
 
 
 
 
 

NY HP Portal 
EmPower NY Workflow 

Appliance Vendor User Guide 
 

 
 
 

 
 
 

Last revised: 8/15/17 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 2 

Table of Contents 

 

Introduction .................................................................................................................................... 2 

Appliance Invoice Submission task ................................................................................................. 4 

Additional Resources ...................................................................................................................... 5 
 

 

Introduction 
 

• What is the Appliance Ordering Sub-Workflow? 
o The appliance ordering sub-workflow is the part of the EmPower workflow that 

handles the appliance ordering process for participating income-eligible New 
Yorkers. This sub-workflow can occur in parallel to the remainder of the 
EmPower HP or ER job. 
 

• What does the sub-workflow look like? 
o The appliance ordering sub-workflow consists of four tasks, of which only the 

Appliance Invoice Submission task is completed by the appliance vendor. 
 

 
 

• Where do I find the Appliance Invoice Submission task? 
 

1. Go to https://nyserda.energysavvy.com/ to log in. 
 

2. Navigate to the project list via the ‘Projects’ tab at the top of the page or by 
clicking the relevant project category box: 

 

https://nyserda.energysavvy.com/manage
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3. Click on the participant name to open the relevant project: 
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Appliance Invoice Submission task 
 
Once Shared Services completes the Appliance Ordering task and selects the appropriate 
vendor for the Appliance Invoice Submission task, the Appliance Vendor will receive an email 
notifying them of the new project. The new project will also appear in the selected vendor’s 
Projects list. 
 
To complete the task, the appliance vendor will order the appliance with the specifications 
listed on the right side of the page. Then, when the invoice is ready, the appliance vendor will 
upload the appliance ordering invoice and fill in other relevant fields, if applicable. Note that 
uploading the invoice is required and the task cannot be submitted without uploading the 
invoice.’ 
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When the appliance vendor completes the Appliance Invoice Submission task, the project will 
move forward to the Appliance Invoice Payout task. 
 

• The Appliance Invoice Payout task is completed by Shared Services who will either 
accept or reject the invoice.  

• If the invoice is rejected, the project is sent back to the Appliance Invoice Submission 
task.  The appliance vendor will receive an email with notes detailing why the invoice 
was rejected. The notes will also be listed in start data on the Appliance Invoice 
Submission task. 

 

 
 
If the invoice submission task cannot be completed, the appliance vendor can send the project 
back to the Appliance Ordering task by selecting ‘This task cannot be completed’ with one of 
the following reasons: 

• Customer not responsive 
• Refusal 
• Measurements not accurate 
• Wrong appliance on site at the time of delivery 
• Other 

 

Additional Resources 
Vendors may contact support.residential@nyserda.ny.gov with questions.  

mailto:support.residential@nyserda.ny.gov
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