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NYHEP OVERVIEW

Training Agenda

• NYHEP Basics 
• EmPower+ Enrollment Lifecycle
• Comfort Home Enrollment Lifecycle
• Using Program Reports
• Understanding and Monitoring 

Enrollment Status



NYHEP BASICS

NY Home Energy Portal 
(NYHEP)
NYHEP is a web-based energy modeling 
and workflow management system 
used for both the EmPower+ and 
Comfort Home Programs.

Each user is required to have their own 
username. The company’s primary 
contact must either submit user 
requests themselves or be included on 
user requests.

Requests can be sent to CLEAResult: 
support.residential@nyserda.ny.gov.

New York Home Energy Portal (NYHEP) Login Page

mailto:support.residential@nyserda.ny.gov
https://homeportal.nyserda.ny.gov/


EMPOWER+ PROJECT LIFECYCLE

EmPower+: NYHEP Enrollment Lifecycle
Workflow is linear. Enrollments may be returned to a previous step for revisions.

Responsible Party:

Customer 
Application

Contractor 
Assignment

Enrollment 
Acceptance

Workscope
Submission

Workscope
Review

Provisional 
Approval

Final Project 
Submission

Final Project 
Review

Funding 
Allocations Payment

CLEAResult TRC Contractor NYSERDA



COMFORT HOME PROJECT LIFECYCLE

Comfort Home: NYHEP Enrollment Lifecycle
Comfort Home enrollments have a 30-day prompt submission policy for Assessments 
and Installs.

Responsible Party:

Create 
Customer 

Record 
(if necessary)

Create an 
Enrollment

Assessment 
Started

Assessment 
Review

Install 
Started

Installation 
Review

Installation 
Funding 

Allocations
Payment

CLEAResult Contractor NYSERDA



SEARCHING FOR ENROLLMENTS

Methods to Search for Enrollments
Enrollments can be located by: 

 Global Enrollment Search bar: Type in Name, Street Address, or Enrollment #.

 Main MenuEnrollments



USING PROGRAM REPORTS

Using Program Reports
Reports can be accessed from the 
Reports→Program Reports menu. 

 Contractor Report 

 Workflow Step Details 

 Workflow Step by Contractor 

➢Reports can be saved as Excel, or other file 
types, and printed.



USING PROGRAM REPORTS

Contractor Report allows you to select a date range based on when an enrollment 
entered its current step. 

In this example, we are looking at all Open enrollments that entered their current step 
between 4/1/2026-4/15/26.

This Report can be useful to find enrollments in a specific Step in the workflow (for 
example, all enrollments in Workscope Review, or Provisional Approval)

ABC HVAC



USING PROGRAM REPORTS

Workflow Step Details 
can be filtered by 
Program and Workflow 
Steps. 

➢ NOTE: This report will 
only show Enrollments in 
steps currently assigned 
to the Contractor (ie. 
Enrollment Acceptance, 
Workscope Submission, 
Final Project Submission).



USING PROGRAM REPORTS

Workflow Step by Contractor provides a snapshot of how many 
enrollments are in each workflow step for each Program.



MONITORING AND UNDERSTANDING ENROLLMENT STATUS

Monitoring and Understanding Enrollment Status
How to Check the Status of Submitted Enrollments

 The Workflow Step Details report can be used to find enrollments in Workflow Steps that are 
NOT currently assigned to a Contractor, such as Workscope Review or Final Project Review. 

 Select Workflow Step type of Workscope Submission and/or Final Project Submission, and  
Workflow Step Status of Closed. 

 This will display a report of Enrollments that have already been submitted and are no longer in 
a step assigned to the contractor. The Report can be saved as an Excel document and 
sorted/filtered to find Enrollments. 



MONITORING AND UNDERSTANDING ENROLLMENT STATUS

Monitoring Overdue Enrollments
NYHEP has SLA’s (Service Level Agreements) programmed for each Workflow Step. Think of 
them as “Due Dates”. 

 An Enrollment in Workscope Submission for more than 30 days, or Final Project Submission 
for more than 75 days, will turn Red indicating it is now “Overdue”. Contractors should be 
focusing on these enrollments.

 Enrollment Acceptance has a 5 business day SLA. Enrollments in this step DO NOT turn red. 
Once they expire, the Enrollment will be re-assigned automatically. Note that if an enrollment 
is not accepted, NYHEP will auto-assign it up to 3 times. After the 3rd assignment, the 
enrollment will be manually assigned by CLEAResult.



MONITORING AND UNDERSTANDING ENROLLMENT STATUS

Completion Timeline and Placing Enrollments On Hold
Contractors are expected to complete projects within 90 days following notification of the final 
work scope submission stage in NYHEP. 

 Contractors with more than 20% of their enrollments in violation of this completion deadline 
will not be assigned any new Enrollments. 

 If a Contractor knows that a project will take longer than 90 days to complete, they can place 
the Enrollment On Hold. This removes the Enrollment from the 20% Overdue calculation.

 Add a note in the Notes 
section explaining why 
the Enrollment is being 
placed On Hold



MONITORING AND UNDERSTANDING ENROLLMENT STATUS

EmPower+: 180-Day Project Completion

Contractors who have more than 20% of their 
enrollments older than 180 days 
since Enrollment Acceptance will not be assigned any 
new enrollments.

Program Actions

Program monitors these 
thresholds and impacted 
contractors will be contacted.

When a contractor’s backlog 
has been resolved, they will be 
made available for enrollment 
assignments again.

Contractors can work with the 
CLEAResult Contractor 
Support Team for an approved 
exception if needed for 
projects with special 
circumstances.



MONITORING AND UNDERSTANDING ENROLLMENT STATUS

Accessing Notes and Documents
Utilize the Enrollment Profile view for an overview of the workflow history and current open step, 
as well as to access Notes and Documents

ABC HVAC

ABC HVAC

ABC HVAC

ABC HVAC

Workflow steps 
in Blue can be 
clicked to open 
the Step.

Workflow steps 
in black Italics 
indicate when an 
enrollment has 
been returned to 
a previous step. 
These are not 
clickable. 



MONITORING AND UNDERSTANDING ENROLLMENT STATUS

 From the Enrollment Profile, the 
Notes screen will display a history of 
all activity. User-entered Notes can be 
clicked on to open up. System- 
generated Notes can be hovered over 
to view. 

 Notes can have restricted access 
based on the “Who can view this 
note?” setting within the Note itself.

Accessing Notes and Documents



MONITORING AND UNDERSTANDING ENROLLMENT STATUS

 Document Type may not 
always line up with the 
actual document uploaded.

 Documents can have Notes 
entered to clarify what 
document is for.

Accessing Notes and Documents



MONITORING AND UNDERSTANDING ENROLLMENT STATUS

Workflow Step Status
 Open Workflow Step Status definitions:

Open-New: (Workscope Submission): Step is open and has not been Processed yet.

Open-Awaiting Assignment: (Contractor Assignment): Step is open and awaiting an assignment to a 
contractor.

Open-Awaiting Results: (Final Project Submission): Step is open and has not been Processed yet.

Open-Unscheduled/Awaiting Results: Step is open and has not been Processed yet.

Open-On Hold: All steps: Step has been placed On Hold by the Contractor or implementer. 

 Closed Workflow Status definitions

Closed-Accepted: (Enrollment Acceptance): Contractor has accepted the Enrollment.

Closed-Work Completed: All steps: Step has been completed and Processed.

Closed-Rejected: (Enrollment Acceptance): Contractor has Rejected/Declined the Enrollment

Canceled: All steps: Indicates a step has been declined and rolled back to a previous step (ie. Final Project 
Submission sent back to Workscope Submission, or Workscope Submission sent back to Contractor Assignment) 

*Closed steps can still be accessed as long as the blue hyperlink is present. 



MONITORING AND UNDERSTANDING ENROLLMENT STATUS

 The date a Workscope Submission 
step is first completed is often used 
to determine when certain 
Program changes (such as pricing 
updates or incentive changes) will 
go into effect. This date 
corresponds to the “Application 
Submission Date” displayed in the 
Enrollment Summary, which is also 
the first Workscope Review Start 
Date (Note: In instances where a 
Workscope Submission step was 
“auto-approved”, this date would 
also correspond to the first 
Provisional Approval Start Date).

 Funding Allocation End Date is 
used to determine when an 
EmPower+ customer’s 1-year re-
application timeline begins. In this 
example, the customer would be 
eligible to re-apply on 4/16/2027.

ABC HVAC

ABC HVAC

ABC HVAC

ABC HVAC
John Customer

(555) 111-5555

John Customer



Payment Timeline
Enrollments at the Funding Allocations workflow step will be reviewed for funding 
determination. Once approved, the enrollment is included on an invoice sent to 
NYSERDA for payment.

 EmPower+ invoices are submitted to NYSERDA every Tuesday and Thursday
 Comfort Home invoices are submitted to NYSERDA every Wednesday

Holidays may impact the payment process.

 Example: If an EmPower+ enrollment moved to Funding Allocations on a Friday, it will be 
reviewed on the next invoice day (Tuesday) for payment approval. Once submitted to NYSERDA, 
the contractor should receive payment within 2 weeks.

Payments are made by ACH or check (if necessary). 

MONITORING AND UNDERSTANDING ENROLLMENT STATUS

Changes to payment information, can be made here: https://nyserda.jotform.com/team/operations/EFTForm 

https://nyserda.jotform.com/team/operations/EFTForm


Questions?
Contractor Support

support.residential@nyserda.ny.gov
800-284-9069

mailto:support.residential@nyserda.ny.gov
mailto:support.residential@nyserda.ny.gov
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