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Global Enrollment Seach
Can be used to quickly search for 
enrollment numbers, Customer names, 
addresses, etc. 

Main Menu Tab
• Customers: Search for Customer 

Records, create a new Customer record
• Enrollments: Detailed search function, 

can sort by various criteria
• To-Do List: See a list of all enrollments 

associated with your NYHEP username

NYHEP – HOME SCREEN



Creating a New Customer Record
• Fill in all information for your Customer. 

• It is recommended that the Customer 
who is named on the electric utility 
account also be the Customer in 
NYHEP. 

Search for Existing Customer Record
• From the main menu tab on the NYHEP 

home screen, click                      to bring up the 
Customer List.

• Before creating a new Customer record, 
perform a search for an existing Customer. 
• Searching for a utility account number 

will often bring up past Customer 
records associated with a spouse or 
other family member. Those accounts 
should be used if the utility account 
number is already associated with a 
NYHEP Customer record. 

• If no existing Customer record is found, click  
New  at the top left corner to create a new 
Customer record. 

CREATING A CUSTOMER RECORD



Entering Utility Account Information
Input the Customer’s electric utility 
account number at the bottom of the 
Customer Profile page. 

Eligible Customer Utility Providers
Customers are eligible to receive Comfort 
Home incentives if their utility provider is 
listed in the table to the left. 

Municipal electric customers are eligible 
for assessments only – they are not 
eligible for package incentives.

Remember to click Save!

CREATING A CUSTOMER RECORD – UTILITY ACCOUNT



Once the Customer record is saved, the tabs 
to the left of the screen will turn blue. Click 
the                  button to create a new Comfort 
Home enrollment for the Customer. 

Click “New Enrollments”

This will bring up the New Enrollment Wizard. 
• Select “Comfort Home”
• Click “Next 

CREATING A NEW ENROLLMENT



To open the enrollment that was 
created, click the       button

To begin inputting Assessment details,
click on

ENROLLMENT PROFILE



Within the enrollment, fill out
all required information.

** Denotes a required field

Review the Applicant 
Information
tab for accuracy. Most of it will 
have migrated from your inputs 
under the Customer Record.

Before navigating to another tab,
remember to click             to avoid 
data loss. 

ASSESSMENT STARTED



** Fill in all required fields 

When a Utility 
Provider/Supplier
that utilizes POD numbers is 
selected, the POD number 
field becomes visible and 
required. 

Before navigating to another 
tab, remember to click                 
to avoid data loss. 

FUEL INFORMATION



** Fill in all required fields

Dwelling Type
Use to indicate single family, 
multi-unit or manufactured 
home.
 
Number of Units in Building
If modeling a multi-unit 
building, input the number of 
units here. 

Building Style
Choose closest style applicable.

Existing Basement Type
In cases where multiple 
foundation types exist, select the 
type that has the largest area. 

Before navigating to another tab,
remember to click             to avoid data loss. 

EXISTING CONDITIONS – DWELLING INFORMATION



Multi-unit buildings that have separate space 
heating systems for each unit are eligible for 
separate Comfort Home incentives for each unit. 

To model projects within multi-unit buildings: 

• Each eligible unit should be entered as a 
separate project in NYHEP. 

• Each unit/project will require a signed 
Customer Utility Release Form. 

• The building does not need to be owner 
occupied. 

• Each project should include details about the 
HVAC and water heating system associated 
with that unit. 

• Each project should use the improved “areas” 
(insulation, air sealing, windows, etc.) 
associated with that unit. 

• Each project should use the actual attic area 
over the unit. 

• Each project should use the actual basement 
square footage and rim joist length for the 
portion under the unit.

• A second-floor unit should identify its basement/foundation 
as “conditioned.” 

• A first-floor unit with a second-floor unit above it should list 
Existing Attic Floor R Value as 59, Attic Hatch or Stair Air 
Sealed? As “Yes” and Attic hatch Insulation R-Value as 59. 

• Each project should use the conditioned floor area 
associated with that unit. 

• Each project should use the actual floor square footage for 
foundation ceiling if insulating the basement ceiling for the 
unit. 

EXISTING CONDITIONS - MULTI-UNIT BUILDINGS



Pre Work Blower Door Test 
Complete? 
Assessment submissions that 
include blower door testing at the 
time of assessment are eligible for 
an additional $100 incentive. 

Post Work Estimated Air Leakage
Estimate the air leakage level you 
are targeting by selecting Leaky, 
Average or Tight from the 
dropdown. 
• In a scenario where the actual 

pre-work blower door is lower 
than the NYHEP-generated 
CFM50, ensure that “Tight” is 
selected and leave a note on the 
enrollment. 

Before navigating to another tab,
remember to click              to avoid data loss. 

EXISTING CONDITIONS – AIR INFILTRATION



Blower Door Testing Requirement
The contractor is required to measure pre-work 
blower door leakage rate (CFM50). 

If a blower door is not performed, a geo-tagged 
photo of no blower door test reason will be required.

Blower Door Tests are not required in the 
following situations: 
• When hazardous materials are present or 

suspected.
• Geo-tagged photos must be taken of the 

hazardous material conditions.
• When the home has wall to wall drop down 

ceilings and a panel can’t be moved. 
• If a panel or tile can be moved, the air 

pressure above and below the ceiling is 
equalized and the blower door test should 
be performed. 

• An active fire is present in an atmospherically 
vented fireplace or wood stove.

Before navigating to another tab,
remember to click             to avoid data loss. 

EXISTING CONDITIONS – NO BLOWER DOOR REASONS



Comfort Home has an air 
infiltration target of 10 Air Changes 
per Hour at 50 Pascals (ACH50) or 
lower for 1-4 family homes and 12 
ACH50 for manufactured homes. 

These target ACH levels were 
designed in coordination with the 
EmPower+ program to help make 
a home heat pump ready. 

It is best practice to consider these 
at assessment submission and 
develop a workscope that will 
achieve the applicable target.

Before navigating to another tab,
remember to click              to avoid data loss. 

Note: ACH Target Note will be a required field at Installation Submission for 
any projects that do not meet the ACH target.

EXISTING CONDITIONS – AIR INFILTRATION – ACH TARGET



Per ANSI/BPI-1100 Home Energy 
Auditing Standard and industry 
best practices, audits and 
assessments should include 
evaluation of combustion, 
ventilation, moisture, make-up 
air, and electrical hazards (like 
knob and tube wiring).

Assessments completed for 
Comfort Home must include 
health and safety evaluations and 
appropriate entries made in 
NYHEP to document the existing 
condition of the home. 

Before navigating to another tab,
remember to click            to avoid data loss. 

EXISTING CONDITIONS – CAZ TESTING 



Fill in all required fields as they exist at the time of assessment. 
Additional fields may appear based on specific inputs.  

Existing Attic Type
• Only one attic can be modeled in NYHEP. In situations 

where more than one attic type, model the one that covers 
the most area.

Location of Existing Attic Insulation
• Ensure the input here aligns with what is listed under 

Existing Attic Type. 

      Example: 
      If the existing attic is “Vented Attic”, the Location
      of Existing Attic Insulation should be “Attic Floor”.  

Meets Package B Requirements (Override)
• NYHEP is programmed with many of the program 

minimum requirements. 

Example: 
If exterior walls are insulated to capacity, but do not meet 
R14, this override is available. Before navigating to another tab,

remember to click              to avoid data loss. 

EXISTING CONDITIONS – SHELL - INSULATION



Fill in all required fields as they 
exist at the time of assessment.  

Note: If the home’s window 
area is already at least 80% 
ENERGY STAR®, the home is 
NOT eligible for Package C 
incentives if any windows are 
replaced. 

Before navigating to another tab,
remember to click             to avoid data loss. 

EXISTING CONDITIONS – SHELL - WINDOWS



Note: If continuous mechanical 
ventilation is required, it will need 
to be installed before an 
installation can be approved and 
package incentives are paid. This 
requirement will be based on the 
post-work blower door reading. 

Photos showing the means of 
ventilation (pre-existing or 
installed) will need to be uploaded 
to NYHEP at Installation 
Submission. 

Before navigating to another tab,
remember to click             to avoid data loss. 

** Fill in all required fields

EXISTING CONDITIONS – HVAC, VENTILATION, WATER HEATING



Unless alternative agreements 
are reached with NYSERDA, 
Comfort Home assessments 
must be entered into NYHEP 
and submitted within 30 days of 
completion of the on-site 
assessment. 

Late Submission Reason Field: 
If the assessment date input is 
30+ days in the past, a Late 
Submission Reason will be 
required.  

Before navigating to another tab,
remember to click              to avoid data loss. 

** Fill in all required fields

PARTNER INFORMATION



Use the Notes tab in NYHEP to 
document things pertaining to the 
enrollment. 

If a project is reviewed and returned 
you for revisions, a note indicating 
the need for revisions can be found 
here.

To leave a note, click 
Type your note in the open field. 

The options at the bottom of the 
notes pop-up should be left as “Users 
with access to this enrollment”. 

When done, click save,  then close  to 
return to the main Notes tab screen. 

NOTES



Before navigating to another tab,
remember to click             to      
avoid data loss. 

Required Documents for all Comfort Home
Assessment Submissions Include: 
• NYSERDA Utility Release Form

Required as Applicable: 
• NYSERDA Owner Services Agreement 

(required for projects commissioned by renters/tenants)
• Photo of no blower test reason
• Photo of the existing wall cavity if insulating
• Pre-work photos of the attic walls, if

utilizing package B
• Photos of exterior of a multi-family 

building and any other areas that 
show multi-unit features 

To upload a document, click 
then follow the prompts

DOCUMENTS



Before navigating to another tab,
remember to click             to avoid data loss. 

The customer must complete and sign a 
Customer Utility Release Form for submission 
to NYSERDA by the contractor.
 
• The contractor must upload either a 

scanned signed copy of the form or a pdf 
with the customer’s digital signature. 

• The form must be signed by the person 
whose name is on the utility account. 

• The “customer” in NYHEP must be the 
same as the Customer Utility Release 
Form. 

• After uploading the scanned copy, the 
paper form should be shredded or securely 
disposed of. 

Projects completed without an 
accompanying Customer Utility Release 
Form are not eligible for incentives from 
NYSERDA.

DOCUMENTS – UTILITY RELEASE FORM



The Owner Services Agreement is required for 
projects within multi-family buildings, 
commissioned by renters/tenants

• The Contractor must upload either a 
scanned signed copy of the form or a pdf 
with the customer’s digital signature. 

• The form can be found on the Contractor 
Support Website

Projects commissioned by renters/tenants, 
completed without an accompanying Owner 
Services Agreement are not eligible for 
incentives from NYSERDA.

Additionally, photos must be submitted 
showing the layout of a multi-family building. 

DOCUMENTS – MULTI-UNIT PROPERTIES



Before navigating to another tab,
remember to click              to avoid data loss. 

Fill in all required fields within each applicable measure, 
indicating your proposed improvements. Additional fields 
may appear based on specific inputs.  

All measures should be included on each enrollment. 
Indicate whether a particular package has been selected, 
recommended or not completed within the measure. 

Click into the fields to edit. Fields will appear under packages 
that are either selected or recommended. 

MEASURES



Before navigating to another tab,
remember to click           to avoid 
data loss. 

Other funding that is being used to cover the cost of a 
particular package can be included under the “Other 
Incentives” field. 

Package incentives are available UP TO the total cost of 
the package modeled, less any “Other Incentives” listed. 

Click into the fields within the measure to edit. 
Fields will appear under packages that are either 
selected or recommended. 

MEASURES – OTHER INCENTIVES



Before navigating to another tab,
remember to click              to avoid data loss. 

Assessment submissions are eligible for up to $300 in 
incentives. For projects that include blower door 
testing at assessment, an additional $100 incentive is 
available in addition to the standard $200 
assessment incentive. 

To indicate that a blower door test incentive is being 
submitted for, fill in the fields under the measure and 
change the        to 1, then click             .

Click into the fields to edit. Fields will appear under 
packages that are either selected or recommended.

An additional $200 incentive will be paid for projects 
installed within a New York State designated 
Disadvantaged Community (DAC) on or after 
January 1, 2026. To submit for this incentive, the DAC 
measure must be added to the enrollment. 

MEASURES – BLOWER DOOR FEE, ASSESSMENT FEE, DAC INCENTIVE



Before navigating to another tab,
remember to click              to avoid data loss. 

The Comfort Home Assessment Report is the initial 
report provided to the customer to show three 
optional standard package offerings and the cost 
benefit for air sealing and insulation. 

Upon the initial virtual energy assessment or visit to 
the home, the participating contractor will enter 
required data for NYSERDA research into the 
Comfort Home platform and produce a Comfort 
Home Assessment Report to provide to the 
customer.

To generate the report, click
and select the Assessment Report from the 
dropdown. The report will then show in the table.   

REPORTS



Prior to submitting a project for Assessment Review, 
the Contractor must calculate savings. 

To Calculate Savings: 
• Ensure all existing conditions and improvements 

are input accurately. 
• From within the Measures tab, click            , then 

click 
• Wait for the software to communicate with 

Compass. 
• Do not close or refresh your page during this 

step.  
• After savings are calculated successfully, click 

                to submit the project for Assessment 
Review.

Review the savings calculations to ensure they are 
realistic prior to processing. If excessive savings 
generate, there may be a discrepancy within the 
existing conditions or measure inputs. 

Note: Slight negative kWh savings (< 100kWh) may calculate on 
occasion and can be overlooked. If excessive negative savings are 
submitted, the project may be returned to you for revisions. 
Please contact Contractor Support if you can not identify the 
source of negative project savings. 

Once savings calculations are complete, a green message will appear at 
the bottom right corner of your screen, indicating that the savings have 
calculated successfully; If there is an error, a red box will appear. You will 
be unable to process the enrollment until the red error is addressed. 

• If an error is given and you cannot identify the source, reach 
out to Contractor Support. 

CALCULATING SAVINGS AND SUBMITTING A COMPLETED ASSESSMENT



The Comfort Home Program Manual, found on the 
Contractor Support site is the best reference for all 
Program requirements. It is recommended that you 
familiarize yourself with all aspects of the Program 
by reviewing this document regularly as Program 
requirements are subject to change. 

If you require one-on-one assistance, please 
schedule an online appointment. To do so, visit 
https://hpwescontractorsupport.com/welcome-to-
the-contractor-support-online-scheduling-tool/

CONTRACTOR SUPPORT
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