
How to Replace a Gas Utility Account Number in 
NYHEP 

Gas 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. Gas utility account numbers can 
be updated in the Usage and Fuel Information section of the Workscope Submission 
stage.  

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. 

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.

 
3. After searching with the above methods, you will be brought to the Enrollment 

Profile, where you can see Workflow steps and the customer information. 
4. The Workscope Submission step must have a status of “Open” to update the 

gas utility account information.  
a. Click on the hyperlinked Workflow Step name and you will be brought 

into the Workscope Submission step. 

 



b. If the enrollment is at a later step, it will need to be rolled back to 
Workscope Submission for updating. This is necessary to ensure that the 
information updates throughout the later stages of the enrollment. 

5. Once in the open Workscope Submission step, click on the “Usage & Fuel 
Information” button on the right sidebar of the page. 

 
6. In the Usage & Fuel Information page, you will see a box labeled “Utility 

Information.” In this box, the Natural Gas Supplier, Primary Heating Fuel 
Account Number and Primary Heating Fuel POD Number are all editable.  

a. Enter the correct information in the fields you wish to update. Click “Save” 
at the top of the page. 

 
7. The enrollment number is now updated. You may navigate away from the page.  


