EmPower+ Photo Template Guide

Starting March 18, 2026, Contractors are required to submit photos using the EmPower+
Photo Templates for Assessment/Workscope Submission and Final Project Submission
or provide an alternative that arranges photographs in the same order. Please follow the
steps in this guide to utilize the photo template.

1. Accessing the Photo Templates

The EmPower+ photo templates can be found on the Contractor Support Website in the
Operational Forms Section of the 2023-2024 Program Manual.
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2. Saving a Copy of the Photo Template

After locating the template on the Contractor Support Website, click on the blue
hyperlinked text to open the template in your web browser. Save a copy of the template
to your computer using the save icon at the top right of the browser window.


https://hpwescontractorsupport.com/wp-content/uploads/2026/03/EmPower_Photo_Template_Assessment_Workscope_Submission_03.26.pdf
https://hpwescontractorsupport.com/wp-content/uploads/2026/02/EmPower_Photo_Template_Post_Installation_Final_Project_Submission_01.26.pdf
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3. Using the Photo Template
3.1 Determining the Photos Required for a Project

Open the copy of the photo template that you saved to your computer. We recommend
opening it within the Adobe Acrobat application. The template is a PDF file that allows you
to click areas to easily add photos and captions. The number of photos and captions you
add will vary depending on the residence that you work on. Any photos that are required
are highlighted in yellow, and photos that may be required are shown in gray.

Photo Key
Required
May be Needed

The example photo below shows that a photo is required for the primary heating unit and
its nameplate. A photo of the secondary heating unit and its nameplate are only required
if the residence has a secondary heating unit.

HVAC: Heating System

Entire unit needs to be visible. When limited by space two photos may be used (top/bottom or left/right). Nameplate (clear, readable) - if present.

Heating Unit 1 Heating Unit 2
Heating Unit 1 Heating Unit 2
Nameplate Nameplate




3.2 Uploading the Required Photos into the Template
To upload a photo to the template, click on the picture frame icon in the section that you

wish to complete.

Attic
Wide View 1

The “Select Image” box will appear. Click the “Browse...” button to find the photo that you
want to upload.
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Locate the photo you wish to upload within file explorer, then select it by clicking the name
of the file. If you have done so correctly, the file’s name will appear in the field alongside



“File name:” at the bottom of the window. Next, click the “Open” button alongside the file
name.
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After selecting the “Open” button, the file explorer window will close. In the “Select Image”
box, a preview of the selected photo will appear in the “Sample” section. Verify that the
correct photo is populated. If the photo sample is incorrect, click “Clear Image,” and then
find the correct photo by using the “Browse...” button. Once the image is correct, click
“OK”.
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The selected photograph will now populate within the selected space in the template. In
the example below, we have successfully uploaded a required photograph of an attic.

Attic
Wide View 1

3.3 Adding Captions to Photos
A caption can be added to any photo using the tan or blue colored space located next to

the photo description. Click the yellow or blue space and type your caption.

Attic Attic : Pl D . .
Wide View 1 Wide View 1 Main attic with existing fiberglass insulation.

Other Area Other Area

Wide View 1 Wide View 1 Existing Garage Ceiling Insulation




3.4 Saving the Photo Template

After all required photos and captions are added to the photo template, save a copy of
the template to your computer by selecting “Save As...” from the upper left menu.
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Choose where to save the document. Enter a file name that makes the document easily
identifiable. One way to do this is to enter the customer’s name as part of the file name.
After changing the file name, click “Save.”
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You can now upload the photo template to the enrollment in NYHEP.



4. Receiving Additional Assistance

If you would like additional assistance with the photo templates, contact Contractor
Support by any of the following methods:

e Email: support.residential@nyserda.ny.gov

e Call: 1-800-284-9069

e Book an appointment through the Contractor Support Online Scheduling Tool or
chat with a live representative using the Contractor Support Website.

Support is available from 8:30 AM until 5:00 PM Monday through Friday.


mailto:support.residential@nyserda.ny.gov
https://hpwescontractorsupport.com/

