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Questions

1. Click the Q&A icon to ask questions.

2. We will pause to review questions at the end of 
the presentation.



NYHEP Queue Management

Today’s Webinar Agenda
1. Using the To Do List
2. Exporting To Do List Report
3. Using Program Reports
4. How to Check the Status of Submitted Enrollments
5. Other Methods to Search for Enrollments
6. Monitoring Overdue Enrollments
7. Completion Timeline and Placing Enrollments On Hold
8. Provisional Approval and Contractor Assignment date
9. Questions?



➢The To Do List is the best way to monitor the status of 
your enrollments:

❑Can be filtered and sorted in a variety of ways

❑Can export the entire To Do List into an Excel spreadsheet or 
other document for easier tracking

❑Can help locate enrollments in steps no longer assigned to your 
company

Using the To Do List



Using the To Do List

Ex. For EmP+: 
Enrollment Acceptance, 
Workscope Submission, 
Final Project Submission

Program selection 
will impact available  
Workflow Steps

Useful for tracking On Hold 
enrollments

Full Comprehensive, Audit 
Install

Sort by 
assigned 
EmPloyee

Tier 1 or Tier 3



➢ Once the filtered list is pulled up, it can be further sorted in ascending or descending order by 
clicking on the headings in the blue banner:

Using the To Do List



➢ You can Save search criteria for future reference using the Save Search button and naming your 
Search. Saved Searches will appear under “Saved Queries” at the top of the To Do List until deleted. 

Using the To Do List



➢ The entire To Do List can be Exported into an Excel spreadsheet, PDF or Word document. 

➢ Best way to monitor the status of your enrollments

Exporting the To Do List Report



➢ Various Reports can also 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 1/1/2025-
5/14/25. 

Using “Program Reports”: Contractor Report

ABC HVAC



➢ Workflow Step Details 
is another option to 
produce a report similar 
to the To Do List Export. 
It 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 
Details

ABC HVAC



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

Using “Program Reports”: Workflow Step by 
Contractor

ABC HVAC

ABC HVAC

ABC HVAC

ABC HVAC

ABC HVAC

ABC HVAC



➢ Workflow Steps that are NOT assigned to a Contractor, such as Workscope Review or Final Project Review, cannot be 
selected in the To Do List.

➢ These Enrollments can still be viewed by selecting the Workflow Step Status of “Work Completed” along with the 
Workflow Step type (Workscope Submission or Final Project Submission). 

➢ This will display of list of Enrollments that have already been submitted and are no longer in a step assigned to you. You 
can click on the Enrollment # to pull up the Enrollment Profile and view the Step it is currently in.

How to Check on Status of Submitted 
Enrollments



➢ In addition to the To Do List, enrollments can be located in multiple other ways:

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

❑ Main Menu→Enrollments

❑ Main Menu→Customers: Search by Name or Address

Other Methods to Search for 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”.

❖ We will discuss Final Project Submission due dates in more detail on the next slide.

➢ Focus on these enrollments first. 

➢ Enrollment Acceptance has a 5 business day (7 calendar day) SLA. Enrollments in this step DO 
NOT turn red. Once they expire, the Enrollment will be re-assigned automatically. 

Monitoring Overdue Enrollments

ABC HVAC                                                               Jones, Bob



➢ Effective May 1, contractors are expected to complete projects within 90 days following 
notification of the final work scope submission stage in NYHEP. Section 5.21 of the Program 
Manual has been updated to reflect this change. 

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

➢ If you know that project a will take longer than 90 days to complete, you can place the 
Enrollment On Hold. This removes the Enrollment from the 20% Overdue calculation.

Completion Timeline and Placing Enrollments 
“On Hold”

ABC HVAC Jones, Bob

➢ Add a Note in Notes section 
explaining why Enrollment is 
being placed On Hold.

https://hpwescontractorsupport.com/wp-content/uploads/2025/04/5.21-Project-Assignment-Process-April-2025.pdf


➢ As announced in April, all projects that have received technical approval at the Workscope Review 
step will move to the Provisional Approval step. These projects will be reviewed once a week by 
NYSERDA management and a weekly batch will be approved at that time (currently each Monday).

➢ One of the primary criteria used to identify which projects will be selected for approval is Enrollment 
Date, with the oldest Enrollments selected first.

Provisional Approval and Contractor 
Assignment Date 

➢ The 1st Contractor 

Assignment start 

date is what is 

being used to 

determine this.



Questions? 



Thank you

Contractor Support:
Support.residential@nyserda.ny.gov

(800) 284-9069

mailto:Support.residential@nyserda.ny.gov
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