
How to Replace an Electric Utility Account Number 
in NYHEP 

Electric utility account numbers should not be updated frequently, but we understand 
that there will be times when an update is needed. This could be if there is a 
placeholder for the account number, or a typo that needs to be corrected. The only way 
an electric utility account number can be updated is from the Customer Record.  

Ways to Search for an Enrollment or Customer in NYHEP 
1. From the NYHEP Home Page, hover over the Main Menu tab. 
2. You can select To Do List, Enrollments, Global Enrollment Search or Customers. 

a. When selecting To Do List, you can search for the enrollment using the 
customer’s name or address or viewing all of your company’s accepted 
enrollments in Workscope Submission. 

 



b. When selecting Enrollments, similar fields can be searched. 

 
c. When using the Global Enrollment Search, you can type in an enrollment 

number, last name or address.  

 
d. When selecting Customers, you can enter the customer’s first and last 

name, or address to locate their Customer Record. 

 
3. If you search using 2a, 2b, or 2c, you will be brought to the Enrollment Profile, 

where you can see the Workflow steps, customer information and a hyperlinked 
account number on the top left. 

a. Click on the hyperlinked account number and you will be brought into the 
Account Details tab of the Customer Profile. 

b. If the account number is not hyperlinked, you will need to search for the 
customer using the customer option from the Main Menu tab. 



4. If you search using 2d, you will be brought into the Customer Profile where you 
will need to click on the Accounts tab, then the hyperlinked account number. 

 
5. Once in the Account Details tab of the Customer Profile, DO NOT edit the 

Electric Utility Account #, instead, click on the Replace Account Number button. 

 
6. In the popup, you will enter the accurate account number in the ‘New Values’ 

field and click OK.  

 



7. The Customer – Account Details will automatically update with the new account 
number.  

8. Navigate back to the enrollment and refresh your browser and the account 
number should be updated as well.  

9. If you did not select the Replace Account Number button and entered the new 
account number in the Electric Utility Account # field, a Turn on Date will be 
required and you will need to act NYSERDA's Residential Participating 
Customer, Contractor, and Program Partner Support Team at 800-284-9069 or 
support.residential@nyserda.ny.gov to ask them to relink the account number.  
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