The purpose of the MERAC system is to offer a custom programming service that
integrates with MH’s existing systems, rather than a pre-packaged stand-alone product.
Although the MERAC system was initially developed for MH, it can easily be adjusted
for use in other governmental agencies nationwide due to its ability to interface with
other database applications running on Microsoft’s SQL Server and other accounting
applications.

Ultimately, the MERAC Assistance system supports a Client-Server environment that
currently utilizes Citrix to publish the application to remote users. The system runs on
either Windows 2000 Professional or Windows XP Professional and is written using
Microsoft Visual Studio .Net 2005 (Visual Basic). The system is also using Infragistics
(to provide additional user controls) and Raptier (to assist with the data-connection layer
of the application).
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Hardware and Software Requirements

The minimum requirements for the SQL Server are as follows:

v

v

Dual processor 2.4GHz or greater
2 GB RAM

5 GB disk space for data
Windows 2000 Server or greater

SQL Server 2000 SP4 or greater

The specifications on the Citrix Server will depend greatly on the number of people that
will add to the Citrix gateway. The estimate recommended for the MERAC software on
the Citrix Server is 50Mb per user.
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What’s New?

_ e B =
What’s New in SR-13
MERAC Assistance V2 SR-13 offers the following new feature:

DHHS Import Follow-Up
» Maintaining DHHS Import Errors

"
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Intake and Data Entry

The following section will describe how the user sets up new applicants and how these
applicants’ data can be adjusted based on new information relating to changes in criteria
[i.e. change in income, change in address, change of number in household, etc.] The
chapter will also describe how the user can perform reporting based on applicant(s) data
via reporting.

Two methods: 1) Create New Application, or
2) New from Current.

Create New Application

Standard LIHEAP

The first part that we are going to examine is the intake of a new applicant. The user is to
left click menu File and select New Household Application.

This will open up a wizard that will guide the user through the creation of a new
application.

7|Page



“New Household Application” Wizard
The following wizard consists of four windows that will ask the user to input basic data
about the new applicant.

Window 1
The user is in the first window encouraged to enter the required data as seen below.

NOTE: Date must fall into the timeframe specified in the red note seen at the right of
the screen. Once the proper date has been entered, the red note will disappear.

Apphcaton Date A0OBCANON IO THAST 130 0N Of Lotwdin)
R [ ey
Intabe Tyoa  C—

Next, fill in the Application Type:
Type “S” for Standard LIHEAP or select from the drop down box.

Now, enter the “Intake Type” (type “N” for “New Paper App” or select “New Paper
App” from the drop down box.
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Once all fields have been completed, click the i button for the following screen
to be displayed.

Window 2
The second window summons data about applicant’s dwelling type and address:

Again, the user is required to enter the requested data. Click the “Dwelling Type” drop ==

down arrow and select a Dwelling Type. The user is here given the options between:
Apartment, Condo, Co-Owned Duplex, Mobile Home, Single Family, — oo
Single Family Condo, or Unknown.
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The latter option is used in case the applicant’s data is unavailable at the time, but needs
to be filled in later in the process.

Next, left-click into the “Physical Address Line 1” box and enter the physical address for
the dwelling.

NOTE: This has to be the dwelling address and NOT the mailing address!

Next, left-click into the “Physical Municipality” box and type the first letter of the town
you are looking for. OR Left click the arrow to display list of Town names —
(Example used: Hallowell)

Once all required fields have been entered, either left-click on or tab to the Iﬁ
button and press Enter.
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Window 3
The third window summons data about the applicant’s personal data:

LR M alne Energy Assistance ond Cotmetvation Seelems. =lel x|
Dl Serefiu_Reporw Yook Sesirty_beb
=10} %}
1
|= | [
Pt N Mcke Narws Last N
Gereter [ - :
Dot b Ewtn [® =l
Mertitcotion Tyce [ # ~] 4
Mderjtication fumber [ #
Househokd Mermber Srco | # ~] 4
» s
ool | <me | | |
r;sm[ |G @ B3 " 83 Interret Bxp.. | M)Mamory Test Sc.. | s Mae Erergy A [ New Househo... 12585 11,50 AM

= First, enter the applicant’s full name. [First and Last names are required!]

Then, select the applicant’s gender either by left-clicking the drop down list’s arrow and
selecting gender, OR by typing “F” for female or “M” for male in drop down box.

Next, the “Date of Birth” must be entered to assure that the person is at least 18 years old.

i |
Then, the “Identification Type” and “Number” needs to be entered, this is typically the
applicant’s Social Security number; however, an Alien Number can also be used.

Lastly, the “Household Member Since” field must be entered.

NOTE: Date must be equal to or prior to the “Application Date”.
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In the following can be seen an example applicant Ricky Hallowell, Male, DoB
01/01/1955, Soc. Sec. 001-11-1111, Household member since 01/10/1999:

[Forant
Last Names

o [ H

Dute ot eetn | 01011968 =

Hertrication fumber | 001-11-1113

@ e ekl

Once all required fields have been entered, either left-click on or tab to the Iﬁ
button and press Enter.
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Window 4
In the last window for the wizard, the user is encouraged to either:

A) Confirm that the dwellings physical address is the same as the applicant’s mailing ===
address by left-clicking check box, OR

B) Type in the applicant’s mailing address if different from the dwelling’s physical

address by left-clicking in appropriate boxes.

(17 i il Adiclronss T Wi wamrn % this Plyaical Addias, Chsck s bk =———]

Mong ackkess Lne 1 [ 83 Hughes Lane <=
Mg Adddis e 2|

Malng Muncpaity @ Halowed, ME 04347

Once all required fields have been entered, either left click on or tab to the _ Erish |
button and press Enter.

CONGRATULATIONS: A “New Application” has now been created!
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ECIP only

To open an ECIPonly application: Left click on menu File and then select New
Household Application.

M Maine Energy Assistance and Conservation System

Flle | Barefits Reports Tools Seaurity Help
[ few Housetold Application |

Qpen .

Exit

Maine Energy Assistance and C'onservation System

Maine State Housing Authority
Energy and Housing Services

Next, left click on “Application Date” drop down box to input application date. =1
Then, left click on “Application Type” and select ECIPOnly.
|
News Household Application Wizard
Application Details

application Date m

Applieation Type IEczr'Dnl\r - |

> Intake Type Stariclarcl LIHEAR
T J—

& (recuired fiolds)

cancel | pack | mext= | Ak

== Now, left click on the “Intake Type” drop down box to select Intake type.

Once all required fields have been entered, either left-click on or tab to the | hext> |
button and press Enter.
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Now, left click on the “Dwelling Type” drop down box and select appropriate dwelling
type for applicant.

(™ New Househaold Application HEE

New Housshold Application Wizard - Dwelling
Fleases enter information about the phy sical location,

Dwallng Typa | Lﬁ

Apartmant
Condo I

Physical Address Lins 1 I L] Co-Cwrned Dupler 4
obile Horme

Physical Address Line 2 | Single Farmily
Single Family Condo

Physical Municipality I L Lnknown Sodl I

I mMobile Home Buit Before 1976

a (reguired fielcls)

ancel I = Back I Tl I [Eirilsk I

Next, left click or tab to the “Physical Address” Line box and input applicant’s address. ===

| ™ New Household Application =] E3

MNew Household Application Wizard - Dwelling
Please enter intormation about the physical location.

Dwelling Type |9ir gle Farnily ll

Phiysical Adcress Line 1 I 18 Testars Ave

Physical Address Line 2 |

Phiysical Municipality i El <<
Abbot Vilage, ME 04406 -
Abbotts M, ME 04219

ACTOM, Ma 01720

ACTCM-, ME

Acton, ME 04001

Adamstown, ME 02579

Addison, ME 04606

‘- (required fields) Admiralty Yilage, ME 03804 hd

_concel | =Back | vext s | prsh |

Next, left click on the “Physical Municipality”” drop down box and select appropriate ===
municipality for applicant.

Once all required fields have been entered, either left-click on or tab to the |_|N‘3"“‘t =
button and press Enter.
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Next, left click on the appropriate name boxes to input applicant’s full name.

™ New Household Application

New Household Application Wizard - Primary Applicant
Please enker the bollowing inkormation abouk the Primary Applicant

v v v

E3 [ [

First Marme Middle Mame Last Marme

Gender |© =] <

Date of Birth |9 ~] <

Identification Type |© LI .

Identification Murmber |© - - <<

Household Mernber Since If@f LI <

@ (required fields)

Cancel | < Back | TWext = I Firnistfj |

Next, left click or tab to “Gender” drop down list and select applicant’s gender.

Next, left click or tab to “Date of Birth” drop down list and input applicant’s date of e
birth.

Next, left click or tab to “Identification Type” drop down list and select to USe ither  ——
applicant’s Alien number [if applicant is a legal alien] or social security number.

Next, left click or tab to “Identification Number” box and input appropriate number for —
applicant according to selection made in Identification Type.

Next, left click or tab to “Household Member Since” box and input appropriate date.

Once all required fields have been entered, either left-click on or tab to the |_|’“J‘3}“"E =
button and press Enter.
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™ New Household Application

New Household Application Wizard - Mailing Address
Atter completing the tields below - click Hnish ta add the new Household and Application

If the Mailing Address is the same as the Physical Address, Check this box -—---——- > |_<

Mailing Address Line 1 I@ <

Mailing Address Line 2 I

Mailing Municipality |f@3 LI‘

‘@ (required fislds )

Cancel | = Back | HERE = | Einish |

Next, if the applicant’s mailing address is the same as the address of the dwelling then

left click the designated check box.

If the applicant’s mailing address is different than the address of the dwelling then left _
click the appropriate address boxes available.

Once all required fields have been entered, either left-click on or tab to the %
button and press Enter.

When the wizard has been successfully completed, the user will be taken to the summary
screen.

Next, complete tabs: Summary, Dwelling, Heating Systems, and Income/Expense as seen
in Input Data for Applicant(s) section.

17|Page



LT T |

'
BRG] all el ME 08337 =]

Next, left click on the “ECIP” tab to continue.

Next, left click on the - button to start ECIP application.

Next, left click on the “Application Date” drop down box and input the date of
application

B Add ECIP Application =] £ |

Application Date h-”-l niz0n7 u
application Time I:l

Application Purpose I

Next, left click or tab to the “Application Time” box and input time of application. ==
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Next, left click or tab to the “Application Type” drop down box and select appropriate
type of application.

Utility Dz connect Emergency

Application Date IEI'I.I"I 02007 vI il
Application Time |1‘|;25,-'1\_M_ edy

Application Tvpe I vI <
ECIP-A
Hea Application Purpose ECIP-E vI

Add | Cancel |
Y

T LTI T T AT T g T To==00 |‘|l:|.!|c|L,I:|||_,r'lt

il Swetem iz Inoperable

If ECIP-A is chosen:

Utility Di s connect Emergency

% Add ECIP Application ~|

Application Date ||:|-”-| 02007 vI Ll
Application Time |1‘|;25,-'1'-,_M_ edy
Application Tyvpe IEC|FI_'{',' vI

Hes Application Purpose I v|<

Fuel ﬁ

Furnace Repair {bdinor
Add Litilitw Dizconnect

Y

L SR TTaTTATTCaT Ty L] [ L= =] | I'lEl.lICI'_rEIII_rht

[ System iz Inoperable

Next, left click or tab to the “Application Purpose” drop down list box and select =
appropriate purpose for application.
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If ECIP-B is chosen:

Litility Diz connect Emergen

Application Date IEI'I.I'1EI.I'2EIEI? vI il
Application Time |11;25,&,_|‘-.-1_ edy

Spplication Type IECIF‘—EI vI

ned Application Purpose vl <

Furnace Repair vI

Furnace Replacement

Add Cancel I

A

T T ETET T T5 (T AT DL Ty T Ta= =0 |‘|l:|.l|c|L,I:|||_rr'It

[ Swstern iz Inoperakble

Next, left click or tab to the “Application Purpose” drop down list box and select
appropriate purpose for application.

To complete adding ECIP application left click or tab to &l button and hit
Enter.

To take no action, left click or tab to __<3™€€l | hytton and hit Enter.

Tezttdann, &llan |

Cortiicaton_ | [ add | _petet |

ECIP Applications

App Date App Time Type Purpoge
b |EI1£'IEI£2EIEI? 11:25 A M. | ECIP-A [tility Dizconnect

L

[]

Once the adding of the ECIP application is complete, the application will show up in the
ECIP Applications section as can be seen in the above example.
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Next, left click on “Benefit Amount” box to input benefit amount needed for applicant.  mm

Bob fudesmits ¥
=

Next, left click or tab to ECIP Certifier drop down list box and select name of Certifier
Next, complete the appropriate section for application.

=== |f user chose purpose Fuel (1):

If user chose purpose Utility Disconnect_(2):

If user chose purpose Furnace Repair (3):

NOTE: Amount available for an “ECIP-A” application is $300, and J
The amount available for an “ECIP-B” application is $2,500
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1. Fuel

Left click on “Last Delivery Primary” to input Last Delivery date to primary heating
system. _‘
Fuel Emergency l
Last Delivery Primary I_.f_.f_ LI Fill-up [
Units Delivered | %j'_
Price Per Unit I . 0.0004@ Fuell eft n Tank !—
- |_g5t Delivery Secondary I LI Secondary Can Heat | ¢
Energy Yendar I LI
Fuel Tvpe I
“Wiood Tvpe I

ECIP Purchaze Unitz I

Delivery Charge I 4 0.on

LIHE&AR Credit fwailable I $ 0.00

Next, left click or tab to Units Delivered box and input the amount of gallons
delivered at last delivery to primary heating system. —

Next, left click or tab to Price per Unit box and input the appropriate amount.

Next, if applicable indicate Last Delivery for Secondary heating system by left
clicking or tabbing to appropriate box.

Next, if Secondary Heating is present and functional left click Secondary Can Heat
check box.

Next, left click or tab to Energy Vendor drop down list and select appropriate vendor ===

Laszt Delivery Secondary I LI Secondary Can Heat [
EnergyVendor |4, qusta Fuel Campany - Oil ;I
Fuel Type

Auguszta Fuel Comparny - Qil

“Wood Type
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Once the appropriate Energy Vendor has been selected, the “Fuel Type” will
automatically show up either in the Fuel Type Box or in the Wood Type Box
depending on primary heating system.

Fuel Emergency

Last Delivery Prirmary |11j|:|1j2|:||:|5 ;I Fill-up r

LInits Delivered I 100 Diavs of Fuel Left I
Price Per Unit I $ 2305 Fuel Left In Tank I

Last Delivery Secondary I ;I Secondary Can Heat I

Fuel Type IO” <

Wood Type I

ECIP Furchaze Unitz I

Delivery Charge I 4 0.on

LIHEAR Credit &xvailable I % 0.00

Next, if applicable, enter in the appropriate “ECIP Purchase Units”, “Delivery
Charge”, and “LIHEAP Credit Available”.

To complete the ECIP application: see ECIP Certification.
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2. Utility Disconnect

Left click on “Utility Vendor” to select applicant’s vendor:

Lility Di s connect Emergency

Litility Wendar LI

Bangor Hydro-Electric Co -
Central bdaine Power -

Eastern haine Electric CoOperative Inc

Fox lzlands Electric Co-Operative, Inc.

Dizconnect Amaunt | Houlton Water Company

kennebunk Light & Power District —
hadizon Electric Works

tdaine Public Service-Prezque lsle e

Llility Cantact Mame

Digconnect D ate

Next, left click or tab to “Utility Contact Name” and input appropriate name: ==

Litility Dizconnect Emergency

Utility Wendor ICentraI kaine Power ;I

LHility Contact Mame I'ﬁ'lla” Testhdann —

Disconnect Date I, ﬁ%;:

Dizconnect Amount I ¢ 0.00. [_FCiPwill Bermeds:

™ Broken Fayvrment Arrangements

Next, left click or tab to “Disconnect Date” to enter disconnect date informed by
Utility vendor.

Next, left click or tab to “Disconnect Amount” to enter amount reported by Utility
vendor.
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Next, left click or tab to the appropriate check boxes to indicate whether:

“Heating will fail”

“ECIP will remedy”

“Broken Payment Arrangements”

LHility Diz connect Emerqgency

Uttility Yendar ICentraI kaine Power

Lltility Contact Mame I Allan TestMann|

Dizconnect Date Im;gg;gnm LI |, Heating "will Fail

Dizconnect Amount I % 275 00 ECIP il Remedsy

I Broken Fayrment Arraflgements

To complete the ECIP application: see ECIP Certification.
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3. Furnace Repair

Left click on “System Vendor” drop down list box to select appropriate vendor. =

Heating System Emergency

Systerm Yendor

& &T Fuel

A Avery Fuel Oilz Ine.

A B Ramsdell Co Inc

A E Robingon Co Inc-Dexter <
A E Robingon Co Inc-PAREMT

A& E Robinzon Qil Co Inc-Dover-Foxcroft

& E Robingon Qil Co-Greenville

Acadia Fuel il |

r Systern iz Dani

LIl

I Swzterm iz hdalf

I Swzterm iz Inop

Next, left click on appropriate check boxes:

He ating System Emergency

System Yendor I.ﬁ.ugusta Fuel Company "’I
r Swztem iz Dangerousz ¥ Meeds Repair
v Systermn iz Maliunctioning | [ Meeds Replacement

r Systern iz Inoperable

T

To complete the ECIP application: see ECIP Certification.
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Input Data for Applicant(s)

In the following sections, the input data for applicant will be discussed based on the
following tabs shown: [These can be seen on the bottom part of the screen]

Sumany IHmﬂHHm | [wei'g| H&ai'IJS}t:emI rmTe.l'E:\;er;el

Saving Current

Before we start looking at the individual tabs, it is important for the user to learn how to
save entered data at any time during intake. While working on any tab, the user has the
ability to save current information by following procedure:

Eile/Save Current

™ Maine Energy Assistance and Conservation System
| File | Benefits Reports Tools Security  Help

Mew Household Application

Mewy From Current

Qpen e v __add | _pelete |
Close Current LiHEAP Telephone
Contact Role From To T
———p S CUMTENt v[ = |H0me Telephone 12/26/2005 =
Erint Current LI Area Code Mumber E=tension =
] 000-0000

Exit

Mailing Address

Line 1 [ 173 TastHill RA
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Summary Tab

The first tab which we are going to examine is the summary tab which provides the user
with a brief overview of the application.

Maine Energy Assistance and Conservation System

 File Benefits Reports Tools Security  Help
Test, Ulla |

—Application and Contact Info <
Application Date |D1ID1I2DDS -| PERAC Application ID |uuuu1a1433 - - 1

Application Type | 5iandard LIHEAR

Telephone

Application Status IF'ending j Contact Role | From | To | 3‘

Intake Warker [Rop Andesmith =

Agengy | 1,154

Mailing Address

Line1 123 Test

Line 2 I

Municipalit | 5iomhegan, ME 04875 = =

—Mumber of Houzehold Members whao arej

Mative American I o In Household I 1 Elderly I 0 = T —
Dizabled I 0 Under Age 2 I il

&t least one person in the Household iz receiving: 4

" Food Stamps ™ General Assistance [~ Medicaid Other

The summary tab consists of three grouped boxes:

1) “Application and contact info” group, state:

On the LEFT side:

Date application was submitted

Type of application [Standard LIHEAP or ECIP]
Status of Application [Pending or Eligible]
Name of intake worker

CAP Agency handling case [example: KVCAP]

On the RIGHT side:
MERAC Application ID#
Telephone information for applicant
With the ability to add or delete new role of contact
Hereunder: Home- and Message telephone no. with FROM and TO
dates to specify during what dates applicant can be reached.
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2) “Number of Household Members who are” group, state:

On the LEFT side:

Gives following overview of household member:

Native American In Household Elderly
Disabled Under Age 2

On the RIGHT side:

Hypothermia Risk box is checked automatically when “Under Age 2”, “Elderly”
and/or if persons who are listed as part of household has a physicians note [as
specified under the “Household Members Tab!™’]

The information gathered in this section can only be changed under the
“Household Members Tab!”

3) “At least one person in the household is receiving” group, states:

If any member of household is receiving:
Food Stamps, General Assistance, Medicaid, or Other

This is used to indicate if at least one person in the household is receiving state
aid.
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Household Member Tab

The household member tab allows the user to add further members to household and
hereunder be able to list whether a hypothermia risk exists or not, determined by member
being 1) Native American over age of 55, 2) Over age of 65, or 3) Physician’s note.

[ Mame Inergy Assistance ond Conservation System

b= Dencfts Pcmc_ts Tools  Seourty "ebv

{5 |...-|

= Primary Apphcant ﬁ l 1 = = 1
Houehold Menbey T elephoese
4 Coreact Ficke [TFm [ Te | = 4
=
General Indormation
I Pete I TExtS [ E‘ 2 _'J
Firtt Narme Last Namw Buffix
| | mmoiness [Male -]
Middie Name Date OF Birthy Gunder - -
_EMal . !
Inslarce Infomation 4 Corf-t Roks ] From To ] 5
{Unknown = sccialBecuey |5 | 111-15544e 3
Marnal S2atus 1D Type 1D Number
I C#zen ™ Eldesty ™ Hypathermia Rizk
T~ Nastve Amencan ™ Under Two T~ Prytician’s Note
Hual insurance Nore - I~ Disabind _'J
Education Level Age | <

The household members tab is grouped into five sections:
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1) Gives the user the ability to I) Add member(s) to household, 1) Remove
member(s) from household, and 111) Change Primary Applicant.

Add member(s) to household

I) Toadd member to household, the user will left click on the -
button seen on top of “household member” box.

Once the - button has been clicked, the user will see the “Add
Household Member” wizard appearing in form of a new window.

Add Household Member

Add Household Member Wizard

First: Is the household member to be added a
former household member?

Cancel | = Back I Mext = | Eimish |

First, the user has to specify whether the newly added household member is to
be added as a former household member or as a new one.

General guide:
YES Former members of household EXIST and is to be added
NO New member of household is to be added

Next, the user is encouraged to type in the new household member’s First-,
Last name, Suffix and Middle name [if any], Date of Birth, Gender, and
identification number [typically social security number].
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Add Household Member

Add New Person
Enter details then click MEXT to add!

General Information

|& |& [ =]
Firgt Mame Laszt Mame Suffix

I I A @ hale LI
hdiddle Mame Diate Of Birth Gender

Identification #

‘@i (required fislds) -

Cancel | < Back I [ext = | Einish |

Once all required fields have been entered, either left-click on or tab to the

|_mext > | pytton and press Enter.

Next, the user has to state the beginning date of added member to household.
This information is used when calculating application’s benefits.

Once all required fields have been entered, either left-click on or tab to the
__Enish | pytton and press Enter.

This will bring the user back to the household member screen with the new
household member added.

The newly added information in the wizard will show up in the general
information group box.
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Remove member(s) from household

I1) To remove a member from the household, the user will first highlight the
household member, by left-clicking to the left of the household member’s

name, and then left-clicking on the - button.
™ Maine Energy Assistance and Conservation System

File Berefits Reports Toole Seority Help

¥ Prisnaey Applicant

[ et et 18 o |
| Begrring

Theougn

Houehold Member

072000

=

Corract e

Once the - button has been clicked, the “Remove Household

Member” screen will appear:

® Remove Household Member

Through Dats

(s 5

Detete |

ﬂ.hl

Cancat |

NOTE: The permanent removal of a household member should only be
done, if the household member was added in error. In ALL other
cases, household members must be retired.

To retire a household member, first set appropriate Through Date, then left

click the ﬂl button.

To permanently remove a household member, left click on the __Pelete |

button.

To take no action, left click on ﬂl button.
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Change Primary Applicant

[11)  To change primary applicant, the user will first highlight the household

member to be set as primary applicant by left-clicking the “Primary
Applicant” check-box.

7™ Maine Energy Assistance and Conservation Syste
- File Berefits Reports Tools Security Help

TEstF, Pete |

r Frirnary Applicant

Houzehold kember

Beginning

Through

TE=t5, Pete

00142000

L |
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2) The user now has the ability to select and add further information about applicant(s)
by first highlighting household member.

* Maine Energy Assistance and Conservation System

File Berefits Reports Tools Security Help
TE 2% P I

1< Primaey Soplicam

Telephona
Cartact Role [ Fom [ Ta Tﬁ

=4
q General information — i

[Fese [Tews | =] . ol
Firet Name Lert Name Saff
{u | ovoinass [Male ~]
Middle Name Dase Of Birth Gender
Inatance Informatan

[_lr known 3 [Socml Secusity E [ 1111554844

Masilal Status 0 Tyow 10 Nurriher

™ Citizen I Elderty ™ Mypotrermia Fisk

1™ Natye Ametican ™ Under Two ™ Physician's Note

Haalth Insurancs None vl " Dissbled
Education Level Unknown N I Age l £

The user can now, based on selected household member, change name, date of
birth, and/or gender in case of mistyping during intake.

NOTE: Once application has been certified these fields will be locked!

3) The user can also, based on the selected household member, add information about
member:
Marital Status, ID Type, ID Number, and
Health Insurance and Education Level via drop down boxes
Citizen, Native American, Physician’s Note, Disabled via check
boxes
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4) Lastly, the user has the ability to Add a contact number or Delete a contact number
of every household member listed.

Add a contact number/e-mail

To add a contact number, first highlight household member and then left click on
-
| tEiPe]
7 Prenaty Apphizant - I I - _
> Horasshrbd Mo | Tebphorn ‘
> Cordact Role { From [ To l =
i 01407 22000
b
[ General Informaton
| [Fow [Tews | ~] =
First Name Last Namse SuMix
| { | ovoiness m
[ Middle Name Diate Of Biith Gender

Once -| button has been chosen, left-click on drop down list’s arrow to

choose type of “Contact Role”; the user has the choice between:

Business Telephone, Cell Phone, or Fax Line.

M Maine Energy Assistance and Conservation System

File Berefits Reports Tools Security Help

TEu5 Pets |

7 Primary Aoplicant | | | _d | el |
Heusahold Mermbet Bogrrey) Theough [ T
O BB s g e o —
| lesth, Sue o1 /012000 = )la';.r-_-z-: Telepbone w | 40072007
Nurber | Estenson
B
B
. Gansral Wlormation
| Pete ITE:IE | .:] Ll
Frvt Name Last Name St

Once the “Contact Role” has been chosen, left click “From” box to enter the start date
from when contact role can be reached at selected number; the user can also enter an
end date in the “T0” box. The “From” and “To” dates are typically used together to
deactivate an existing number.
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:

Houanhold Membet Begnnng Thecugh = T-r:fmi *
| TestSmith, Jobn 01,20 | Contact Roke From To
. I Cel Phore 2y ro0s
f Asea Code Peambet Extenson
GG | 5951289

Lastly, the user needs to enter the appropriate number selected for household
member. This is done by left-click the “Number” box and then entering the number.

To ADD ANOTHER contact number for addition household members follow the
same procedure.

To ADD AN E-MAIL ADDRESS, follow the same procedure.

Delete a contact number/e-mail
To delete a contact number, first highlight the household member:

TEst, Pete |

¥ Frimary Applicant - | |

Through

Houzehald kember Beginning

a TEst5, Pete 0140142000
01.,/01/2000

Next, left click on the - button:

NOTE: A telephone record should only be deleted if it was entered in error!

Confirm Deletion

“f/'- The Busiress Telephone for number 5551455 should be deleted only if it was entered in error! If this telephone
= number was never valid, click OK to delete, Otherwise, click Cancel and use the Through Date to inactivate the
telephone number.

Once the - button has been clicked, left-click on the
confirm that number was entered in error.

button to

To take no action, left click the ﬁ button.

To DELETE an E-Mail address, follow the same procedure
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Dwelling Tab

The dwelling tab is used to further specify an applicant’s dwelling information. As can be
seen from the screenshot below, the dwelling tab consists of two grouped sections:
Location and Dwelling Information.

‘ Maine Erergry Ascisbanie and Conserval on Sysbem

Fil= Bermftz PRepors Took  Sscumty
Tast. Ll |

| Looation
Phovaical Sddresa - Delverstddress
Line 1 | Line 1 |
Line 2 | Line 2 |
Muriu'pili‘l;rl kowhegan. M f B Wn-:iplli‘l;rl =
__ Dolorvinsiucsons |
[ Drwralbng Irdorrmation
<
Dramership Type ||}_.,.. j Tokal Rooma l_
Doweleg Tep# [ingle Famity E| Lkdng Faorns |'_ walls Ingidatad m
Drwelling Age [ Badrooms |_, A#ic Insulated m
Enwelling Condition | B Dining Roams [ ¢ Wister Heates Insulated [ jpncar, |
Sq.Footsge Living Spses [ Kitchens [ WaterHesterFusl [ <
Other Hooms l_ .
Ligt Other Roorm: |
Diste Weatherized |—;|

Location group [seen on top part]:

Shows the applicant’s

1) Physical address on the LEFT [as determined through the new application
wizard]

NOTE: The physical address can be changed by clicking the _
button. This functionality is only available to users’ with EHS admin

role assigned. See Physical Address Change section on next page
for further instructions.
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2) Delivery address on the RIGHT [optional entry: used if delivery address is
different than physical address]

NOTE: Specific delivery instructions for the fuel vendor (i.e. directions to
dwelling or storage unit) can be entered by clicking the

button.

Physical Address Change

To change the physical address, first click the _ button and then type fill
in the next physical address:

Physical Adress Change M= 3

Mew Phyzical Address
Lne 1 |

Line 2 |

Municipality | Skowheaan, ME 0476 -]

Reazon For Adrezz Change I

Ok Cancel

4

NOTE: A reason for the address change is required before the physical address can be
changed.
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Dwelling Information group [seen on bottom part]:

On the LEFT side, the user has the ability to set:

1) Ownership Type: Drop down box which allows user to choose from:

Own, Rent, Rent with Heat, Room/Board,
Subsidized, or Subsidized with Heat.

The latter two automatically sets max benefit for applicant to $5.00. The
others are used in conjunction with the income tab to determine amount of
benefit available for applicant(s).

Number of Apartments

 Dwelling Information

e 2)  DWelling Type: Drop down box which allows user to choose from:
Apartment*, Condo, Co-Owned Duplex, Mobile Home**, Single
Family, Single Family Condo, or Unknown***,

*If Apartment type is selected, the user has further to fill in:

4 Cwwnership Tvpe ISubsidized

4’ Dweelling Twpe -
Dwelling Age I ap
Dwwelling Condition IFair LI
Sq. Footage Living Space l—

Total Rooms
Living Rooms
Bedrooms
Dining Rooms
Kitchens

Other Rooms
List Other Rooms

Diate Weatherized

v
I—E # of Aparments I—
|—1 Wwalls Insulated lm
|—2 Aftic Inzulated Im
|—1 Water Heater Insulated lm
|—1 Wwater Heater Fuel lm
|—1
IElathroom
I jv
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**|f Mobile Home is selected, the user has to further fill in:
Mobil Home Size, Mobile Home Addition Size [if applicable], and click
checkbox if Mobile Home was manufactured Pre to 1976.

~Dwelling Infarmation

Ownhership Type ISubsidized LI Total Rooms |—5
Dwelling Tvpe IMobiIe Home LI Living Rooms l—-] Wallz Inzulated Im
> Duwvelling Age I 1d Bedrooms |—3 Attic Insulated Im
—* Dwvelling Condition IGood LI Dining Rooms I—D ‘Water Heater Inzulated Im
5q. Footage Living Space l— Kitchens |—1 wiater Heater Fuel lm

Mobile Home Size l— Other Rooms l—-]

Mobile Home Addition Size |— List Other Raoms [ gathroom
Pre-1976 Mobile Hame | bt etherian f—

***Unknown is used if dwelling type is unknown during intake; however, this

must be filled in before application can be certificated and processed for
payment.

— — 3) Dwelling Age: User is to type in dwelling’s age.

e wen 4) - Dwelling Condition: Drop down box which allows user to choose from:
Good, Fair, or Poor.

5) Square Footage Space: User is to type in dwelling’s size in square footage, if
known. If box is left empty:

Mobile Home: Assumed 12’ x 60’ in total size
All other: Listed by the intake worker if available
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On the RIGHT side, the user has the ability to enter:

1) “Amount of Rooms” based on list

Living Rooms, Bedrooms, Dining Rooms, Kitchens, Other Rooms*
*If “Other Rooms” box contains a number, then a description must be

typed in the box below.

2) “Total Rooms” box on top cannot be edited by user but is updated
automatically as list of rooms is completed.

Duwelling Infarmation |
Ownership Type [Subsidized = Total Rooms ’JE
Dwelling Tv2e [Mobile Home v | = Living Raoms [ walls Insulated [ves v —
Dwelling Age | 10 Bedrooms |—3 Attic Insulated m
Dwelling Condition [Gio0g =] Dining Rooms I—n Water Heater Insulated m
Sq. Footage Living Space |— Kitchens |—1 \water Heater Fuel m <
Mabile Home Size |— )y Other Rooms |—1
Maobile Home addition Size |— List Other Rooms [ g athroom
Pre-1876 Mobile Home r Date Weatherized [ v
A
|
3) “Date of Weatherization” is entered if applicable.
4) Dwelling’s insulation of :
Walls, Attic, and Water Heater are populated via drop down boxes. e

User can choose between following options:
N/A, No, Unknown, or Yes

5) Lastly, “Water Heater Fuel” is selected via drop down box.
User can choose between following options:

Coal, Electric, Kerosene, LP Gas, Natural Gas, Qil, Other, or

Wood.
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Heating Systems Tab
The heating systems tab is used to specify the heating source for the applicant(s). The

screen consists of three grouped boxes:

1) Utility information
2) Heating Systems, and
3) Fuel Vendors

and Conservation System
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1) “Utility information™: The user is encouraged to check applicable checkboxes based
on applicant’s information during intake.

The user has the following options available to checkmark:
All Utilities Included, Electricity Included, Has Electric Account, Own
Electric Meter, Has Energy Cost, Own Tank, Outside Tank, and Tank Size
Known*
*1f the Tank size is check, the user must enter the actual tank size in the box
below.

Utility Information

All Utilities Included Owen Electric Meter Outside Tank I

Electricity Included Hasz Energy Cost

Tank Size I o

Owen Tank

-
-
-
LI&F Denial Date I—L,

Has Electricity Account

i B

Requested LI&P

Furthermore, if the applicant gets denied, the date must be entered into the LIAP
Denial Date box by the intake worker.

2) The Heating Systems: The user has the ability to Add*, Remove**, and/or Re-
Instate*** a dwelling’s heating system and specify the system(s) priority and
working condition. The user can furthermore also select whether the system and/or
chimney have been cleaned during the year.

Add a new or existing heating system

*When adding a new or existing heating system, the user is to click the g
button and is then to complete the “Add New Heating Systems” wizard [as seen
below].

Heating Sveterms
Swstern Tvpe Fuel Tvpe Inztall Date Retire Date g _ 4
j _ Systern Cleaned This Year? i
Systern Priority I vl warking Condition I LI Chimney Cleaned This Year? o

The user now has to fill out four requirements in order to add the new heating system:
System Type, Fuel Type, System Priority, and Install Date
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Requested LIAP v

Heating Svstems

System Type Fuel Tvpe Inztall Da System Type

Fuel Tvpe I vl

S (R I jv em Cleaned This Year? I
Systern Priority I vl Wworki Ihstall Date I vl ney Cleaned This Year? I

Fuel ¥endors

Wendor Mame | E

entUzed Non-Reporting Yendor?

r

Add | Cancel |

Under the “System Type” check list, the user has the following options:
A) Electric Baseboard,
B) Gas Boiler or Furnace,
C) Oil Burner or Furnace,
D) Oil/Gas Heater,
E) Other,
F) Wood or Coal Furnace, or
G) Wood Stove.

Under the “Fuel Type” check list, the user has the following options based on
selection of System Type:

A) Electric

B) Natural Gas or LP Gas

C) Kerosene or Oil

D) Oil, Natural Gas, LP Gas, Kerosene, or Other

E) Kerosene, Oil, Natural Gas, LP Gas, Coal, or Wood

F) Coal or Wood

G) Wood

Under the “System Priority” check list, the user has the following options:
Primary, Secondary, Second Backup, or Third Backup.

Lastly, the user is required to state the “Install Date” of the new heating system.
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Remove an existing heating system
**\When removing an existing heating system, the user must first highlight the system to

be removed, and then click the _ button. I

Heating Systems I

Swztem Tvpe v Fuel Type Inztall Date Retire Date _

I cil Bailer or Fumace 01/01/1988

LI | System Cleaned This Year? l
Systermn Priority IF'rimary vl ‘Wworking Condition IWorking well LI Chimney Cleaned This Year? r

Next, the user must complete the “Remove Heating System” wizard [as seen below].

Remove Heating System _[O]x]

Taretire aheating system, enter aretirement date below and
CLICK RETIRE.

AHeating System should only be deleted ifitwas enteredin
errar. In otherwords, delete the system only if itwas never a
valid Heating Swstem forthis dwelling and household.
CLICK. DELETE

Retirement Date

I 04072007 'I

Retire | Delete | Cancel |

The user has two choices for removing a heating system:

__Retire  Thijs function is used when an existing system is no longer in use in
dwelling. The user has to enter the “Retirement Date” in the
allocated box.

M This function should ONLY be used if heating system was entered in
error.

NOTE: A heating system should only be deleted if it was entered in error!

NOTE: Left click on the __©ancel | phytton to take no action.
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Re-Instate a

retired heating system

***To re-instate a retired heating system, first highlight the system to be re-instated, and

then click the _ button.

Systern Priority ISecondary vl Wwhorking Condition IWorking well LI

Heating Svstems =
Systermn Type Fuel Type Install Date Retire Date 3 _
Qil Boiler or Furnace ail 01/011 988
W 01/01/1999 01/01/2007 _
j _ System Cleaned Thiz Year? i

Chimney Cleaned This Year? i

Next, the user must click the

heating system.

Confirm Re-Instate Action

9
“‘4)

This will remove the Retire Date' from the selected Heating Swstem.

Do you want to continue?

| button to complete re-instatement of selected

NOTE: To take no action, left click the L button.
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Fuel Vendors: The user has the ability to either 1) Add a new vendor, or 2) Delete an
existing vendor.

Add a new vendor
To add a new vendor, the user has to click on the - button:

Fuel Yendors
Wendaor Mame | Fuel Tvpe | 3 - ClientUzed Non-Reporting Yendor?
__Delete_| =
[
Marne on Accourt I Deceased Spouse? I Wwood Type I
Account Murnber I Requested Yendar? I LUtilities Only? I _

Next, complete the “Add Fuel Vendor” wizard [as seen below] by selecting an
existing energy vendor already listed in the drop down list, and then to finally select
the fuel type appropriate for applicant’s heating system.

™ Add Fuel Vendor _ O] x|
Energy Yendar || LI
Fuel Type I LI

Add | Cancel |

4

If the user wishes to add this selected vendor, click then M button to
finalize wizard. Otherwise, click __€ancel | hytton to take no action.

If the applicant already has a vendor which he/she would like to continue using, the
user can check the “Requested Vendor” box. Also if the applicant already has a
vendor, the “Name On Account” box should be filled-in along with the “Account
Number” box.

NOTE: When a fuel vendor is added, the “Name on Account”- and “Account
Number” boxes are required to be entered. If not, this could cause problems
during payments later on.
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|
When adding a wood vendor, the user has to specify “Wood Type” needed, this is

accomplished by left-clicking the drop down list’s arrow and selecting appropriate
wood type:

| Requested LIAF Iv LI&E Lenial Liate | - |
0

. ™ Add Fuel Vendor ]

Heating Systems
System Tvpe Fuel Twpe
il Bailer ar Furnace il C Eneray Vendor IE-C- Barry & Son LI
b |'wood Stove Wood C
Fuel Type IWood LI
H This Year? r

Delivery Town  Hallowell, ME 04347

Systerm Priority ISecondary vl ed Thiz Year? I

wiood Type LI 4
[ Fuel Vendars Seasoned:2ft unsplit -
wendor Marme Seasoned: 1ft unsplit I— 5
} [Augusta Fuel Compan Beasaned:2ft split TR e
g pany Seazoned:16-18in zplit 4 M =

Seasoned: 1t zplit —
Green:2ft unsplit
Green:1ft unsplit

Green: 2t split &
MName on Account IJDhn TestSmith Deceased Spouse? I
Account Mumber I Requested Yendor? I

After a wood type has been selected, the user later has the ability to change type:

To change, left-click _ button. [This button will only appear when a
wood vendor is selected!] 1

Fuel Wendors

Yeeislary eI | GUENEe 3 - ClientUsed Non-Reporting Yendor?
__Delete_| &
~

Marne on Account || Deceased Spouse? I wiood Tvpe I

Account Mumber I Requested Yendar? I Utilities Only? I

NOTE: |If the user enters a wood vendor that doesn’t deliver to the dwelling’s
physical location, an info box will appear:

Vendor Delivery Error

@ The selected energy vendor does rot have a wood price group that includes the delivery townl
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Delete an existing vendor
To delete an existing vendor, the user must first highlight the appropriate vendor, and

then left-click on the _ button. I

Fuel Yendors
T 2 endame Rl e 3 - ClientUsed Non-Reporting Yendor?
Centrl kaine owr - Electric _ r
L]
MName on Account ITest Deceazed Spouse? i
Account Number |123455 Requested Yendor? i

Next, to complete the deletion, the user must left click on the button to

confirm deletion.

Confirm Deletion

:‘-:/? Are vou sure that vou want to delete A E Robinson Co Inc-Dexter for fuel tvpe Qil

NOTE: To take no action, left click the L button.
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Income/Expense Tab

The income/expense tab is used to report a household member’s income and expenses to
calculate the applicant’s eligibility for benefits. The screen is divided up into four
sections:

1) Expenses [Room-, Board-, Mortgage/Rent-, Mobile Home Lot per Month]
2) Allowance [Utility and Fuel]
3) Income [Add-, Edit-, or Delete household member’s income]

=== /) Deductibles [To be subtracted from total household’s income]

™ Maine Energy Assistance and Conservation System

Flle Berefis Reports Tools Seourity Help
et kv | x|
Floven Par Mont: $0.00 Maorthly Allowances =
Saard Par Manth $000 Ly Mllowarcs ﬁ
Mortyage f Sert Par Manth $000 Funl Subsidy Allswance [ sooo
Matile Horne Lot PerMord [ 000
g LatPacko $a00 Use 70% of Uslny Aowance -
Zawo Rant Reston |
Lot |
A g Incoms
Mousehold Mamber | Total Peciod Income I
Household Incgrme for | :j Duductities fur Sis period | 3000 4
Annusizad income Parcantage of Poverty

1) Expense: The user must type in the household’s monthly amount of expenses
related to renting or owning dwelling.

If the household pays no rent, an explanation has to be typed into the “Zero Rent
Reason” box.
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Add Landlord

If the applicant is renting, the name of the landlord should be either:
A) Added from “Landlord” drop-down list, this is accomplished by left-
clicking drop down list’s arrow and selecting the landlord’s name

OR [If landlord is not listed in list be]

B) Added by left-clicking the | INAMARSRAOEIN |, tton.

Roam Per bdanth liw Manthly Allowances
Board Per Month | $0.00 Utility Allowance [ om0
hortgage i Rent Per konth IW e Shufssiichs llzmemze IW
Makile Horne Lt PerMarth | b0.00 Use 70% of Utility Allawance r

Zero Rent Reason I v

=] adatondors |

If option B is chosen, the user has to complete the “Add New Landlord” wizard,
as seen below.

Landlord |T & ¢ PROPERTIES

™ Add New Landlord [_ T %]

Add New Landlord Wizard

wow ol W cenaon

Crganuzaton Name Topaye 1D Namber

& 4072007

Activation Date

WS Comosw? r Dezopbon

'S w ol fukd

Crest_ | | J

The user is now required to type in the landlord’s “Organization Name”,
“Taxpayer ID Number”, and “Activation Date”.

If the landlord is classified as a “1099 company”, then this box should be
checked.

If applicable, the user can enter a description in the “Description” box; this is,
however, not required.

Once all information has been entered, the user is encouraged to left-click the

Next = | pytton.
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NOTE: To avoid any action to take place, left-click ﬂ button at any
time!

Next, the user must fill in the landlord’s mailing address and its activation date:

1™ Add New Landlord =] E3

Enter Address Details

Addiesz
Addrass Line 1 |j@f

Address Line 2 |

Address Line 3 |

City, State Zip Itﬁ Pleaze Select a Citp/T awn ;I

Activation Date | O 7i2007

i (required Fields)

Cancel | < Bck, R Finish

Once completed, left-click on Mt > | pytton.

™ Add New Landlord =] E3

Enter Businaess Telephona
A telsptone nurmber i nok necessary bk ¥ srtered, the faghiichted helds wre reguared.

Courtry Cods ﬁ
£raa Codo |'

Teiaphona Nuber [J‘

Extonson

* 04072007
Actwation Date

Cocel | <Bak | set> | |

The user is now required to enter the new landlord’s telephone number by left-
clicking into the appropriate boxes and entering “Country Code” (if applicable),
“Area Code”, “Telephone Number”, “Extension” (if applicable), and “Activation
Date”.

NOTE: The “Country Code” is only entered if the landlord lives outside the US.

Once completed, left click on the |
landlord.

1 button to finish adding new
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2) Allowance:
The applicant’s monthly allowances should be entered into the “Monthly
Allowances” group. These should be listed in the appropriate allocated boxes:

Room Per bdonth I—w konthly Allowances
Board Per Month Iimuu Utility &llowanece lw
Mortgage [ Rent Per Manth | $700.00 Fuel Subsidy Allowance Iﬁ
o e L Porl fori | $0.00 Use 70% of Utility Allowance [ R—
Zero Rent Reazon I

Landlord [1 5 c PROFERTES =] __poatanora_ |

If 70% of utility allowance is used for calculation, then the user should check the
appropriate box.

3) Income:
The income group is used to add all of the household members’ income based
either on a 1-, 3-, or 12 month period; however, the 1 month period is not allowed
for a standard LIHEAP application; it is only allowed for an ECIP Application.

Add a household member’s income

To add a household member’s income, the user must left click on the -
button on the lower part of the screen.

Once the user has clicked the - button, the “Income Detail” wizard will
appear:

ncome Detall

Houshaid e | -

reome Tope | =
SRTARp—— T
Income Amaunt [ ¥ 0,00
income Veriled By |

54|Page



First, the user must left click on the drop-down list for “Household Member”: The
user here selects the person [already added to the household from the “Household
Members Tab”] for whom the income is to be specified.

Next, the user must left click on the drop-down list for “Income Type” (for
selected household member) to select one of the following options:

Alimony, Child Support, Dividends, Foster Care, Interest, Other,
Pension, Railroad unemployment, Rental Income*, Retirement
Insurance and Ann, Self-Employment*, Social Security/SSD***,
SSI*** TANF-In State, TANF-Out of State, Unemployment-In State,
Unemployment-Out of State, Veterans Benefits, Wages, Worker
Compensation, or Zero Income**.

*When the “Income Type” Rental Income or Self-Employment has been

selected, the button

_ adaEmpyer |00
Income Detail

will appear directly under the

Household hember IF'ete TE =5 LI

Income Type ,::,:,,,m

income Gource /Employer | ] L addEmeieer
income amount | 0 T __seremomentworkshest |
Incarme Werified B}-’ I INCORMPLETE

NOTE: When selecting either of the two income types, the user is required to
left click the button and to complete the worksheet.

The user is must now enter the “Business Name and Type” for the selected
household member, and furthermore state the “Time Period” of the business’
operating time. It is also required that the user places his or her name in the
preparer box [as seen below].
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Self-Employment Worksheet

Buszineszs Mame

ITestBusiness

Busziness Tvpe ITestType

Tirme Period
’7 Begin |D1ID‘II2DD?‘ vl

Freparer

Mame I Preparer Mame

End |u4m?rzun? vI Title

Househald Member I Pete TEsth

I Preparer Title

Financial Information

V¥ Usze Caleulations

Grosz Feceipts or Sales I L3 3,200.00
Cost of Goods Sold I 3 200.00

 Deductions

i

Deduction Type

Armount j

Calculations

Total Deductions

et Profit

Gross Profit I 3 3.000.00

% 0.00

I $_____3.000.00

[ ]

The household member’s financial information should be added under the “Gross
Receipts or Sales” box and the “Costs of Goods Sold” box. Based on these two
entries, the application will then [shown in the “Calculations” group box]
calculate both the “Gross- and Net Profits” for the company.

If the company has any deductions to report, then first check the “Use

Deductions” checkbox and then left click on the - button in the
“Deductions” group box.

Next, left click on the “Deduction Type” dropdown list and select the appropriate
deduction type to use. Next left click in the “Amount” box and enter the
appropriate amount for selected deduction type.

Deductions

Deduction Twpe

Armount

k|0 -

$0.00

]

Advertizing -

Fuel
Cleaning
Bank Charges
Insurance
Interest

Leqgal and Profezzional Services | ™

Car and Truck —
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To delete a deduction, first highlight appropriate deduction and then left click on

the IBEIGEN putton.

—Financial Information

Deductions

¥ LUze Calculations ¥ Use Deductions - -
Grozz Receipts or Sales I % 3,200.00 Deduction Type JEy— g

Cost of Goods Sold I 3 200.00

—Calculations

Gross Profit I L3 3,000.00

Total Deductions I 3 160.00
Met Profit |$ 2,850.00 LI

Next, to complete the deletion, the user must left-click on the | button

to confirm deletion.
Confirm Deletion |

:.T,) Are you sure that vou want to delete type Cleaning in the amount of $25

NOTE: To take no action, left click the L button.

Once all deductions have been listed, the application will calculate the business’
Net Profit, which will be used in conjunction with all other incomes listed for
household to determine applicant’s eligibility.

NOTE: The “Total Deductions” are listed under the “Calculations” group box
and subtracted from the gross total to calculate the business’ net profit.

When the worksheet is completed, the user must left click the - button.
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**When the income type “Zero Income” is chosen, the button

INEEREGHEOTRSEEN i1 appear under the RGO

button.

Income Detail

Houzehold Member IF'ete TEst5 LI

Income Type

Income Amount I % 0.00

Incame Saurce  Emplayer | Ll —
income Veriied By [ ncomPLETE ___ zoroincomeWorksheot |

When selecting this income type, the user is required to click the
button and to complete the worksheet.

Next, the user is encouraged to enter: the “Reason For Zero Income”, and (if

known) the “Last Income Date” and “Employer”.

Zero Income Worksheet

Household Member I Pete TEstS Last Income Date i

-

Reaszon For Zero Income I

—Last Emplaver

City | State l_

MName I Employment End Date I vl

Assistance

" Received Assistance

Mecessities
Document how the following necessities have been met:

Food | Heating |
Shefer | Taxes |
Electricity | Transportation |
Other Needs |

58 |Page



If the household member is “Receiving Assistance” [i.e. TANF] then the user has
to check the appropriate checkbox. [As seen below]

Azzistance
’7 V¥ ‘Received Assistance | Sources I

Once the box is checked, the user will be required to write in the source(s) of the
given assistance.

Finally, the user has to document how the household member’s “Necessities”
have been met, by filling out the appropriate boxes.

T Mecessities

Document how the following neceszities have been met:

Food I Heatingl
Shelter I Taxes I
Electricity I Tranzsportation I

Other Needs I

Once the worksheet has been completed the user must left click on the

IGIESEN 1),,tton to the save information and to get back to the “Income Detail”
screen.

***When the income types “SSI” and “Social Security/SSD” are chosen,
MERAC requires these two incomes to be verified before the application can
be certified. This verification is done via the DHHS income verification
process in MERAC Management.

Based on the relevance of the “Income Type” drop-down list, the user should next
select the household member’s “Income Source / Employer”.

If household member’s employer is not listed in the drop down list, then the user

must add employer by left-clicking on the — button.
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Housshold Mermber

Income Type I vl
Income Source fEmployer | <] sddEmpoyer |
Income Amount I 3 0.00

Income Yerified By I IMCORMPLETE

After left clicking on the — button, the “Add New

Employer” wizard will appear. This wizard is identical in execution as the “Add
Landlord” wizard mention under the Expense group.

Next, the user must add the household member’s income amount based on a 1-, 3-
, or 12 month period; however, the 1 month period is not allowed for a standard
LiHEAP application; it is only allowed for an ECIP Application.

If the applicant has provided proof of income, for instance via pay stubs, the
“Income Verified By” box should be used.

NOTE: Ifthe applicant hasn’t provided proof of income, the box is left
unchanged: INCOMPLETE.

Once all information has been completed, the user must left click on the

ISEEEciosel htion.
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Income Detail

Pete TEst5 |
wages ]
Test Emplover 2 l_

] 2.4580.00
INCOMPLETE

To take no action, please left-click on the ENEaEENN button.

The wizard is to be repeated for all household members, until all incomes have
been reported.

NOTE: If a household member claims “zero income”, a “zero income” form
must be printed and filled out by household member.
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Once the wizard is complete, the user must then select the duration for the
income amount(s) which was/were inputted in the “Income Detail” wizard.

™ Maine Energy Assistance and Conservation System
: File Berefits Reports Tools Security Help

TestSmith, John |

Foom Per bdonth I £0.00 honthly Allowances
Board Per barnith I &0.00 Uttility Allowwance I $0.00

Mortgage | Rent Per Morth [ $700.00 Fuel Subsidy Allowance [ $0.00
Mobile Home Lot Per Morth | §0.00 Use 70% of Uty Allowance r

Zero Rent Reazon I

Landlard |7 & ¢ PROPERTIES [ _

Income
Household hember Total Period Income
- » | TestSmith, John $3.215.00
B | TestSmith, Teresa $1.670.00

Househald Income for |3 Months vl iz $4.885.00 Deductibles for this period I 40.00
Annualized Income I $10.540.00 Percentage of Foverty I 149.00 %

The houzehold iz income eligible in the 126 - 150% range. - -

Once the household income period has been selected, the “Annualized Income”
will automatically be listed.

Directly under the “Annualized Income” box, the household’s income eligibility
will be shown, based on the State of Maine’s poverty range—this range is used to
calculate the benefit amount.
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Once all household members’ incomes have been added, the user can left click on
the = sign to the left of the household member’s name to get a detailed list of all

of that household member’s incomes.

Room Per bMonth liw

Board Per bdonth I—M

torgage f Rent Per bMonth IW
Mabile Home Lat Per Manth I $0.00

Zero Rent Reason I

Manthly Allowances
Utility Allowance

Fuel Subsidy allowance

Use 70% of Utility Allowance I

I $0.00
I $0.00

Landiord [T & ¢ FROPERTIES

=] asatandior_|

Income

Houzehald Member Total Period Income

| $4.415.00

Incame Type Income Source or Emplayer

Period Income

wages Ben's Wariety

$3.215.00

B Rental Incorne

$1,200.00

Houzehald Member Total Period Income

B | TestSmith, Teresa $1.670.00

Houzehold Income for |3 Manths vl is $6.085.00
Annualized Incorme I $20,340.00

The houzehold iz income ineligible.
Does the household have deductible iterms which have not been entered?

Deductibles for this period I $1.000.00

FPercentage of Poverts I 166.00 %
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Edit a household member’s income

To edit a household member’s income, the user must first select the household
member’s appropriate income in the list, and then left click the B 1ytton.

Income

Househald Member Total Period Incorme

B | TestSmith, John $4,415.00

Income Type

Rental Incorme

Income Source or Emplover

Period Income

$1.200.00

Househald Member Total Period Income

H- | TestSmith, Teresa $1.670.00

Househaold Income for |3 blanths vl iz $6.085.00
Annualized Income I $20,340.00

The houzehaold iz income ineligible.
Does the household have deductible iterns which have notbeen entered?

Deductibles for this period I $1.000.00
Percentage of Povery I 155,00 %

This action will take the user back to the “Income Detail” wizard.

Delete a household member’s income

To delete a household member’s income, the user must first select the household
member’s appropriate income in list, and then left-click on - button.

Next, to complete the deletion, the user must left-click on the [

confirm deletion.

Confirm Deletion

1 button to

:{) Are you sure that yvou want to delete income for TEStS, Pete in the amount of $2300.00

Ies

]

NOTE: To take no action, left click the L button.
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4) Deductibles:

The amount of deductibles relevant must be entered into the appropriate box, labeled — —
“Deductibles for this period”.

NOTE: Amount entered must be equal to period specified in “household income
for” drop-down list.

Hougehold Income for |3 harths vl iz $4.415.00 Deductibles for this period I $0.00 h
Annualized Income I $17.660.00 Percentage of Paverly I 134.00 %

The houzehold iz income eligible inthe 126 - 150% range. - - -

Once amount has been entered, the “Annualized Income” amount will change, and
thereby change the basis for the applicant’s eligibility.

Household Income for |3 hlanths vl iz $4.415.00 Deductibles for thiz period I $500.00
Annhualized Income I $15.660.00 Percentage of Poverty I 118.00 %

The houzehald iz income eligible inthe 76 -125% range. - - -
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Right-Click Option

The user has the ability to add comments to the applicant’s application by “Right-
Clicking” the mouse button and then choosing the appropriate comment type: Each tab
provides access to different comments. For instance, if the user “Right-Clicks” on the
Summary Tab, then the user will have the access to the following:

LIHEAP App.-, Household-, Dwelling, or Review All Comments.

Maine Energy Assistance and Conservation System _ |[&iX
File Berefils Reports Tools Searity Heb
i |

Applicaton and Comect ke

Aedication Type | . S Toephone S |
Cormact Floke Faom | To | =
Agphcaton Status | =] = 3 |Move Teephone ”[i;"_’lﬁ?ﬁ,‘] = ]
Intabe Workes | q __ Auwalode | Nurtes Evencion
= j |
Agerey |
Maikng Addenss
Une 11123 Tesniil R4
Lne 2 |
R
Mt cip iy T (il ME 04347 -
Toavizer of Houtehold Meriers who are
Natwa Avsotica | 1 Hoysaicld Eldarty > | LIHEAP Apg Comments 1
Housshold Comments
Disabled Under fige 2

Drwallirng Comments

sview All Comments
M Sexet one person n e Housshold o recanang Review All Comments

" Food Stampz ™ [asnaral Sasiptarce | [~ Madicaid Otar |

The following tabs provide access to the following comments:

Household Members Tab: Heating Systems Tab:

LIHEAP App.-, Household-, Person-, LIHEAP App.-, Household-, Dwelling-,
and Dwelling Comments and Heating System Comments
Dwelling Tab: Income/Expense Tab:

LIHEAP App.-, Household-, and LIHEAP App.-, Household-, and
Dwelling Comments Dwelling Comments
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Add a comment

To add a comment into any of the above mentioned comments, simply follow the

following guidelines:

1) Right click on tab

2) Select appropriate comment type and left click

 Murnber of Househaold Members who are

Mative American I o

| LiHEAP App Comments

In Household |2 Elderly | [
Dizabled I 0 Under Age 2 I 0
4t least one person in the Household iz receiving:
I Food Starnps Im ™ Medicaid Other [

Household Comments
Dwelling Comments
Review All Comments

3) Leftclickon RS 1uitton

Foom Per konth | $0.00

Board Per b
MMortgage § Rent Per b

kobile Home Lot Per b

|—M0nth|y Allowances

LiHEAP Comments

Zero Rent Re

Carnment

Application D
(e Hougehald 1D
Frogram Y'ear
Comment D' ate
H

TestSrmith, Jo
TestSmith, Te

Ad

Household Income

Annualized ncal

The houzehold iz inco

umrmary

Houzehold Members | Liwelling | Heating Spstems  |ncome/Expense I Certification I Benefit History | ECIF'l
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4) Left-click on “Comment Field” and enter in COMmMEeNt s

Roarn Per Manth | $0.00

M#icomments
_#dd_| _Dpolete |

hdortgage f Rent Per b
Maobile Home Lot Per b
Zero Rent Re

Lar

H
TestSmith, Jo
TesztSrith, Te

-
|~ |

H.

Houzehold Income

Annualized Incol

The household is inco

LiHEAP Comments

[~ Moanthly Allowandes

Application 10

Househald 1D

Frogram “Y'ear

Commert Date

Comment

M 540027935
540027303
2007

»

12/30/2006 7:47 AM

This iz a bes

4

5) When done type comment, left click on EBBBOREN button to save comment and
exit back to main tab.

Delete a comment

To delete a comment, simply follow the following guidelines:
1) Right click on tab

2) Highlight area needed for comment and left click

 Murnber of Househaold Members who are

Mative American I o
Disabled ID

In Househald I 2
Under Age 2 I 0

Elderly

0

4t least one person in the Household iz receiving:

™ Food Stamps I

| LiHEAP App Comments

Household Comments
Dwelling Comments

Review All Comments

™ Medicaid

Other I
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e
]

3) Highlight “Comment Row” to delete by left-clicking on black arrow

Foom Per bMonth $0.00 rMontthAIIowances ]
e Comments
hMorgage | Rent Per b LIHEAFP Comments
hobile Horme Lot Per b - -
Zero Rent Re Application I
Lar Houszehald 1D g ]
Qe
Frogram Y'ear
Comment Date

b | M

TestSmith, Te

Household Income

Annualized Incor

The houzehald iz inco _

4) Left-click on BN button
Confirm Deletion |

,:-p Are youl sure that vou want to delete this comment?

5) Next, to complete the deletion, the user must left-click on the | | button

to confirm deletion

NOTE: To take no action, left click the L button.

6) To exit “Comment Window” and return on Tab view, left click on __DoNE |
button.

69|Page



Printing of Blank Forms

The user has the ability to print blank forms needed for completing various tasks—these
tasks include:

1) Consumption Override 6) Reminder

2) Denial of application 7) Self-Employment [filled out by applicant]
3) Income worksheet [filled out by applicant] 8) Subsidized Housing [filled out by applicant]
4) LIHEAP Application [filled out by applicant]  9) Zero Income [filled out by applicant]

5) Odd Income [filled out by applicant]

"™ Maine Energy Assistance and Conservation System - @]
File Berefits | Reports  Tools Seority  Help
Currently Activa Vendors
Labels '
Lists ’

Blank Corsumption Override Workshest

M ‘onservation System

Blark Denial Form

Blark Income Workeheat Form
Blark LIHEAP Application
Blark Odd Ircome Form

Blark Remirder Form

AQ)

Blark Self~Employment Worksheet
Blark Subsidized Housing Form
Blark Zero Income Form

Year-ToDate Statistics Report

#Start] | (2 @ | ©»MERAC - Mic...|[s Maine Ener... 2 11:58 AM

This section will only examine the blank forms in relation to an individual applicant. For
all other forms, please see the “Reporting” section.
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Each blank form to be printed needs to follow the same guidelines:
1) Choose appropriate form to print from the Reports drop-down menu

2) To print: left click on & jcon I
3) Toexit: left click on * icon

® Maine Energy Assistance and Conservation System

| Fil= Berefis Reports Tools Security Help

Tt i o |
A U @A AR TeQr M

MAINE STATE HOUSING AUTHORITY
HOME ENERGY ASSISTANCE PROGRAM (HEAP)
ENERGY ASSISTANCE PROGRAMS

CONSUMPTION OVERRIDE WORKSHEET

Appicant’s Name Appication Date

C jon Override R

D Chert used a non-repartng vendor for the pnmary fusl

D Caont aid not ressda here conticusly fram Octobar 1, 2004 to Aget 30, 2005
[] Caem shsres hestng systeen with ofhar units of 3 mukk-unt dweding

D Caant haats non-reeidenbial anes such 5 & garage

D Heating aystam replacad with ons using & dflerent fupl type

D Cliget raplaced the dwaling (Example: booght & new tralan)

D Other

CamontPage o 1 Total Page to. t oo Facr 100%

estarf (2@ | [+ Maine Ener...  12:19PM
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Application History Tracking

To view an application’s history, click on the “Application History” tab.

Maine Energy Assistance and Conservation System

S File Eenefits Reporks  Tools

Security  Help

Test, Ula |

A pplication Hiztorny

Date

Changed By

Action

p | 0770272002

witye

Application Created

MERAC will track the following on the new ‘Application History’ tab for an application

in MERAC Assistance when:

© 0O O 0 O O ©O

A new household application is created — “Application Created”
A ‘New From Current’ is done — “Application Created”

A “Certification’ has been done — “Application Certified”

A ‘Recertification’ has been done — “Application Recertified”
A ‘Bill Posting’ has been done — “Benefit Paid”

A “‘Wire Posting’ had been done — “Benefit Paid”

An application has been reopened — “Application Reopened”

NOTE: This function is not backward compatible and will only work for newly added
applications.
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Open Existing Application
To open an existing application left click on menu File, Open, and then select “LIHEAP
Application”.

™ Maine Energy Assistance and Conservation System
File | Benefits Reports  Tools: Security Help
Bew Housshold Apgdication !
[[ Geen | UrEAR Ansiication ;
Exit Lanclionds f Employers / Intake Sites

Maine Energy IADDISTATICE A \;\‘n!acrva"Lﬂ Syslem

Maine State Housing Authority
Energy and Housing Services

Next, input appropriate search criteria(s) in one and more of the following options:

First Name, Last Name,

Date of birth,

Identification Type, Identification Number,
Address Line 1, City, State, and Zip, and/or
Telephone no.

Once search criteria have been entered left click or tab to L_2&areh_| hytton.

Search Results

| Proyom Yew | L Dan#Eoh | 1D N St | Zoghoson T Pk Addess oy o
o A T eovih, Aetay WATAM |35 |Cigble | Standyd LIMEAF | 13 Eat Sanes o, v
2000 Siaivah, Eoy VRINEE |1 6001 5 [Cigte  [SOISOLHEAR | 2 Tav shes [Fowanm

000 A Lety SO0 |Egtie  |5inda0HESF [ Toottwn
A0 Zrwwrveh Felny 3 [Egtie  |SlandwdLFESF | A ot
i AS | wrwh Aatry Bnn 37 |Elgtie ?';?ni-:lrlir TEE et G [—
s A5 T s, hetey 4 Dorsad  |Standid LIEAS Tiwktc
o i Asey YT Eigtse  |5tndwd AEar Dasw

BackToSeaech Critans |

Open Selected Application

Next, highlight wished applicant and left click on the
button to complete search.
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Benefit History
To view an applicant’s benefit history, left click on the “Benefit History” Tab:

Summary | Household Members | Dweling | Heating Systems | Income/Expense | Certification  Benebit Histor ECIP
Y

Next, left click on the appropriate = icon, located to the left of the benefit type column,
to view the appropriate benefit history.

In the following example, the Benefit Type LIHEAP was chosen:

Benefit History
Date | Benefit Transaction | Amount | Recipient | Docurment ID
Camments
D1/032006 | Cerification [$42000 | |
01/03/2006 | PostAs Payable [ $.00 [N Brown Co-fugusta Heati |
01/16/2006 | Recognize Benefit [$42000  [CN Brown Co-fugusta Heati |
01/2402006 | lssue Payment [$42000 [N Brown Co-dugusta Heati | 0000013121
01242006 |Approve for Payment | $420.00 |CN Brown Co-fugusta Heati |
Benefit Type App Date Benefit Payee Amount Current Status Signed PO
[+ ECIP-& 01032006 CI Browen Co-fugusta Heating il | $299.86 Paid I
: Supplemental |01 672006 Ch Brown Co-Augusta Heating Qil | $120.00 Paid [l
Supplemental |02/0872006 Ch Brown Co-Augusta Heating Oil | $150.00 Paid -
LIHEAP Eenefit Eenefit Paid
$_ Ba000 $_na0a
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New from Current

To create a “New from Current” application, the user must first open an already existing
application:

File/Open/LIHEAP Application

7™ Maine Energy Assistance and Conservation System

m Berefits Reports Tools Security Help

b MNew Household Application

‘ Open > || LIHEAP Application ‘
Exit Landlords / Employers / Intake Sites

2 Scheduler
Maine Energy AssIstance anucuorscrvarrOn

Next, the “LIHEAP Application Search” screen will appear, and the user must fill in the

Search

name to search for and then left click the button.

LIHEAP Application Search

Please Enter Search Criteria

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

First Mame Last Mame Date of Birth
I Setay I Garesmithl N
|dentification Tvpe Identification Mumber (S5, etc.)
| = - -
Address Line 1
City, State Zip
| =l

Telephone (7 digits)

Clear Criteria | Search I Cancel

Next, highlight the appropriate application from the previous program year to open, and

left-click the L_2@enSefected Applicaion | hytton.

After the application has opened, the user must verify that the correct application was
loaded.
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Once this has been verified, the user must left click the File menu and select “New

From Current”.

Hm

Maine Energy Assistance and
File | Benefits Reports Tools Security

Mew Household Application

Mew From Current

Cpen
Close Current
Print Current

Exit

LIHE&F

| e

Next, the user must verify if the household member ship is still the same as from most

recent application:

[ **NOTE: If the household membership has changed to the ...

Flease verify that the perzons listed in the grid below are current household members for the
purposzes of the new LIHEAP T ECIF application. If one or more of the people no longer live in

the home, enter the date they leftin the 'Through' date column. The Through' date must be
before the application date of the new application but after the date of the most recent

application, 27212006

MOTE: If the household membership haz changed extenszively such that a new houzehold
should be created. click Cancel and uze the Mew Househald Application wizard to create the new

household and application.

Thro A|

Household Member Eeginning
b | GaResmith, Setsy 020252004
GaResmith, Mob 020252004
TRAesmith, Metsy 020252004
LaSesmith, Dob oziar2004
DEGesmmith, Betsy 020022004

Continue Cancel

If nothing has changed click the

| button to continue, if not assert the
“Through Date” for members who no longer belong to the household.
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Overview of the New From Current Functionality:
Program will question: does the family still live at the physical address?

If yes, it will create a new application from the current one without any

more questions

If no, it will ask, “Is the family group essentially the same as listed

below?”

If yes, a new wizard will pop up to allow you to enter the new
dwelling information.

Complete the wizard

Program will create a new application

If you say no, the program will tell you that you cannot use ‘New
from Current’ and you will need to create a ‘New Household
Application’ because neither the family group nor the dwelling are
the same. This situation is essentially the same as that of a brand
new client

The Yes option:
1. The following screen will appear:

Left click

2. Enter the data and then left click L

Has the Family Moved? E3

? ) Does the dlient still reside at the following physical address?
22 East Srest

Old Orchard Beach, ME 04064

button.

Pre-Application Info

New Apphcaton
bppicstionDate | _'J o ke atan tlen 114 o1 ot b boweey
' 112008 v 030N

Appicanon Type )— '1

Irtabe Type -

button.
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3. The following screen appears:

The new application is now ready for data entry to continue.

The No Option:

1. Now, left-click - button.

Has the Family Moved?

L2

2. The following screen will appear:

 New Application
v [ R T

Appicanon Type l a
Irtabe Type I ﬁ

— 1 e

Next, enter the data and left click on the - button.
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3. The Summary screen will appear and you can continue to enter the correct data.

OTOT0
=4 = —
Fraid |63 —
- G ton "t ]
> [ Trighore It
- TR
10 80N I
345 DETIRRD :
Core, 2 Bas2T

NOTE: If you choose No on the “Has the family changed” screen, the program will
tell you that you cannot use ‘New from Current’ and you will need to create
a ‘New Household Application’ because neither the family group nor the
dwelling are the same. This situation is essentially the same as that of a
brand new client.
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Reporting

Data Manipulation of General Population
The user has the ability to perform reporting on the MERAC database’ general
population; this is done via the “Reports” menu:

® Maine Energy Asistance and Conservation System

Flle Berefits | Reports i Tooks Searity Help
Currestly Selected Local Vervdors
Labels »
Lists ’
M Blark Corsumplion Overrida Worksheet
| Blark Denlal Form
Blark Income Workshest Form
Blark LIHEAP Application
Blark ©dd Incomea Form
Blark Reminder Form
Blark Seif-Employment Workshset
Blark Subsidized Housirg Farm
Blark Zero [ncome Form

‘onservation System

Year-To-Date Statistics Report

Reporting concerning general population numbers are split up into the following sections:
1) Currently Selected Local Vendors
2) Labels
3) Lists
4) Printing of Blank Forms
5) Year-To-Date Statistics Report
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Currently Selected Local Vendors

The first type of reporting which we are going to examine is the “Currently Selected
Local Vendors” report. This type is of reporting is used to provide the user with a list of
vendors which are currently available.

To access this report, the user has to first left click on the Reports menu and then select
“Currently Selected Local Vendors”.

Hm|

Maine Energy Assistance and Conservation System

- File Berefits | Reports | Toolsy Security  Help
Currently Selected Local Wendors
Labels »
Lists b

Blank Consumption Override Worksheet & .
: .onservatic
Blank Tenial Form

Blank Income Worksheet Farm

Blank LIHEAP Application

"l

Next, the user will receive a full report on all currently selected local vendors. This report
will appear in its own window and the user will from the window be able to send this
report to print.

To print the full report, the user must left click on the & icon.

aine Energy Assistance and Conservation System

: File Berefits Replbrts Tools Security Help

Active Wendor Report | v
AP NEIXSEA&=AAr #

Currently Selected Local VVendors Report
CurrentStatuEnergy Yendor Name Address
Inactive A8 TFuel 12 West Street, Topsham, ME 04086
Artive A Avery Fuel Qils Inc. 7 West Street, Westbrook, ME 04092
Active A B Ramsdell Co Inc 21 West Street, Eastport, ME 04631
Active A E Robinson Co Inc-Dexter 74 West Street, Dexter, ME 045930
Active A E Robinson Co Inc-PAREMT 10 West Street; P O Box 167, Dover-Foxcroft, t
Active A E Robinson il Co Inc-Dover-Foxcroft 10 West Street; PO Box 167, Dover-Foxcroft, b
Active A E Robinson il Co-Greerville P WWest Street, Greenville, ME 04441
Inactive A Pinette & Son Inc 33 West Street, Westbrook, ME 04092
Active Acadia Fuel 77 West Street; P.O. Box 858, Southwest Hark
Active Acadian Acres 45 West Street; P.O. Box 395, Fort Kent, ME [
Active Ace Oil Corporation 6 West Street, Scarborough, ME 04074
Inactive Action Qil PO West Street, Auburn, ME 04211
Active Adrian Batson Bo West Street, Addison, ME 04606
Active Advanced Energy 61 West Street, Sebec, ME 04481
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Labels

The user has the ability to print out label-reports related to a certain reporting year. The
“Labels” submenu is located under the Reports menu. The “Labels” submenu consists of
the following:

All Applications, All Certified Apps by Town, All Denied Applications, Home
Owners, and Hypothermia Risk.

% Maine Energy Assistance and Conservation System
Flle Benefits | Reports | Tooks Securlty  Help
Currently Selectad Local Vendors l

l Labtels v All Applications
Lists ' All Certifiad Ellgible Apgs By Town
M’ Blank Consumption Override Worksheet All Denied Applications
! Blark Denial Form Home Owners
Blark Income Workshest Form Hypothermia Risk

Blak LIHEAP Application

Blark Odd Income Form

Blark Reminder Form

Blark Self-Employment Worksheet
Biank Subsidized Housing Form

Blak Zero Income Form

Year-To-Date Statistics Report

All Applications

The “All Applications” report offers the user the ability to print all applications received
for a certain year.

To open the “All Applications” report, the user must first follow above mentioned
procedure and then left click on the “All Applications” report.
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Next, the user must to enter the “Program Year” which applies for the requested report.

Once the year in has been entered, left click on the 1 button.

7™ Report Criteria =[]

Fleaze enter the Program Year

Program “ear I 2007

Cancel |

4

NOTE: To cancel entering the report, left click on the __€aneel | pytton.

If the user clicked the . A button, the report will open in a new window. The user

will be able to print this report by left-clicking on the & jcon. As seen in example with
Currently Selected Local Vendors.

“All Certified Eligible Apps by Town” through “Hypothermia Risk”

The procedure for obtaining reports on “All Certified Eligible Applications by Town”
through “Hypothermia Risk” follows the same procedure as described in “All

Applications” example.
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Lists

In the “Lists” submenu, the user has the ability to obtain detailed reporting based on
program year. The reports are obtained by left-clicking on the “Reports” menu and then
left-clicking on the “Lists” submenu.

™ Maine Energy Assistance and Conservation System

File Berefits Reports | Tools Security Help
Currently Selectad Local Vendors

Labels »

[ Lists | Al Applications !

M‘ Bignk Comsumption Override Worksheet All Appiticatiors With Courdy

$ Biank Denial Form All Apps By Fuel Type and Stats
Blank Income Workshest Form All Apps By Stahe
Blark LIHEAP Application All Certified Eligible By Town
Blark Odd Income Form All Home Cwrers
Blak Reminder Form All Outstanding ECIP POs
Blark Salf-Emplovment Workahaet All Ousstanding PCs
Blank Subsidized Housing Form All Outstanding Wood POs
Blank Zero Ircome Form All Berefits By Town
Year-To-Date Statistics Report All Clients By Age

All ECIP Benefits

All Flve Dollar Berefits

All Households Served By Vendor

All Hypothermea Risk Apps

All Apps with Non-Suppéermnental Berefits

This will give the user the options shown on the above shown screen print.

The procedure for printing any of these lists is the same as the one described in the
Labels/All Applications example. Please see this section for further instruction.

Year-To-Date Statistics Report

The “Year-To-Date Statistics Report” gives the user the ability to print a detailed report
on all activities occurred from the beginning of the year up to present date.

To obtain a print-out, left click on the “Reports” menu and the left click on the “Year-to-
Date Statistics Report” menu item.
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™ Maine Energy Assistance and Conservation System

: File Benefits

Reports | Tools Security Help

Currently Selected Local Vendaors
Labels

Lists

Blank Consumption Override Worksheet
Blank Denial Form

Blark Income Worksheet Form
Blark LIHEAR Application

Blark Cdd Income Form

Blark Feminder Form

Blank Self-Employment Worksheet
Blank Subsidized Housing Form
Blark Zero Income Form

"onservati

‘ Year-To-Date Statistics Report

This will generate a crystal report which procedure for printing is the same as the one
described under the “Labels/All Applications” section.
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Certifier

Standard LIHEAP Certification

The certification process has to be handled by the certifier, and the time frame for
certifying a LIHEAP application is 20 working days from the origin of the application.

To certify an applicant’s application, the certifier must perform the following steps:

I. Review the applicant’s data entered during intake process to assure that everything is
filled out

Sumrmnary I Houzehold Memberz I Dwellingl Heating Systems I Ihcome/Expense  Ceptification | Benefit Histary | EEIF'l

Left click on all of the following tabs to check for completeness

Summary

Household Members
Dwelling

Heating Systems
Income/Expense
Certification

Benefit History [If applicable]

Noook~whPE

I. Verify that the correct number of Household members are listed

I1. Verify:
A) All sources of income are present, and
B) Attached to the income worksheet
OR

Attach a written statement by intake worker stating that he/she saw proof of
the documentation needed

C) As applicable, calculate the utility allowance and place the figure in the
utility allowance box

NOTE: The certifier signs the form indicating the utility information provided
has been review!

D) If applicant claims zero income, all the zero income forms must be
completed and documented in the physical file

IV. Certification Requirements
A) The following items must be complete on the application for certification
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ltem

Comment

Application
Tab

Benefit Determination Method needs to be
selected

Consumption,Design
Heat Load,Subsidized

Certification

Intake Worker Required Summary
Certifier Required Summary
Number of rooms > 0 Dwelling
Every person must have a date of birth Household
Members

Every person over 1 yr old must have ID Household

(SSN or Alien) Members

Must have an Electric Vendor If an "Has Electricity Heating
Account™ is checked at Systems
top of heating systems
tab

Must have a Dwelling Type other than Dwelling

UNKNOWN

Must have at least 1 income row Income/

Expense

Income row must be Verified If SSI or SSD Income Income/
(IncomeTypelD 13 or Expense
14)

Heating Vendor is required Unless Heating
HomeOwnershipType=R | Systems
ent with Heat or
HomeOwnershipType=R
oom/Board

Requested Vendor is required Unless Heating
HomeOwnershipType=R | Systems
ent with Heat or
HomeOwnershipType=R
oom/Board or
BenefitDeterminationMe
thod = "Subsidized"

Must have an active heating system Active being No Retire Heating
Date Systems

Must have a heating system for each Vendor | Except for Electric Heating

Fuel Type Vendors if "Utility Systems
Only" is checked

Must have Income Period of 1, 3 or 12 Income/

months Expense

Must have Home Ownership Type Dwelling

FuelSubsidyAllowance is required If HomeOwnershipType | Income/
= Subsidized Expense
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ltem

Comment Application
Tab
Utility Allowance is required If HomeOwnershipType | Income/
= Subsidized Expense
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Complete Certification Tab

Left click on “Certifier” drop down list box and select your name.

Next, left click on the “Calculation Method” drop down list box and choose
appropriate calculation method: Consumption OR Design Heat Load

OesgnHeatioss =)

If applicable, check appropriate check boxes for Consumption Override Reasons

NOTE: If Reason Other is chosen, please state reason in Other Override Reason
box

Next, left click on “View Calculation” box to verify LIHEAP benefit amount
shown in LIHEAP Benefit Box.
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In the following can be seen an example of the Design Heat Load Calculation

Daesign Heat Load Calculation X

Mumber of Rooms

Sq Feetper Room

BTUz per Sq Foat

Degree Days

MBTLs Meeded

BTz Meeded Fuel Cost per WMBETL)  Fuel Efficiency Rate Estimated Conzumption — Contributing Factors
| 2807 X | $17.09 | 4| 065 gves [ 4245700 P g e
Sinagle Farmily
Est. Conzsumption Fuel Subsidy Electric Lighting, etc Heating Burden Fuel Type:
) il
| s245700) less | s0.00 | less | $0.00 | Gves | §2457.00
Poverty Level:
0-75%
Foints Allowed % of Points Allowed Dallars per Point Benefit Arnount
% % . Hypothermia Risk:
| 35 | 1.00 | 1900 gves | geasoo e

VI. The certifier must sign and date the physical application and check the appropriate
box identifying the Household’s eligibility or non-eligibility for LIHEAP assistance
and all other programs, i.e. ECIP, Weatherization and CHIP.

VII.  Next, the certifier is to left click on the |.— button to

complete the certification process

Conzumption Fiqure |z
Electric

-

=]

Certifier |Eob Audesmith

Cerification Date I
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Next, the user is to left click on “Certification Date” box and change the date if
different from default.

NOTE: Certification date must be equal to or after the Application date!

Application Certification

Full Certification

Please Enter Certification Data

Certification Date ||:|4||11|:|||12|:||:|? - I

Indicate Eligibility
LIHEAP ECIF CHIF LIAP REACH LHEAP 'WZ  DiOE W2 APR

e r r r r r r r

If the application is to be denied, lzave the check boxes unchecked. The denial reason will be
selected on the next page.

= Back Mext = FEinish

If Eligible
Next, indicate Eligibility by check off appropriate check boxes.

NOTE: If applicant is eligible for all, left click on the _# ] button

Then, left click onthe __ Mt > button.

NOTE: If applicant is not eligible, then please see the “If Non-Eligible” section.
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Application Certification

Set Benefit Payee

The requested vendor is selected in the box below,
If this is not carrect, you may select another of those listed,
Please note that one of the possible selections is the Primary Applicant,

Kl

Benefit Payes Augusta Fuel Company - Qi

Augusta Fuel Company -
TestHall, John

Cancel | « Back | ext = | Finish |

Next, the certifier must select the “Benefit Payee” in the appropriate box by left
clicking on the El icon.

NOTE: Primary Applicant is preferably never chosen as benefit payee!

Next, left click or tab to the 8 putton and hit Enter.
NOTE: Once certification process is complete, the application will lock!!!

CONGRATULATIONS! Your Application is now certified!

S — < Fracm s AT BN A HEAF et
Camarr | ~1 Fleitiw , [
Cantdicwnin Duin | £
R T s it
| 1 | =1 |

Carumee i Tumrrete Reacmes
Herer oo Paaren
I~ Chent snan & vorn WEOMAQG ceT e 110 e Tevm any el

17 Chmreh dhol vt swatste hoem sonmbrrasnns b fom Cudabons | ST oo ok 40 SERIG

I MM a1 s e ading b seth athms wn i of & (oo iuret ealbng
T Eharrt b ate nasrowsidmebin sioe woeh #e « gernae

7 bt st rn bl i ) s iy & ARl e e

T Chant incisapud 170 daatng § Eemmging Soaunt o fwm Sedee |

L T

LA e g Lise® A LA W Ok wi o
iy e = " v - " - e
Dwniel Commare
Ceviat Ragronr | |

Puriel Mevervat Do | o |
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If Non-Eligible

Next, the certifier must left click on the “Denial Reason” drop down list box and
select appropriate reason for denial

Certification of a Reopened Application

Seect o Dendal Reasaon
Whan semctong trs Ocwr’ Seraed remssr, o covvwert of expdenatsn @ regeed

Darid Bapson 3

Lack of Documse g aton

ey

Over Income

i | ] J

Next, the certifier must left click on the “Comment” box and cite the application
section of the Rule which is the basis for the denial.

Then, left click on the __ M= putton to continue.

Certification of a Reopened Application

Sedoct Bermeflt Payees

The AppRcston has been waldsed. Cick Frih 10 conpiete the cartioyion process

Canel | <sea | | Ewn |
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Next, the certifier must left click on the “Reports” menu and select “Print Denial

Form”.

§Ei|e Benefits | Reports | Tools  Security Help

TEst5, Pete |

Ce

Certification

Conzumption O
™ Client used
I Client did n
™ Client share
™ Client heats
r Heating svs
r Client repla
[~ Other

Currently Selected Local Vendors
Labels

Lists

Blark Consumption Override Workshest
Blark Denial Form

Blark Income Warksheet Form
Blark LIHEAP Application

Blark Odd Income Form

Blank Reminder Form

Blark Self-Employment Worksheet
Blark Subsidized Housing Form
Blark Zero Income Form
Year-To-Date Statistics Report
Print Pre-Application

iqure

Print Cenial Form

LikH
Eligible

Denial Reas

Denial Reversal Da

Print Income Worksheet

Print Odd Income Form

Print Reminder Form

Print Self Emplavment Workshest
Print Subsidized Housing Form

Print Zerc Income Form

Next, the certifier must verify that the form contains the appropriate information

and the print it out.

Lastly, the certifier must mail the original copy to the client within 10 working
days of the denial and keep a copy in the applicant’s physical file
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ECIP Certification

NOTE: A household is eligible for ECIP if it is experiencing (1) An Energy Crisis
persists or (2) its members lives are threatened by an Energy Crisis
situation

AND meets the following criteria:

The Household is income eligible for one of the following time periods, or
is eligible for HEAP, whichever allows income eligibility:

1.

The 12 calendar months immediately preceding the Date of

Application for ECIP.

The 3 calendar months immediately preceding the Date of

Application for ECIP.

The calendar month immediately preceding the Date of
Application for ECIP.

The 30 days immediately preceding the Date of Application for

ECIP.

Once ECIP application has been added, the certifier must left click on the

button.

Tezthdann, &llan |

ECIF &pplications

App Date

App Time

Type

Purpoze

y [OT/TG/2007

1215 P.M.

ECIP-A

Furnace Repair [Minor]

L |

L
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Next, left click on “Certification Date” box and change date if different from
default.

NOTE: Certification date must be equal to or after the Application date!

ECIP Certification

Please Enter Certification Data

Certification Date I':'l"ll 1)2007 = | The Certification Date is Required and must be equal to
or after the Application date of 1/10/2007

ECIP
Indicate Eligibility -

If the application is ko be denied, leave the check box unchecked, The denial reason will be
selected on the next page.

= Back [dext = Eimist

If Eligible

Next, indicate Eligibility by check off appropriate check boxes.

Then, left click on the M= hutton.

NOTE: If applicant is not eligible, then please see the “If Non-Eligible” section.
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ECIP Certification

Set Benefit Payee

The Benefit wil be paid to the household's Systern Wendor as shown below,
If this is not correct, click Cancel to correct,

Benefit Payes Augusta Fual Comparny LI

Agusta Fuel Compary

Cancel | < Back Mext = Finish

Next, verify that the Benefit Payee listed is correct.

Then, left click or tab to the ___E™" __ putton and hit Enter.

NOTE: Once certification process is complete, the application will lock!!!

CONGRATULATIONS. Your Application is now certified!
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If Non-Eligible

Next, the certifier must left click on the “Denial Reason” drop down list box and
select appropriate reason for denial:

ECIP Certification

Select a Denial Reason
When selecting the 'Other’ denial reason, a comment of explanation is required.

Denial Reasan — I

Lack of Docurnentation
Cither
Cwer Ihcome

Camment

-

Cancel | < Back | Mext = imish

Then, left click on the _Bosh hytton to finish

NOTE: Ifreason “Other” is chosen, a comment must be entered into the
“Comment” box.
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Benefit Notification
The following section will illustrate how the user handles Benefit Notifications.

First, left click on the Benefits menu and then select “Batch Notification Report” to
obtain a summary of a given periods payments.

7™ Maine Energy Assistance and Conservation System
- File | Benefits | Reports Tools Security Help
Purchase Orders »

Run Batch of Benefit Notifications
| Batch Notification Report |

Maine Energy Assistance and Conservation System

Maine State Housing Authority
Energy and Housing Services

Next, the user is required to select the Start- and End date for payment report. Left click

on each date box to input appropriate dates then left click or tab to button
and hit Enter.

Please choose a date range

StartDate [f2i01/2008 _¥)
EndDate [o1n162007 | COHSCW&tiOH System

OK I Cancel |
4

L= e

Energy and Housing Services

NOTE: To take no action, left click on- or tab to Cancel | pytton and hit Enter.
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The user will now be able to view and print the selected payment report.

® Maine Energy As ance and Conservation System

| File Berefits Reports Took Seoaity Help

Bt Hiemior Lsting -1 241/200 Thecugh 1154207 |
44 WP @B T M

Payment Report Maine State

Faymert Dates. 1312006 thraugh 1WE2007 Hmﬂrlgmlﬂ‘ﬂf‘lty

LIHEAR Fual &x=isianca Frogram

T Fued Typa
Cab Jd &LHemith
etay Esdianiih Dol Rivir Coa-Brurcrdch

Fob Hayesmith [imaed Rivar Co-Braressack

Estay BRCssmih

Eetsy BLBesmith

Jab BLZezmih
sty Fusl Cosmpaig
‘Wadeighe Inc-Halowsll
‘Wadeighs Ine-Charlks Codh Fu
‘Wialgighs lne-Hall el
Anmeta Fusl Company
HAumista Fusl Compang
'ﬁ\‘arlni;:: Ing-Charine Cash Fuel
‘Wadeighs Inc-Charliee Cash Fuel
Palsy C AMOasmih

To print report, left click on the & jcon.

To Exit, left click on the * icon.

B Mainw Energy Assistance and Conservati »n System

il Panlih Favel Toek Sty Hep

Néynar Rapon Maine State

Papnet Cates 12772000 J 1) IMEX0T MM’

LHEAS Fad Azsistasce Brogor
Tt Ty At
o
o
Ko
19 5
P S
Wt hoine Kot o4
Wl s hnc-Chadios Carh Fow P
Wadngn o Hol el )
Anvarta Pued Caysom o
ne 3 Repaste Pl O v ~
Haliy FELG N ASTAPA L0 Cah S
vy PELIre b A2En P e Crrmy Coen Paw
Perey AV b ety CANOwein

b R B R
883 38R8aR 338858
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Next, to run the batch of benefit notification left click on the menu item Benefits and left
click on “Run Batch of Benefit Notifications”.

™ Maine Energy Assistance and Conservation System
¢ File BenefEl Reports Tools Security Help
Purchase Orders »

| Run Batch of Benefit Notifications |
Batch Notification Report

Maine Energy Assistance and Conservation System

Maine State Housing Authority
Energy and Housing Services

Next, set start and end date and click on the button.

™ Maine Energy Assistance and Conservation System

H Report Criteria

Please choose a date range

Start Date |h2m1;2|305 vI
EndDate [o17162007 7] Conservation System

ok | Cancel |

4

L= e

Energy and Housing Services

NOTE: To take no action, left click on- or tab to the __&aneel | putton and hit Enter.

The user will now be able to view and print benefit notification batch [See Benefit
Notification section for further instruction].
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Administration

LIHEAP
This section examines how the LIHEAP administrator performs his/her daily tasks.

Re-Open Application
To re-open an application which has been certified, the LIHEAP administrator must first

load the appropriate application, and then left click on the “Tools” menu and select
—  ‘REOpen Request”.

Maine Energy Assistance and Conservation System

: File Benefits Reports | Tools | Security  Help

ABBezmith, &ob | Maintenance »
—Application and Cont Export Ad Hoc Reparting Data
Lpplig Supplemental Follaw-Up MERAC &pplication ID | ;¢
Appli Supplemental MNotification Repaork —
DHHS Import Fallow-Up —
Applica ,I
Void Current App =1 p | Primz
wtc vl T
| Reopen Request |

View Re-Open History :‘I

Once the administrator has clicked the “Reopen Request”, he/she must fill in a reason for
reopen in “Reason for Request” box.

Details For Reopen Request

Reason for Request

Continue | Cancel |

Next, to complete request the LIHEAP administrator must left click or tab to the

M button and hit Enter.
NOTE: To take no action, left click or tab to the __%an€el | putton and hit Enter.
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Next, the LIHEAP administrator must left click on the _ button.

Reason for Request

Verify Details Listed Below

(2]

Next, to complete the process, the LIHEAP administrator must send an email to
MaineHousing by filling in the following:

= Email Control
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Supplemental Follow-Up

To initiate a supplemental follow-up, a “supplement run” has to have been executed on
the MERAC Management side. So it is only relevant for the LIHEAP administrator to
use the supplemental follow-up option, when so notified from external source (i.e.
MaineHousing)

To view the Supplement Follow-Up for an applicant, the LIHEAP administrator must left
click on the “Tools” menu and select “Supplemental Follow-Up”.

Maine Energy Assistance and Conseryation System

: Fle Eenefits Reporks | Tools | Security  Help

Mainkenance 3

Export Ad Hoc Reporting Data

> | supplemental Follow-Up |

Supplemental Motification Report

Mall ot mmport Follow-Up Ice and Cons

Next, the LIHEAP administrator must re-process each listed applicant on the
“Supplemental Errors” tab.

7™ Maine Energy Assistance and Conservation System
i File Benefits Reports Tools Security Help

Supplemental Emors |
Applicant £ Source Diazeription -

p | AlLLesmith, Aatzy J. State 111652007 Unable to determine the correct Payes for this application.

ASSazmith, Job P State 141672007 Unable to determing the corect Paves for this application,

Baiesmith, &stsy F State 171652007 Unable to determine the correct Payee for this application.

BARezmith, kob ' State 111652007 Unable to determine the correct Payes for this application.

B&Nasmith, Lab P State 1116/2007 Unable to determine the correct Payes for this application.

BEA=zmith, Fab ¥ State 171672007 Unable to determine the corect Papes for thiz applization,

BERezsmith, Detsy J State 171652007 Unable to determine the sorrect Papee for this application.

BlCesmith, Katsy L State 1116/2007 Unable to determine the correct Payes for this application.

ElCesmith, Letsy L State 171672007 Unable to determine the corect Papes for thiz applization,

BlSesmith, Pob H State 171652007 Unable to determine the correct Payee for this application.

BOAezmith, Rob 5 State 111652007 Unable to determine the correct Payes for this application.

Bouesmith, Rab State 1116/2007 Unable to determine the correct Payes for this application.

Breesmith, Jetsy L. State 171652007 Unable to determine the correct Payee for this application.

BUBezmith, Eetzy L State 111652007 Unable to determine the correct Payes for this application.

CARasmith, Betsy J State 1116/2007 Unable to determine the correct Payes for this application.

C&Sezmith, Rob L State 171672007 Unable to determine the corect Papes for thiz applization,

CHazsmith, Eetsy E State 171652007 Unable to determine the correct Payee for this application. LI
[« | B
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NOTE: Supplement errors occur for the following reasons:
1. Unable to determine the correct Payee (most are in this category)
2. Unable to determine Benefit Determination Method (very few)
3. Unable to obtain an Application Lock (very few)
4. Unable to determine Primary Fuel Type (very few)
5. The vendor who passes all of the above is no longer an approved vendor.
(very few)

To reprocess an applicant, the LIHEAP administrator must first highlight appropriate

applicant and then left click on the _ button.

™ Maine Energy Assistance and Conservation System
Eile Barwfits Reports Tools Searity Help

Sipoersmip Ly |
1 Aok ech Zouce Darcrgton 2
0
U | ASSaerah, Job ¢ Sna 1150007 Urable to decerrune the conest Passs fo du spplcascn
Dawi, Antsy T e 11502007 Unatia (0 dutarvwre the corvest Papes r fus sppieabon
Eldlurrat, Hob [ Gima 022007 Uratla 10 detarrane the conett Papes for fhe spske ascn
DAvesTar, Lot P o 108007 Ualia (0 dacar e thes oot Fapas or Fot apie acn
| PR, Fob W S 17502007 Ukl (0 dutarrares the comet Paree for s s en
BERearar, Dwy 1 S LIEGO07 Uratha 10 detaran the corest Papes b $ue spoicascn
BiCasvan, Katay L Steea 16007 Uvalie 1o datereane tha comnest Papes for s sptieston
{ | BxComran, tay L T SmaiN2G00T | Unabla to decarrane the conest Pasas for a apsiascn
Disesra, Fob M T 1NVSGI007 Ubiabie (0 Gatar vt (1o oot P ox Sun Aol bor
BlAamh. Fich G 1S in2G007 Tirabla o detrree the conert Pares for e ke ascn
Bousarar, ks S 180T Uabia (5 dacarmirs (ha coeect Fapes for Fu Aol Mon
Bromsewh batsy L St 109602007 Urabie to deterews the conest Papes for e swokeston
| BUSecrat, Eacap & Swa 1020007 Urable 10 deterrana the conest Papes for dur appicaben
CARwsrar, Datry oo 11802007 Uiable (0 Gotarrwra (et comaet Pape for fus aciesbon
| [ Tasawah o L eSS Unabla 1o dmarrana the conest Pares i 4u spoiceson
CrAasrat, Cacey £ Sn 1080007 Ui (0 Cotte Tt (1 COnedt Fapae fox dus Spoie dbads

| |
4] | ol

Next, select appropriate vendor for payment and left click on the _©entinue | jytton,

LE Maine Energy Assistance and Conservatio

Flle Benefits Eeports Tools Security Help

Supplermental Eiraie |

. Select Vendor For Payment
AS Emzmith Salect the vendor who should receive the pagmant; blm to duts
Bmiasmitk. bl 0o date
EaRmemih  |ALLesmith. detey I R ey
B asmith Cragle 0l Comparny:Presoues Lzl - Ol bl 1o dete
EEAmamith ble to cetes
BE Rasmith Continue I Cancel I ble o dare
ElCaxmith, Ela to date
BiCasmith, Latsy | Sratm 162007 Linabie to dete
ElSasmith, Pab H Stata 1162007 Urabla to date

NOTE: If it is unclear who is to be receive payment, left click on the _€aneel | pytton

and left click on the _ button to review case.
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Once the appropriate vendor has been selected and the LIHEAP administrator has left

clicked on the MI button, the selected application will be process for
supplement.

Next, repeat same procedure until all applications have been processed.

Void Current Application

To void a pending application, the LIHEAP administrator must first load the appropriate
—  application, and then left click on the “Tools” menu and select “Void Current App”.

Maine Energy Assistance and Conservation System

S File Benefits Reports | Tools | Security Help

ABBesmith, Aob | Maintenance »

—application and Cont Export Ad Hoc Reporting Data

Applia  Supplemental Follow-Lp MERAC Application ID [ 3212525 [ada | [ee

Supplemental Motification Report

Applic

applica DHHS Import Follow-Up j E—— Telepho;e 1
- ontact Role ram o
[ § -
- I »Vold Current App | B K |anar_l,l Home Telephone 121442005
ntg - -
Reopen Request Area Code Humber Extension
S D] 7355055

Wiew Re-Open History

bdailina Addreszs

The application has now been voided!

—Application and Caontact Infa

Application Date |D1I11I2UD? vl |

Application Type | iandard LIHEAP [entions

Application Status I\,-'Did *

Intake Worker I LI

Contact Role Fram | To |

LI

Agengy | gy

hailing Address

Line 1 [ 123 Test Rd

Line 2 I

=l

bunicipality | apbot village, ME 04408 ~|

Murber of Household Mermbers who are

Mative American I o In Household I 1 Elderly I 0 r I —
Dizabled ID Under Age 2 ID

&t leastone person in the Houzehold is receiving:

I~ Food Stamps ™ General Assistance ™ Medicaid Cither
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DHHS Import Follow-Up

To initiate an DHHS Import follow-up, an import from DHHS has to have been executed
on the MERAC Management side. So it is only relevant for the LIHEAP administrator to
use the DHHS Import follow-up option, when so notified from external source (i.e.
MaineHousing)

To view the DHHS Import Follow-Up, the LIHEAP administrator must left click on the
“Tools” menu and select “DHHS Import Follow-Up”.

Maine Energy Assistance and Conservation System

: File Benefits Reports | Tools | Security  Help

Mainkenance 4
Export Ad Hoc Reporting Data

Supplemental Follow-Up

Supplemental Motification Report

NAaf o mport Folow-up Ice and Conservation

Next, the LIHEAP administrator must re-process each listed applicant on the “DHHS
Import Errors” tab.

This process is identical to the Supplemental Follow-Up. For further instructions please
Supplemental Follow-Up.

NOTE: DHHS import errors can occur for the following reasons:

1. SSN mismatch or transposition.

2. DOB mismatch or transposition. The corrective action would to verify
the incorrect information with the client

3. Generic name or DOB mismatch. The corrective action would to verify
the incorrect information with the client

4. SVES returned SSD, but it was not listed on the application or was
incorrectly listed as SSI. The corrective action would be to add an SSD
record for the individual.

5. SVES returned SSI, but it was not listed on the application or was
incorrectly listed as SSD. The corrective action would be to add an SSI
record for the individual

Rule of thumb: The corrective action would be to verify the incorrect

information with the client. Using the ‘correct’ information
provided by SSA as a reference
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Export Ad Hoc Reporting Data

This function provides each CAA with the ability to automatically produce database
views for ad hoc reporting. The export ad hoc reporting data function is only available to
users that have admin rights and it can be found by going to Tools >> Export Ad Hoc
Reporting Data.

Ad-hoc Reporting Data Export Utility - | Ellil

Pleaze select where you would like the export files ta go;

Evpon Diectny
CIES T Fies
4

The ad hoc reporting data will be exported into a user designated directory and the export
files will be in the .csv format. To select where the export files are to be exported, click

the _ button and select a path to export the files.

Once the export directory has been selected, click on the _ button to begin
the export.

The ad hoc reporting data export utility will export ad hoc reports according to the user’s

designated agency. Meaning, a KVVCAP user will only export ad hoc reports concerning
KVCAP clients and a CCI user will only export ad hoc reports concerning CCI clients.
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Maintenance of Third Parties

This section will examine how the user can add, edit, and delete employers, landlords,
and intake sites. The procedures of adding, editing, and deleting are all relatively the
same as discussed in the “Add Landlord” wizard from the Income / Expense tab.

First, the user is to select File/Open/Landlord / Employers / Intake Sites to gain access to
the appropriate screen.

1™ Maine Energy Assistance and Conservation System

:|File

Bernefits Reports Tools Security  Help

MNew Household Application

Cpen ’

LIHEAP Application

Exit

Landlords / Emplovers [ Intake Sites

Scheduler

Maine Energy FsSsIStance arra currser varrOIl Sj

m

Next, the user must left click on the “Select Role” drop down list, by left-clicking on the
-l icon, to choose between Client Employer, Intake Sites, or Landlord.

7= Maine Energy Assistance and Conservation

- File Benefits Reports Tools Security Help
Edit Landlordz/E mployersdntake Sitesz |
— Party Seach
Select Role ICIientEmpIDyer LI Qrganization Mame

Sitez

Client Emplover

—Farte Details Landlord

Crganizatiof Marme I

Activation D ate ||:|3;2?12|]|:|5 LI

| PR  CDER B
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Employer
Add

To add a new employer, the user is encouraged to left-click on the - button, this
will in term take the user to the earlier mentioned “Add Employer” wizard [which is
identical to the “Add Landlord” wizard]

Edit
To edit an existing employer, the user is encouraged to the left click on the “Organization ==
Name” drop down list’s '~ icon to choose employer.

™ Maine Energy Assistance and Conservation System
: File Berefits Reports Tools Security Help

Edit Landlordz/E mployers/intake Sites |

i~ Farty Dietails SOUTH AMERICAN SIDE TOO

—Party Seach
Select Role ICIientEmponer LI Organization Marne LIF
E D BESSEY& SON

@wark Perzonnel
@wrork Persannell

Organization Mame I

- 1 test
Activation Date I a3ETIZ005 LI 1 sfli‘nz:;zsions
Deactivation Date ID3J’2?I2DDE LI ;Et.hizrlt_ﬁ;um Services -
Taxpaver D Murmber I
1099 Carmpany? r ﬂ
Description

NOTE: Names of employers are listed in alphabetical order.

To find sought employer either:
A) Type in first letter of employers name in drop down box, or

B) Use scroll function to seek.

Once appropriate employer has been found: left click on name to access employer
information.
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The user can now edit any needed information by left-clicking in any box.

Delete

To delete an employer, the user is encouraged to first pull up employer’s information as
described in the Edit section.

Next, the user is encouraged to enter Deactivation date in the “Deactivation Date” box,
by left-clicking on the box’s 1 icon.

n 3.4 B R

P8 9 w1y 2 1

1415 18 7 1k 12 N

A N 3 U u T

MM won o
g 4 5 0 7 &

NOTE: Deletion in this section is only done through deactivation.
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Landlords and Intake Sites
The procedure of adding, editing, and deleting either landlords or intake sites is the same
procedure described in the Employer section.

Scheduler

To open the ‘Scheduler’, left click on menu File, Open, and then select ‘Scheduler’:

M Maine Energy Assistance and Conservation System
Flle : Berwfits Reports Tools Security el
Dlaw Housshold Application |

E‘Qsé‘? 2 I LIHEAS Application
Exit _Lef-:_il_o_rcts / Employers / Intake Sites
- Scheculer
Maine Energy on System

Maine Suate Housing Authority
Energy and Housing Services

Next, the Scheduler will open and provide an overview of the current date’s
appointments. Since this is the first time we are opening the Scheduler, the overview will

be blank:

E rane Energy Assstance amd Conservataon System

e Dawfer Ragords  Took Sematy Ml

Load xoomerents hy 506 e ,-4,,,,-'.“;,, t,]

Foordaesry |

‘ hay 208 ¥ e
NTwTF ||
E 12348 1l
¢ 6 2101112 | {
13141516 17 18 19 ] | |
DARBINDIS g=® H
NH/AHADR o | i
{1
Auapae TIW {}
5 N T w1 F5 QR |t
12 o« Il
14570 10 | 1
101112 13415 16 | |
1
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Selection of Site and Setup Function

To select the appropriate ‘Site’, left click on the drop down list to select desired site:

Site

I.-’-'-.Ian Test Site ;I

Next, to setup the general properties for the site—hereunder adding the names of intake
workers to the calendar—left click on the ﬂl button.

Calendar Setup

Site: Alan Test Site <

This will open up the
Calendar Setup window:
Name of Site

<

To setup time interval for
appointments
J

To add names of intake
workers to calendar

To delete name(s) of intake
workers from calendar

To setup Start and End time
of site’s hours

To setup days of site’s
operlation

Calendar Slots
Time Interval |-|5 minLtes ,*
Slat Mame
Add Slot || |»|1 |1
|
Delete Slot |
T ]
Calendar'working D aps and Hours
[T Sunda
d Stat [0500AM <=
v tonday
¥ Tuesday End IIZIE:EII:I PM < I
¥ ‘Wednesday
¥ Thurzday
¥ Friday
[ Saturday Lloze

To Exit
]
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To setup the time interval for appointments:

Calendar Setup

Site: Alan Test Site

First, left click on the drop
down box:

Calendar Slots
i - P |
Time |nkerval 15 mirbes «—
B minutes -
E minutes b ame
Add Slot 10 m!nutes
12 minutes
15 minutes
20 minutes
30 minutes —_
—DEIEtE iz B0 minutes 7
Calendar'Working D ays and Hows
M) Sy Stat [0 M
W tonday
W Tuesday End | 05:00 PH
v wednesday
W Thursday
¥ Friday
[T Saturday Close

Next, select appropriate
interval

Then, left click on close to
return to calendar overview

A

To add a slot/name to the calendar, left click on the ﬂl button,

Calendar Slots
Time Interval 15 minutez ;I
Slot M ame
Add Slot 1 Peter Tester
bF| 2 | Amanda Tester || P
Delete Slot

Then type in name of worker in
text box
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Then, left click on the

To delete a slot/name from the calendar,

Calendar Slots
Tirne Interal 15 minutes ;I
Add Slot
Amanda Tester |
Delete Slot

Delete Slot button

To change working days for site:

Calendar Working D ays and Hours

First highlight appropriate
row:

|

Check and/or uncheck
appropriate check boxes

™ Sunday Start _

¥ Monday ) Im

¥ Tuesday End IW

V¥ wWednesday |
Vv ey

¥ Friday

[T Saturday Closze |

IEIE:IIIEI Prd fields.

- : st s
To change working hours for site, left click into [oz00eM 4
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The change of working days and hours can be seen on the overview screen of the
Scheduler by the change in colors.

Thursday, March 29

The dark color
specifies time set
outside working
hours

The light color
specifies time set
within working
hours

To exit the setup window, left click on the _ button.

Loading of Appointments after a Certain Date

By default, the Scheduler only loads appointments scheduled 3 months prior to the
present date. To change this date, left-click into the date box that suits your need.

aine Energy Assistance and Conservation System

: FEile Benefits Reporks  Tools  Security  Help

04,/07/2003 -

B ail ability:
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Add Appointment

To add an appointment to the scheduler, either:
1. Double left-click onto desired time slot

2. Left-click onto desired time slot and then left click the . #AddAppointment
button
Thursday, March 24 a|
gty Patr Tastar Sunsnds Tesber [1
11 = | NOTE: When
' clicking a field, the
— . field will
“ ﬁ automatically
! highlight in blue
1% | |
I <
2 [La] J
3 4}
. .
* | -

Next, the Scheduler will automatically refresh/check to see if another appointment has
been created in the same timeslot. If such an appointment exists, then you will see the
following window appear:

Conflicting appointment found

3}) There is a conflicting appaintrent in this slak it may have been saved by anather user and nat vet visible on the calendar.) Would vou like to create a new appointment in
this slot amyway?

Next, to avoid creating a new appointment in this slot, left-click on the Ll
button and try another timeslot.

Next, if there is no existing appointment in the timeslot selected, then the appointment
window will show:
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Bl Untitled - Appointment
- File Edit

Subiject | Client I T per—

[~ attach Inquiry Information |

Primary Applicant
Start: .
ITh” 03j23/2007 LI |1'3D FM LI First | Middlel Last SuFfixI |

End: .
IThu osizopzonr w | [14sPM v Gender | | 1D Type | ~1
[~ all Day Event Recurrence | Date of Birth I VI 1D Murnber I - -

. Household Member Since I hd l
I Reginder: |15 minutes =] | Pweling
Calar: I. Blue vl Twpe I Vl Mailing Address
Motes :I Address (l)l Address (13 I

Address (2) I Address (2) I
IMobile Home Builk Betore
- 1976 Address (3 I
Municipality I - l TMunicipality I hd l

hd
Telephone Area Codel MNumber I Ext I
Comment |
Cancel Save and Closze Delete |

Add Recurrence

If the appointment is to be set for a subject or new client with no existing application
info, then type in the client’s name or subject into the
Subject [ Client

Wew Appainkment

box.

Next, verify that the start and end date and times are correct:

Start: [ thy n3fz0/z007 ;l | naoeM vl If needed to be changed: Left click into

appropriate drop down box.
End: | 1ty nayzarzo07 j |1:45 o v pprop P

[T Al Day Event Becurrence |

If the appointment is an all day event, then please check the I

Next, if the appointment is to recur over a set time interval, then click the M
button:

This will bring up the ‘Appointment Recurrence’ window:
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Appointment Recurrence

Appoinkment Lime

x]

End [ 1145 PM ~] Duation: |15 minutes |

Skark I 1:30 PM VI

Recurrence pattern

Recur every I 1 weekis) on:

% Weekly

" Monkhly [T sunday [T Monday [ Tuesday [ ‘Wednesday
" Yearly [¥ Thursday [ Friday [T Saturday
Range of recurrence
) ¥ Mo end date
Start: |y, 32002007 LI =

" End af_ter:l 10 DCCUrFENCEs

" End by:
| Thu 5/31 /2007 LI
(0],4 Cancel | Bemove Recurrence |
To specify the recurrence pattern:
Recurrence pattern
Doaily | Recur every | 1 week(s) on:
% Weekly
™ Marthly [T sunday [T Morday [ Tuesday [ Wednesday
" Weatly [¥ Thursday [ Friday [T saturday

Please select appropriate pattern under the ‘Recurrence pattern’ section.

Next, to set the range of the recurrence:

Range of recurrence

Start: - | {* Mo end date

i End aF_ter:I 10 OCEUrtences

" End by:
| Thu 5312007 Ll

Thu 3f29/2007

Select appropriate start and end date (if any).

Then click oK

button to setup recurrence.
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To exit the recurrence window without adding a recurrence, left click the | |
button.

The recurrence will show up on the overview screen by having an +3 icon next to the
appointment:

127 -

1™ L

+% MNew Appoinkment

P L

3" L

To make changes to a recurrence, double click the appointment:

MERAC

Do yvou want to modify all cccurrences of this appointment?

Next, click the ml button to go back to the recurrence window:
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Appointment Recurrence

Appaintment fime
Start I 1:30 PM LI End I 1:45 PM LI Duration: I 15 minutes LI

Recurrence pattern

Recur every I 1 week(s) on:

* Weekly

€ Monthly [T Sunday [T Monday [~ Tuesday [ wWednesday
" Yearly [¥ Thursday [ Friday [T Saturday

Range of recurrence

Start: | rhy, apooiz007 LI

% Mo end date

™ End af_ter:l 10 OCCUPTEMCES

" End by:
| Thi 53142007 j

0K | Cancel | Remove Recurrence |

Bemoye Recurrence

To remove the recurrence, left click on the button, and left click on

the _Save and Close |, 101 19 finish.

Next, if the worker would like to be reminded ahead of time that he/she has an
appointment:

Then left click the Reminder check box

Reminder: |15 minutes ﬁ_‘
0 minutes -

Color;

> mintes | Next, left click into the drop box

Motes 10 minutes
15 minukes
30 minukes
1 howr |
2 hours _ _ -
3 hours » | Then, select appropriate time to be reminded

before appointment.
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If the worker would like to color coordinate appointments on the overview screen:

I™ Reminder: |15 minutes -
Color: - LI

e [( R Then that can be achieved by selecting the wished

= Lgrisiybine = color from the ‘Color’ drop down list:

I SteclBlue

[ AliceBiue

B DodgerBiue
N SlateGray

I LightSlatecray
[ LigrtSteelBlue
A CornflowerBlue
B RovyalBlus

I MidnigHtBlue
[ Lavender

ey —
Il CsrkBlue

I hicdiumBlue
Cance! S T —

a

If the worker wishes to add a note to the appointment:

[T Reminder: |15 mirutes LI Then, left click into the ‘Notes’ text box to
enter note:
Color: I- ElLe LI
Motes | This is where the worker enters the :l
noke | P

[

Next, to finish creating the appointment, left-click on the _23¥eandClose |, 145

The appointment will now show up on the overview screen under the selected worker and
for the specified time:
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NOTE: If you place your mouse pointer over the appointment,

:I o ey ey e e —— Then notice that the note will appear.

This is where the warker enters the note

To edit the appointment, double click on the appointment box:

I Mew Appoinkrment |
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Attachment of Inquiry Information
To attach inquiry information from an existing applicant:

[+ iattach Inguiry Information | Find Previous Application |

Primary Applicant

First | Middlel Last | SuFFixI LI
zender I ;I ID Tvpe I LI

Diake aof Birth I - I 10 Murnber I - -
Dwelling Household Member Since I - I
Twpe I - I Mailing Address
Address (1) I Address (1) I
Address (23 I Address (2) I
Mobile Home Built Before
| 1976 Address (3 I
Municipality I - I Municipality I - I
Telephone #Area Code I MNumber I Exk I
Commenkt |

First check the ™ #ttach Inguiry Information © check box and then left the

Find Previous Application

button:

Next, the LIHEAP Application Search Window appears. Now search for applicant:

LiHEAP Application Search |

Please Enter Search Critena

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

First Mame LastMarme Date of Birth
I garesmith| I _r i
Identification Twvpe Identification Murmber (S5#. etc.)
| =] | - -

Address Line 1

City, State Zip

| [

Telephone (7 digits)

Clear Criteria | Search I Cancel
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When the appropriate applicant is located:

Search Results

Frogram ‘r'ear Hame [rate of Bith 1D Mumber Status Application Type Physical Addrezs City’j
2006 GAResmith, Metsy 12/05/1925  |523-71-6982 | Eligible Standard LIHEAR | 33 East Strest 0id Orch
2006 GAResmith, Mab 014124952 |522-03-7438 | Eligible Standard LHEAP | 18 East Street Glenbum,
2006 GAResmith, Mab 08/09/1995  [523-43-8193  |Eligible Standard LHEAP | 3 East Street Mila, ME
2006 GAResmith, Mob 124181970 | 560021522 | Eligible Standard LHEAP | 16 East Street 0id Orche
2006 GaResmith, Mob 03/02/1355 525-05-6374 | Eligible Standard LHEAP | 22 East Street Kennebu

. 2006 G h, Mob Standard LIHE&AP et 014 Orche

2006 GaResmith, Mob 07/10/1949 Denied Standard LHEAP | 32 East Street Wwiaren, b

2006 Garesmith, Detsy 0441741923 |52261-5611  |Eligible Standard LHEAP | 14 East Street Diwfield, b
2006 GAResmith, Dob 1042842005 523541118 |Pending Standard LIHEAP | 76 East Street Linreus, |
2006 GaResmith, Petsy 01/02/1336 955-01-9238 | Denied Standard LHEAP | 35 East Street Smyrna, b
2006 GaResmith, Petsy 04/24/1354 522-05-7225 | Eligible Standard LHEAP | 40 East Street Salon, ME—
2006 GaResmith, Petay 09/03/1928 524-70-0336 | Eligible Standard LHEAP | 7 East Street Wikielom,
2006 Garezmith, Petay 08/02/1964 524-27-9915 | Eligible Standard LIHEAP | 89 East Street Standizh, w
|« I d

| Open Selected Application I Cancel Search |

BackTo Search Criteria |

Then left click on the |__9penSelectedApplication | 1o,

Next a window will come up to confirm selection of applicant:

Select Primary Applicant

Select Primary Applcant

|GAResmith, Setsy  [DOB: 7/4/1951) [Former Primary) |

Ok |

To continue adding information from application to scheduler, left click on the

LI button
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The appointment window will next populate with the appropriate information from the

selected application:

il New Appointment - Appointment
File Edit

Subject § Client IGAResmith, Setsy ¥ attach Inguiry Information

Primary Applicant

ot | thuosizajzonr | [rzoem v
End: IThu o3jzozony  w | [L4sPM |

Recurrence |

First [Setsy Middle |

[~ &l Day Event

I Reminder: |15 minutes Dwelling

Color: I- Elue

Type

Gender IFemaIe vl
DateoFBirthI 07/04/1951 vI

Last | GAResmith SuFFixl

=]
D Type ISD-:iaI Security vl
1D Mumber I 521-09-6773

Household Member Since I 020212004 Vl

Mailing Address

Address (1) I PO Wesk Street

Address (2) I

Address (3) I

Municipality IOId Orchard Beach, ME ;I

Humber | 5268209 Ext |

Mates | This is where the worker enters the ;l Address (1) I 2z East Street
note
Address (2) I
r Mabile Home Built Eefare
1976
IMunicipalicy IOId Orchard Beach, ME LI
hd
Telephone Area Code I 207
Comment
Cancel Save and Close Delete

PrintApplication |
Process Inquiry |

PrintApplica

on | putton.

To print the application, left click on the

If the applicant is new and not listed in the MERAC database, then the worker can
manually type in known information into the “Attach Inquiry Information” section.

il GAResmith, Setsy - Appointment

File Edit

Subject | Client IMi”er’ Poul ¥ attach Inquiry Information

Primary Applicant

Find Previous Application

Start’l Thu 03{29/2007 v| | 1:30 PM

=l
Endi | Thyozjzazonr v | [1esem v

Recurrence |

[

First | Poul Middle |

Gender IMaIe vl
Drate of Girth I 010171944 Vl

Dwelling

[~ Al Day Event

™ Reminder: |15 minUkes

Househald Member Since I 01/01f1999 W l

Last | Miller SuFFixI

=]
1D Type ISDciaI Security - l

ID Murnber I 123-35-3535

Municipality ISkahegan, ME 0497 vl

Ext |

Colar: I- Blue - | Type ISingIe Family hat | Mailing Address
Motes [ This is where the worker enters the | . | Address (1) I 123 Test Rd Address (1) I 123 Test Rd
note
Address (2) I Address (2) I
Mobile Home Built Betore
= 1976 Address (3) I
Municipaity [Skowhegan, ME 04976 | |
=l
Telephone #Area Code I 207 Murnber |555-1234
Comment | Test]
Cancel Save and Close Delete

PrintApplication |
Process Inquiry |
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To process the inquiry, left click on the Process Inquiy | button:

This will take the user to the ‘New Household Application’ wizard:

(™ New Household Application =] E3

Nipws Household Application Wizard
Application Details

Application Date Ip, I—{_l’ ‘,I (The application date must fall on or betwesn
o - 7112006 and 673072007

Application Type |5¢,:- -]

Intake Type I.:@:. :I

& (required fislds)

Cancel | Harl | et | Einish |

Please note that the entered information from the scheduler will automatically transfer
over:

™ New Household Application _ (O] x|

Mew Household Application Wizard - Dwelling
Please anter intormation about the physical location,

Dweling Type  [Single Family =

Physical Address Line 1 | 123 Test Rd

Physical Address Line 2 |

Physical Muriclpality — [Skowhegan, ME 04976 =]
T Mobile Home Built Before 1976
Home Cwnership Type |Dwn Ll

& (required fields)

Cancal | = Back Eirish |
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Delete Appointment
To delete an appointment, first highlight appointment to delete:

[-/® Maine Energy Assistance and Conservation System

Fil=  Bensfits Reporks  Tools  Security  Help

Schaduler |

Site Thursdlay, April 26 |
| Alan Teat Site | Ay ailablity | Pt Tt | Afnanda Tastar 11
Satup | Ruofrash | 7.am
1 Apiil 2007 v
SMTWTFS B oo
AAAEXEMYAON
1 2 3 4 58 7
B 31011121314
1516 17 18 19 20 21
22 23 24 2528 27 28
290 gm
May 2007 |
SMTWTF S
12 3465
7 8 3101112 oo Miller, Poul
13141516 17 1813 10 I
2021 22 23 24 25 26
ara2emwmm ooz
1 4 5 B 7 d ]
11 i
Add Appointment |
Dalete Appointrent | 12 Fm
Find Inquiry Appt |
Print Schedule | i oo =
; Delete Appointment
Then click on the S button.

The user can also delete an appointment by double clicking on the appointment, and then

Delete

left clicking on the button:

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

Appointment Dialog X
AN

Are vou sure vou want to delete this appointment?

button.
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Find Inquiry Appointment

To find an inquiry appointment in the scheduler, left click on the
button.

Find Inquiry Appt

Next, the “Inquiry Appointment Search” info window will appear:

Inquiry Appointment Search

Please Enter Search Criteria

FirstName“ Last Mame I

ClearCriteria | Cancel |

Next, enter in the “First” and/or “Last” name of applicant.

NOTE: User can either type in the full spelling or only type in partial spelling. The
system will simply list all appointments with specified spelling criteria:

Inquiry Appointment Search

Please Enter Search Critenia

First Namel Last Mame I Mill

Clear Criteria | Cancel |

Next, left click on the Search button to start search:

Next, the “Search Results” window will appear with searches that match the specified
search criteria entered by user:

I Shes Past Appainimenis

Appoirinent Sitm

WRT 0T 100 A Alen Te Sia

Ciy. Shate Jip

D= of Bith

N s, Foul

BackTaSearch Criteia | Open BelactedInguisAopaintment | Cancel Saarch |
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Next, if the wished appointment is found during search then this appointment can be
opened by first highlighting the appointment and next left clicking on the
‘ Open Selected Inquiry Appointment button_

If the wished appointment is not listed, then left click on the ___BackTe Search Critena
button to return to the “Inquiry Appointment Search” info window

OR

Left click the e | button to return to the Scheduler overview.

NOTE: If a search performed doesn’t list any appointments, the following info window
will appear:

Mo Matches Found Eq |

Mo records were found that match the search crikerial

Do you want ko refine the search criteria?

Next, left click on the L. -l button to return to the “Inquiry Appointment Search”

info window
OR

Left click onthe __ % | button to return to the Scheduler overview.
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Print Scheduler
PrintSchedule

To print the scheduler, click the

Next, the ‘Scheduler Printing Options’ window will appear:

Scheduler Printing Options |
Frint Style: [T Merge Calendar Slats
Calar Style: IE:::I:::r ;I W Use Header & Footer
Start D ate: /292007 Ll ¥ Include D ate Header
End Date: 2,/29/2007 Ll Include Motes:
[T Blank
b ax Pages: I 5‘
—10= ™ Lired
Preview | Print | Close

This options window, allows the user to specify:

Print and Color styles:

Frint Style: I D aily ;I Color Style: I Color

=

Color Style: Weekly Shart O ate: GrayScale
M onthly it M anachkronme

Start D ate:; ‘Yearly

Start and End Dates:

Start Date: 3/29,2007 - |

End Date; 4 b arch 2007 b
MTWwWTF S
SEZr2a 1 2 3
78 310
14 15 16 17
20212223 24
25 26 27 2o 20 M

[P R P T RN =S

b ax Pages:

Prevn

Max amount of pages:

b ax Pages: I 10 5:

The user can also specify:

[T Merge Calendar Slats
¥ Use Header & Footer
¥ Include D ate Header

Inzlude Motes:
[T EBlank
[T Lined

| button on the overview screen.
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1. To have the calendar slots merged
2. Whether or not to use a header & footer
3. Whether or not to include a Date header

To preview the selected options, left click on the ﬂl button.

“®Print preview

Crandn-2-0 10 BE-"T

Intake Schedule for: Alan Test Site
February 26, 2007 -
March 04, 2007

Next, to print the calendar, either:
1. Click the & icon from the print preview, or

2. Click the | button from the “Scheduler Printing Options’ window
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Refresh Option

Since the scheduler is used by multiple users, the scheduler allows the user to refresh
itself—meaning updating all new information entered by all users—by the click of the

Refresh | button.

The Scheduler will, however, automatically refresh itself 2 seconds after:
1. An Appointment has been created
2. An appointment has been moved by dragging it from one location to another

Lastly, the Scheduler will check the database when the user first attempts to create a new
appointment. In this way, the Scheduler will attempt to avoid appointments being created
into the same timeslot.

Change View of Scheduler
The user has the ability to see more than one day at a time on the overview screen:

‘ March 2007 » |
5 M T WITF &
2H2E 2728 1 2 3
45678910
111213 14 15 16 17
1819 20 21 22 23 24

Apil 2007 : : i
S — To achieve this, the user must click and drag—and thereby

7456 E 7 highlighting wished days to be viewed—on the monthly
10111213 14 overview part of the screen.

171819 20 21

24 25 26 27 28

12
g2 1
15 16
2223
23301 2 3 48
E 7 8 3101112

133 |Page



This will change the overview to the following:

NOTE: to view remaining day selected, use scroll bar.

Holiday Management

This function is done at MaineHousing only and its functionality resides in the MERAC
Management module.
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User Controls
The user controls available to the user is the ability to change the login password to the
MERAC Assistance system.

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

™ Maine Energy Assistance and Conservation System

- File Benefits Reports Tools wSet:urity ‘ Help

| Change Password ” 4—'

Maine Energy Assistance and Conservation System

Maine State Housing Authority
Energy and Housing Services

Once the user has selected this option, a “Reset Password” info window will appear.
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The user now needs to type in the old password first into the designated “Old Password”

box.

™ Maine Energy Assistance and Conservation System
: File Berefits Reports Tools Security Help

; Reset Password

Fleaze enter and confirm the password information:

0ld Passward: I <
|
]E MNew Password: || 4
Confirm MNew Password: I <
oK 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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