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Energy Provider Portal Overview

The Energy Provider Portal is part of the North Carolina Families Accessing Services through
Technology (NC FAST) program. The Energy Provider Portal is built upon the Salesforce platform
and exists to simplify the approval and invoicing process for both Utility Providers and county
officials when providing assistance to low-income households.

Note: Help desk users should refer to the Utility Provider User training material to understand
the functionality of the Energy Provider Portal from the utility provider’s perspective. Help desk
users will not be able to edit any fields or objects within the Energy Provider Portal as their
access is read-only.

Step-by-Step Instructions

Logging In to the Energy Provider Portal

Navigating the Energy Provider Portal

View & Approve Submitted Provider Enrollment Applications
View & Activate Submitted Provider Contracts

Activate Multiple Contracts & Enroll Multiple Accounts Simultaneously
View & Edit Utility Provider Account Details

View Pledge Payment Records

View Invoice Records

. Reports

10. Dashboards

11. Resolving Errors

12. Additional Resources & Help

©CoOoNOORWNE

1. Logging In to the Energy Provider Portal

In order to conduct activities within the Energy Provider Portal, you must be invited by an
administrator first, and must have an existing North Carolina Identity Management Service
(NCID).
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1. Navigate to the Energy Provider Portal URL at
https://ncdhhsncfast.lightning.force.com.

2. Select the NCID-Energy login option.

DECEMBER 2, 9:00 A.M. PT/12:00 P.M. ET/5:00 P.M. BST

Get ready to think outside your quota at Sales
Summit.

Join us for insights from top sales leaders and make 2022 your best year yet.

REGISTER NOW

Log In Using

NCID-Energy

Log In with a Different Account

3. Enter your NCID username and password and select NCID Login.

NCID Tips

NGy

NCID

NCID Login

Forgot Username
rd

Need Help? Register!

Privacy and Other Policies Contact Us

WARNING: This is a government
i computer system, which may be
by authorized persol
this computer system may subject violators to criminal
civil and/or administrative action.
NCC742

2. Navigating the Energy Provider Portal

Upon logging in to the Energy Provider Portal, State Information Support users will be taken to
the HOME tab. From here, you will be able to quickly navigate to provider information as well
as view specific records that require your attention.
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1. The first thing you will see upon logging in to the Energy Provider Portal is the Home
tab. This tab can be accessed at any time by clicking on HOME on the Navigation Bar.

2. The Home tab’s default display will show multiple different tiles:

a. Provider Enroliment - Submitted: This tile displays a list of any utility provider
who has submitted an enrollment application that has not yet been approved or
rejected.

b. Vendor Agreement - Submitted: This tile displays provider contracts (also known
as vendor agreements) that need to be activated by the county for enrolled
utility providers. The contract number, the provider account it is associated to,
the county, and the current status of the contract will be visible in this table.

. a @2 na S

Energy Provider Por Home | Accounts ~  Provider Contracts ~  Pledge Payments ~  Provider Invoices ~  Reports ~  Dashboards
Accounts Vendor Agreement - Submitted Mare
Provider Enrollment - Submitted
9 items » Sorted by Created Date » Filtered by All accounts - Provider Status » . .
Updated a A 30 eal B C Vendor Agreement - Submitted
10+ items, sorted by Provider Contract
Created Date T +v | Account Name “ | Primary Category ~ | Primary Contact v Filtered by Contract Status
9/29/2021,10:50 AM  Cameron White Water / Wastewater Vendor  Apex Contact v
PC-0025
10/4/2021, 5:57 PM L | v unt N HutchTest
10/8/2021, 345 AM test DHHS Energy Provider Water / Wastewater Vendor  test DHHS Energy Provide v unty Gl
ontract Status:  Submitted
1 10/8/2021, 127 PM HutchTest Cooling Nick-test Hutchinson -
10/10/2021, 5:33 PM Water / Wastew | -
10/14/2021, 7:20 PM ew Test Water / Wa i Al v
10/15/2021,932 AM  DukeEnergy Water / Wastewater Vendor D -
10/18/2021, 10:56 AM  accentur Heating -
10/20/2021, 10229 AM  Cameron Water Water / Wastewater Vendor ~ Cameron White v PC-0027
$ Nasa  HitchTact

3. The next tab on the navigation bar is the ACCOUNTS tab. The Accounts tab is how
you navigate to an Account Record for a specific utility provider. The Account Record
contains all the information a utility provider enters when submitting their
enrollment application.
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& & sear e a®
Energy Provider Por... Home | Accounts v | Provider Contracts “  Pledge Payments ~  Provider Invoices “*  Reports “  Dashboards
Accounts . i
Energy - All Provider Accounts v  # New | Printable View
50+ items » Sorted by Account Name = Filtered by All accounts - Account Record Type = Updated a few seconds ago Search this list.. “ells ey
Account Name T | Provider ... v | Primary Category | Provide... v | Primary Contact | Last... v | Last Modified Date
1 AApraveenkk Ashe Heating / Cooling vendor Submitted Praveenc test 80tes 5/6/2022, 12:24 PM v
2 AAPraveenProviderTODAY Cleveland Heating / Cooling Vendor Open praveen test 112te 4/29/2022, 11:53 A.. v
3 AATestkpk Water / Wastewater Vendor Enrolled praveens test pkona 5/6/2022, 11:33 AM v
4 AATestkpk Hoke Water / Wastewater Vendor Enrolled praveens test pkona 5/6/2022, 11:33 AM v
5 ABC Utilities Alamance Water / Wastewater Vendor Submitted Lacey Crews 76Cre 3/31/2022, 215 PM v
6 ABC Utilities Alexander Water / Wastewater Vendor Open Lacey Crews 76Cre 3/31/2022, 2:11 PM v
7 ABC Utilities Alamance Heating / Cooling Vendor Submitted Lacey Crews 76Cre 3/31/2022, 217 PM v
8 ABC Utilities Alexander Heating / Caoling vendor Open Lacey Crews 76Cre 3/31/2022, 2:19 PM v
9 ABCD Utilities Alamance Water / Wastewater Vendor Submitted Lacey Crews 76Cre 3/31/2022, 3:22 PM v
10 ABCD Utilities Alexander Water / Wastewater Vendor Open Lacey Crews T6Cre 3/31/2022, 3:08 PM v
1 ABCD Utilities Alleghany Water / Wastewater Vendor Open Lacey Crews 76Cre 3/31/2022, 3:09 PM v
12 ABCD Utilities Anson Water / Wastewater Vendor Open Lacey Crews T6Cre 3/31/2022, 3:08 PM v
13 Apex-Heating / Cooling Vendor Alamance Heating / Cooling Vendor Enrolled praveence test pkona 5/2/2022, 1:35 PM v
14 Apex-Heating / Cooling Vendor Anson Heating / Cooling Vendor Enrolled praveencc test pkona 5/2/2022, 1:39 PM -

4. The next tab on the navigation bar is the PROVIDER CONTRACTS tab. The Provider
Contracts tab is where you can search for and view specific vendor agreements for
enrolled utility providers. The Provider Contract record contains information about
the specific utility being provided, as well as a start and end date of their vendor
agreement.

. . x|~ 264 @
Energy Provider Por... Home  Accounts v | Provider Contracts | Pledge Payments Provider Invoices ~  Reports Dashboards
Provider Contracts
Recently Viewed v #
9 items + Updated a few seconds ago Saarch this fet ®w- E- O 7
Provider Contract ~  Account Name v Contract Status ~ | Start Date ~  End Date ~
1 PC-0023 HutchTest Active 10/12/2021 10/14/2021 -
2 PC-0025 HutchTest Submitted 10/12/2021 10/14/2021 v
PC-0047 Jared Brand New Test Submitted 10/14/2021 11/19/2021 v
4 PC-0045 Test Company Submitted 10/15/2021 10/15/2022 v
5 PC-0042 Hally Springs Wate Submitted 10/15/2023 10/15/2024 v
6 PC-0028 test DHHS Energy Provider Submitted 10/12/2021 10/14/2021 -
PC-0026 HutchTest Submitted 10/12/2021 10/14/2021 v
8 PC-0004 est Water Provide v
PC-0002 Apex Water - Wake County Closed 9/29/2021 10/31/2022 v

5. The next tab on the navigation bar is the PLEDGE PAYMENTS tab. The Pledge
Payments tab contains records of each individual payment allocation (the one-time
dollar amount of assistance that has been approved) to be paid to the utility
provider on behalf of an individual resident. In addition, each pledge payment
record links to any corresponding Provider Invoice.
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Energy Provider Por...

@2 2 ®

Dashboards

Home  Accounts “~  Provider Contracts I Pledge Payments v| Provider Invoices “  Reports

Pledge Payments
Allv x

Printable View
4 items - Sorted by Account Holder's Name « Filtered by All pledge payments - Is Payment Active » Updated a few seconds ago Search this lst. & - cle ¥
Pledge... | Accoun... » Applica... * | Pledg... » | Energy Provider ~ | County ~ | Progr... s | Paym.. | Created Date v
1 PP-7659 test test teseeet $344.00 PPSP3 Ashe test Regular 5/10/2022, 1:10 PM v
2 PP-7658 ATZATTSE Johnny Appleseed R4759388 $75.00 ltne valid county enrollment Cumberland LIEAP Regular 5/10/2022, 11:23 AM v
3 PP-7648 A7124479 Jessica Lewis A478535 $50.00 Wake Utilities Burke ap Regular 4/29/2022, 1:58 PM v
4 PR-7654 Jtest Bladen Active Regular 5/5/2022, 5:08 PM v

6. The next tab on the navigation bar is the PROVIDER INVOICES tab. The Provider

Invoices tab shows the dollar amount the county has pledged on individual’s
account.

@2 a®

Accounts ¢ Provider Contracts v Pledge Payments |3mvid Invoices vI Reports v Dashboards v

Energy Provider Por... Home

Provider Invoices
Recently Viewed v *

6 items « Updated a few saconds ago search i list.. @ - <
Provide... » | Account County “ | Customer N... v | Curren... Pa.. v | Total A... » | Invoice D... »~ | Program Ty... » | Payment Type v
1 PI-0937 Test Account for ashe Ashe Sarah Lewis $50.00 $250.00 4/26/2022 cip Regular v
2 PI-0935 Test Account Alexander John smith $50.00 $150.00 4/25/2022 LIEAP Regular -
3 PI-0938 Test Account for ashe Ashe Sarah Lewis $50.00 $250.00 4/27/2022 cP Regular v
4 PI-0932 PPSP3 Ashe Praveen Test $199.00 $299.00 4/21/2022 Praveen Test Test payment Type v
5 PI-0931 Steve's Propane Wake Bruce Wayne $150.00 $150.00 4/21/2022 -
6 PI-0946 Steve's Propane Wake Steve Rogers $200.00 $200.00 5/1/2022 v

7. The next tab on the navigation bar is the REPORTS tab. The Reports tab contains

pre-built lists of data displayed in rows and columns, which can be filtered, sorted,
or exported into Microsoft Excel files.

Home  Accounts v Provider Contracts v Pledge Payments Provider Invoices vI Reports v I Dashboards v

x-/ @ 2?2 & a @

Energy Provider Por...

Reports
Recent Q " A ot | A yort (Saf la 1 3 @~
1item

REPORTS Report Name v Description v Folder v Created By v Created On v | Subscribed

Recent "" RNE W/ P Peymeo: Utility Provider Reports Andrew Reiprist 10/14/2021, 3:57 PM v

Created by Me
Private Reports
Public Reports
All Reports

FOLDERS

8. The final tab on the navigation bar is the DASHBOARDS tab. On the Dashboards tab
you can customize a visual depiction of the reports found on the Reports tab.
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33 Energy Provider Por Home Accounts v  Provider Contracts v  Pledge Payments Provider Ivaices v Reports Dashboards v

Dashboard:
All Dashboards Q A ashboar New Fold ®-
Dashboard Name ~  Description v Folder ~  Created By v Created d On ~  Subscribed

Created by Me

I All Dashboards

3. View & Approve Submitted Provider Enroliment Applications

After a utility provider submits an enrollment application and vendor agreement via the Energy
Provider Portal, you will be able to review and approve both their enrollment application and
vendor agreement. Doing so will allow the utility provider to begin invoicing the appropriate
county on behalf of North Carolina residents who receive utility assistance. Every time a
provider submits a new enrollment application, you will receive an automated email
notification. First you will activate their submitted provider contract, and then you will be able
to enroll their account.

Note: If for any reason a provider has created an account and it remains in OPEN status for 12
months without being submitted, the account will automatically close.

1. Log in to the Energy Provider Portal using your NCID, which opens on the HOME TAB.

2. Atthe top of the screen, you will see a tile labeled PROVIDER ENROLLMENT -
SUBMITTED, which displays a list of all providers with an enrollment application that
has not yet been approved.

3. Click the provider account you wish to review and enroll/reject.
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>

Q, Search

@ ? &

Energy Provider Por... I Home IA(cuunts ~  ProviderContracts ~  Pledge Payments ~  Provider Invoices ~  Reports v  Dashboards

Accounts

Energy - Provider Enrollment - Submitted

10+ items « Sorted by Created Date « Filtered by All accounts - Provider Status «

Updated 2 few seconds age

Search this list.. &

c

Vendor Agreement - Submitted

Vendor Agreement - Submitted

10+ items, sorted by Provider Contract

Account Na... | Provi... v | Primary Category ~ | Provi.. \ | Created Date 1 v | PrimaryCo.. v i by s s
1 Ashe Heating / Cooling Vendor Submitted 5/6/2022,12:24 PM  Praveenc test v
2 2 PC-0384
2 wake Water / Wastewater Vendor I Submitted  5/4/2022, 2:34 PM mo v Account Name:  testing 22333
County: Durham
ake / - g s :34 PA Y
3 Wake Heating / Cocling Vendor Submitted  5/4/2022, 2:34 PM Vendor Agree...  Water/Waste Water Service Agreement
4 Heating R Us Durham Heating / Cooling Vendor Submitted  5/4/2022, 2:34 PM Contract Status:  Submitted
Start Date: 3/8/2022
5 Multi-Test Alamance  Heating / Cooling Vendor Submitted 5/3/2022, 2:26 PM v End Date: 3/7/2023
6 Multi-Test Alexander  Heating / Cooling Vendor Submitted  5/3/2022, 2:26 PM hd
7 Multi-Test Alleghany  Heating / Cooling Vendor ~ Submitted  5/3/2022, 2:26 PM - PC-0386
Account Name:  testing 22333
8 ves Electric Alleghany  Heating / Cooling Vendor Submitted  5/2/2022, 1:48 PM v County. Alleghany
_ Vendor Agree..  \Water/Waste Water Service Agreement
9 Electric Ashe Heating / Cooling Vendaor Submitted  5/2/2022, 1:48 PM - Contract Status:  Submitted
10 Alexander  Heating / Cooling Vender Submitted  4/26/2022, 3:58 PM P v Start Date: 3/23/2022
End Date: 3/22/2023

4. Verify that each field in the DETAILS tab is filled in correctly, with accurate
information:

a.

Account Name: The name of the utility provider.

Note: If the account name includes the county (e.g., Steve’s Utilities — WAKE),
you must remove the county name before enrolling the account.

Enrollment Start Date: The date the utility provider submitted their enrollment
for approval.

Enrollment End Date: This field should be blank for all submitted enrollment
applications.

Primary Category: Indicates which category of utility this provider delivers.

Note: The primary category “LTNC Heating/Cooling” can only be selected for the
following counties: Cumberland, Hoke, Robeson, Scotland. Built-in validations
will ensure that providers can only select the appropriate counties when the
primary category is “LTNC Heating/Cooling.”

Primary Fuel Type: This field indicates the fuel type used by heating and cooling
providers.

Note: This field will only have a value if a provider’s primary category is
“Heating/Cooling” or “LTNC Heating/Cooling”.

FEIN or SSN: Federal Employer Identification Number or Social Security Number,
which acts as a unique identifier for each provider. Only one of these two fields
will be filled in.
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g. Provider Access Code: This code is unique to the provider account and is used to
give access to the Energy Provider Portal to additional provider users.

h. Provider County: The county where the utility provider delivers service.

i. Approved Non-Federal CIP Fund: This picklist field is used to indicate accounts
that utilize Non-Federal CIP funds and identify the specific fund(s) approved.

Notes: There are several important factors to keep in mind with regards to this
field.

e State Information Support users should update this field when enrolling a
new provider’s account, but may edit this field at any time.

e State Information Support users will be informed by the business team at
NC DSS if this field needs to be updated for any providers.

e Providers loaded into the Energy Provider Portal by NCDHHS will have
this information already annotated.

e Providers are not able to self-identify as an approved non-federal CIP
fund account.

e Provider accounts may only select one Non-Federal CIP fund, but may not
select either the “Share the Light” or “NC Rate Settlement” Non-Federal
CIP funds.

e Duke Energy accounts may select any one Non-Federal CIP fund, or they
may select two Non-Federal CIP funds if the two selected are “Share the
Light” and “NC Rate Settlement.”

j.  Primary Contact: The primary point of contact at the utility provider.

Note: If the primary contact field is blank, do not update the PROVIDER STATUS
field to ENROLLED.

k. Email Address: The email address at which the utility provider contact can be
reached.

Note: If the email address field is blank, do not update the PROVIDER STATUS
field to ENROLLED.

|.  Website: The utility provider’s website (optional).
m. Phone: The primary phone number for the utility provider to be reached.

n. Provider Status: Current status of the utility provider’s enrollment. This should
initially appear as SUBMITTED.
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Notes: There are several things to keep in mind regarding the PROVIDER STATUS
field.

e You WILL NOT be able to update this field to ENROLLED until you have
activated at least one provider contract.

e If a provider’s account is rejected or closed, they will have the
opportunity to make corrections and re-submit the account for
enrollment without having to create a new one.

o. Reason for Rejection: If an enrollment application is rejected, this becomes a
required field for you to enter, which is used to indicate why a provider’s
enrollment application was rejected by the county. This should appear as blank
on an initial enrollment application.

p. Reason for Suspension: Similarly, if an account is suspended, this become an
optional field which is used to indicate why a provider’s account has been
suspended. This should appear as blank on an initial enrollment application.

g. Billing Address: The address of the utility provider.

r. System Information: The information in this section of the account is used for
integration into NC FAST and does not need to be reviewed or edited.

e
o FUE 2 a®
121 Energy Provider Por..  Home Accounts v BroviderContiacts v Pledge Payments v Provider lnveices v Reports v Dashbosrds
Account ~
Heating RUs = Edit
Provider County Primary Categary Provider Status
Wake Water / Wastewater Vendor Submitted
el
Account Name Heating R Us Primary Contact @  Steve DiGiorno
Enrollment Start 5/4/2022 Email Address @  stevend@mailinator.com
Date
Enroliment End Website hitp: vheating.com

Date

Primary Category Water / Wastewater Vendor Phone (111) 222-3333

Primary Fuel Type

FEIN 919191919
SSN
Provider Access 13710868
Code
Provider County Wake
Approved Non-
Federal CIP Fund
s
V' Account Summary
I Provider Status Submitted I

Reason For Rejection

Reason For
Suspension

5. On the RELATED tab, confirm that the utility provider has submitted a vendor
agreement by locating at least one submitted PROVIDER CONTRACT record.
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Energy Provider Por... Home  Accounts Provider Contracts Pledge Payments Provider Invoices v

Account

Heating RUs =

Provider County Primary Category Provider Status
Wake Water / Wastewater Vendor Submitted
Related Details

Provider Contracts (1)

Provider Contract Vendor Agreement Type Contract Status Start Date
PC-0500 Water/Waste Water Service ... Submitted 5/19/2022 v
View All
Related Contacts (1) Add Relationship
Steve DiGiorno v
Email stevend@mailinator.com

@ Pledge Payments (0)

View All

Provider Invoices (0)

6. If the utility provider’s enrollment information is correct and they have a submitted
provider contract, your next step will be to activate the submitted Provider Contract
BEFORE approving the provider’s enrollment application. If you attempt to enroll a
provider’s account prior to activating at least one of their provider contracts, you
will receive an error message. If the provider’s enrollment information is not filled in
correctly, or they do not have at least one submitted provider contract, skip to step

14.

7. Click on the PROVIDER CONTRACT, and verify that each field is filled in correctly
with accurate information:

a.

Provider Contract: The system-generated record number for the Provider
Contract.

Account Name: The name of the utility provider.

Utility Service Provided: The utility service program specific to this contract.
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d. Vendor Agreement Type: Category of utility for this contract.

e. County: The county where the utility provider distributes services.

bal

Address: The address of the provider.

Phone Number: The phone number of the provider.

> @

FEIN or SSN: The unique identifier for the provider.

Start Date: The beginning of the utility provider’s agreement with the county.
This date may be up to 30 days in the past from when the provider submitted
the vendor agreement.

j.  End Date: The final date of the utility provider’s agreement with the county.

Note: The end date of the contract will be 12 months from the entered start
date.

k. Contract Status: Current standing of the utility provider’s agreement with the
county. This field should show as SUBMITTED.

. Q search [x[+] ? A

Energy Provider Por... Home  Accounts “  ProviderContracts “  Pledge Payments ~  Provider Invoices ~  Reports ~  Dashboards

Provider Contract

PC-0500 edit Activate

Account Name Start Date End Date Contract Status
Heating R Us 5/19/2022 5/18/2023 Submitted
Details
Provider Contract PC-0500 Start Date 5/19/2022
Account Name Heating R Us Enl Date 5/18/2023
Utility Service LIHWAP Contract Status Submitted
Provided
Vendor Water/Waste Water Service Agreement
Agreement Type
County Wake
Mailing Address 123 Main St
Raleigh
NC, 12345
Mailing City Raleigh
Maling Zip Code 12345
Phone Number 1112223333
FEIN 919191919
SSN
Created By 'r-\‘ Steve DiGiorno. 5/4/2022, 2:50 PM Last Modified By 'f_\' Steve DiGiorno. 5/4/2022, 2:50 PM
Reference
Number

Click the ACTIVATE button in the top right of the screen.

Note: If the provider has submitted multiple contracts, verify and activate each one.
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Mailing Address

Mailing City
Mailing Zip Code
Phone Number
FEIN

SSN

Created By

Reference
Number

123 Main St
Raleigh
NC, 12345

Raleigh
12345
1112223333
919191919

¥ Steve DiGiorno. 5/4/2022, 2:50 PM Last Modified By

Steven DiGangi. 3/10/2022, 5:07 PM

(=
e Q sesc FE @2 a®
221 Energy Provider Por..  Home Accounts v ProviderContracts v Pledge Payments - Broviderinusices v Reports v Dashboards
Provider Contract
PC-0500 wa
Account Name Start Date End Date
Heating R Us 5/19/2022 5/18/2023
Details
Provider Contract PC-0500 Start Date: 5/19/2022
Account Name Heating R Us End Date 5/18/2023
Utility Service LIHWAP Contract Status Active
Provided
Vendor Water/Waste Water Service Agreement
Agreement Type
County Wake

9. Navigate back to the provider’s account by clicking on the ACCOUNT NAME
hyperlink.

10. Select the EDIT button on the top right corner of the screen, or select the pencil icon

next to the PROVIDER STATUS field on the DETAILS tab.

11. Select ENROLLED from the drop-down menu.

Note: Whenever you are updating the Provider Status, you should only select
ENROLLED, REJECTED, SUSPENDED, or CLOSED as necessary. You should not update
a provider’s status to any of the other available options, nor should you change an
already ENROLLED provider back to SUBMITTED status.
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. Q search %[+ ? A "_"

::E Energy Provider Por... Home  Accounts “  ProviderContracts “»  Pledge Payments s  ProviderInvoices »  Reports v  Dashboards

Account N
Heating R Us = it
Provider County Primary Category Provider Status
Wake Water / Wastewater Vendor Submitted
Related Details
Approved Non-Federal CIP Fund
Available Chosen
Share the Light 4

NC Rate Settlement

4
Helping Each Mem...

Wake Electric Rou...

Vv Account Summary

* Provider Status Enrolled

Reason For
Rejection

Reason For
Suspension

Cancel Save

12. Click SAVE.

13. The provider is now enrolled and has an active contract. Additionally, the provider
will receive an automated email informing them that the account has been enrolled.
Skip steps 14-16.

14. If the provider’s information in their enrollment application is incorrect, incomplete,
or they do not have a submitted vendor agreement (Provider Contract), then select
the pencil icon to the right of the PROVIDER STATUS field and select REJECTED.

15. Explain why you are rejecting the provider’s enrollment in the REASON FOR
REJECTION field. This is a required field for any provider whose PROVIDER STATUS is
REJECTED.

16. Click SAVE.

4. View & Activate Submitted Provider Contracts

Providers who are already enrolled may submit a new contract (vendor agreement) when their
existing contract is set to expire soon. These new contracts will not be automatically renewed
and will require activation. Every time a provider submits a new contract for activation, you will
receive an automated email notification.
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1. Loginto the Energy Provider Portal using your NCID, which will land you on the
HOME TAB.

2. On the right side of the Home tab, locate the tile labeled VENDOR AGREEMENT -
SUBMITTED which will display a list of every contract that is awaiting activation.

3. Click on the provider contract record you wish to review and activate.

as a J@r2ea®

it Energy Provider Por... Home Accounts v  Provider Contracts v Pledge Payments v Provider Invoices ~  Reports ~  Dashboards v

Accounts Vendor Agreement - Submitted
Provider Enrollment - Submitted
9 items » Sorted by Created Date » Filtered by All accounts - Provider Status » Updated 8 minutes ago < Vendor Agreen:ent - Submitted
Created Date T v | Account Name v Primary Category v | Primary Contact i
9/29/2021, 10:50 AM Water / Wastewater Vendor v
’ PC-0025
0/4/2021, 557 PM Provider Enrollment - Submitted v Accouit
v
v PC-0026
Acc Nar
10/18/2021, 10:56 AM 9 -
PC-0027
10/20/2021, 10:29 AM meron Wate Water / Wastewater Vendor Cameron White v .
it Name:  HutchTest

4. Review the DETAILS and verify that each field is filled in correctly with accurate
information.

Note: Providers can submit a vendor agreement with a start date up to 30 days in
the past from the date they submit the vendor agreement.

. Q - @ ? & a

:it  Energy Provider Por... Home  Accounts »  Provider Contracts “  Pledge Payments v  Provider Ivoices ~  Reports Dashboards
Provider Contrar
PC-0045 e
A tart Date d Date ntract St
Test 10/15/2021 10/15/2022 Submitted
Details
Provider Cantract PC-0045 start Date 10/15/2021
Test Company 10/15/2022
ut LIHWAP ntract Status Submitted
[
Water/Waste Water Service Agreement
Anson
Mailing Address 123 main st
Test

NC, 24566
Test
Mailing Zip Code 24566
Phene Numbe 455-344-3456
FEIN 888229889

reated B #4 Samia Yosef, 10/15/2021, 11:06 AM ast Madified E #4 Samia Yosef, 10/15/2021, 11:06 AM

5. Click the ACTIVATE button on the top right of the screen to activate the contract.
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:it  Energy Provider Por... Home Accounts Provider Contracts “  Pledge Payments “  Provider Invoices “  Reports ~  Dashboards

Provider Contrax
PC-0045

10/15/2021 Submitted

Details

F der Contract PC-0045

LIHWAP ntract Status

Submitted

Water/Waste Water Service Agreement

Anson

123 main st

Test

NC, 24566

Test
Mailing Zip Code 24566
455-344-3456
FEIN 888229889
reated B ¥ Samia Yos

f, 10/15/2021, 11:06 AM ast Madified E #4 Samia Yosef, 10/15/2021, 11:06 AM

6. Click FINISH in the pop-up window that appears.
7. Verify that the Contract Status now reads as ACTIVE.

R B ? e e

Phone Number
FEIN
s

Created By

\water/Waste Water Service Agreement

Ansan

123 main st
Test
NC, 24566

Test

24566
435-344-3456
888229339

P Samia Yosef, 10/15/2021, 11:06 AM

Last Modified By

31 Energy Provider Por..  Home Accounts v ProviderContracts v PledgePayments v Providerlnvaicss v Reports +  Dashboards v
Provider Contract )
PC-0045 Edit Activate
Account Name Start Date End Date Contract Status
Test Company 10/15/2021 10/15/2022 Active
Details
Provider Contract PC-0045 Start Date 10/15/2021
Test Company End Date 10/15/2022
LHwaP Contract Status Active

4 Steven DiGangi, 10/25/2021, 11:13 AM

8. Provider contracts are all defaulted to end 12 months from the start date. At the end
of the contract, the contract status will automatically update to EXPIRED status. If the
contract has been in EXPIRED status for 12 months, the PROVIDER STATUS will
automatically update to CLOSED and the provider will need to resubmit an enrollment
application for their account.
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Note: Providers will not be visible in the Energy applications within NC FAST until they
have an active contract within the Energy Provider Portal.

5. Activate Multiple Contracts & Enroll Multiple Accounts Simultaneously

In the event that a provider submits several vendor agreements and provider accounts at the
same time, you may wish to save time by activating multiple contracts and enrolling multiple
accounts at once. It is still recommended to review the details of an account before enrolling,
however this option exists to save time and increase efficiency.

1.

Log in to the Energy Provider Portal using your NCID, which will land you on the
HOME TAB.

Navigate to the PROVIDER CONTRACTS tab and filter to the VENDOR AGREEMENT -
SUBMITTED list view.

Use the SORT function on the ACCOUNT NAME column to locate the provider
accounts whose contracts you want to activate.

>

Energy Provider Por.. Home

Accounts v

Q_ Search

Provider Contracts

Pledge Payments

@2 a®

Provider Invoices v Reports “  Dashboards

Provider Contracts

Vendor Agreement - Submitted v | bd

Provider .. v IAccounl Name 7

Py

C-0577

C-0518

C-0519

-0495

C-0497

vI County v

Robeson

Alamance
Alexander
Alleghany

Ashe

78 items + Sorted by Account Name » Filtered by All provider contracts - Contract Status » Updated a few seconds ago

Vendor Agreement Type ~ | ContractSt.. s | StartDate ~ | EndDate
Water/Waste Water Service Agreement Submitted 5/25/2022 5/24/2023 v =
Water/Waste Water Service Agreement Submitted 5/31/2022 5/30/2023 -
Water/Waste Water Service Agreement submitted 5/31/2022 5/30/2023 -

Home Energy Supplier Agreement Submitted 6/1/2022 5/31/2023 v

Home Energy Supplier Agreement Submitted 5/11/2022 5/10/2023 -

search this list.. - E- | C |5 €T

4. Select the checkbox next to each contract you intend to activate, then select the
PENCIL icon in the CONTRACT STATUS column.

»

Energy Provider Por... Home

Accounts

Q, Search

Provider Contracts v

Pledge Payments

* @2 @

Provider Invoices W Reporis Dashboards

38

39

60

61

62

Provider Contracts

Vendor Agreement - Submitted v ¥

2 items selected

= Provider... » | Account Name T
PC-0577 SM Water Industries

v PC-0518 Sty s Utilities

v| PC-0519 Steve's Utilities
PC-0495 Steves Electric
PC-0497 Steves Electric

| County v
Rabeson
Alamance
Alexander
Alleghany

Lishe

earch this list.. - E- | C||F €Y
Vendor Agreement Type « | ContractSt... v | StartDate ~ | EndDate
Water/Waste Water Service Agreement Submitted 5/25/2022 5/24/2023 - -
Water/Waste Water Service Agreement Submitted 5/31/2022 5/30/2023 -
Water/Waste Water Service Agreement submitted 5/31/2022 5/30/2023 -
Home Energy Supplier Agreement Submitted 6/1/2022 5/31/2023 v
Home Energy Supplier Agreement Submitted 5/11/2022 5/10/2023 -

5. From the drop-down menu, select ACTIVE, then check the UPDATE (ALL) SELECTED
ITEMS. Click APPLY.
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i Q seareh k@2 a@®

Energy Provider Por... Home  Accounts v  Provider Contracts “  Pledge Payments Providerinvoices ~  Reports ~  Dashboards

Provider Contracts
Vendor Agreement - Submitted v ¥

3 freme selected Search this list.. G- ||E- |0 S €Y
- Provider... »»  Account Name T ~ | County v | Viendor Agreement Type v | Contract5t.. » | StartDate | End Date v
58 PC-0577 SM Water Industries Robeson ‘Water/Waste Water Service Agreement Submitted 5/25/2022 5/24/2023 A4 -
59 | PC-0518 Steve's Utilities Alamance Water/Waste Water Service Agreement *| Active - ] v
60 | PC-0519 Steve's Utilities Alexander ‘Water/Waste Water Service Agreement Update 2 selected items v
61 PC-0495 Steves Electric Alleghany Home Energy Supplier Agreement v
62 PC-0497 Steves Electric Ashe Home Energy Supplier Agreement Cancel v

6. Confirm that the changes highlighted in yellow are correct, then click SAVE.

7. The screen will refresh and a green banner will appear at the top of the screen,
letting you know that the contracts for the provider’s accounts are now active and
the provider may now be enrolled. Navigate to the ACCOUNTS tab.

8. Select the PROVIDER ENROLLMENT - SUBMITTED list view and search for the
provider accounts to enroll using the search bar.

9. Select the checkbox next to each account you intend to enroll, then select the
PENCIL icon in the PROVIDER STATUS column.

i Q searh e a®

Energy Provider Por... Hnmel Accounts Ipro\rmerconcr;m “  Pledge Payments s Provider Invoices \  Reports v  Dashboards

Accounts X i
Energy - Provider Enrollment - Submitted v # New | Printable View
s ] I Steve's Utilities (%] I & E-C £ €Y
+  Account Name | Provider County | Primary Category | ProviderStatus | Created Date + ~ | Primary Contact
1 v Steve's Utilities Alamance Water / Wastewater Vendor 5/18/2022, 4:03 PM Steve smith -
2 v| Steve's Utilities Alexander Water / Wastewater Vendor Submitted 5/18/2022, 4:03 PM Steve Smith hd

10. From the drop-down menu, select ENROLLED, then check the UPDATE (ALL)
SELECTED ITEMS. Click APPLY.

i Q_ Search (x]+] ? 4@

Energy Provider Por... Home  Accounts v  ProviderContracts ~  Pledge Payments “  Providerinvoices “  Reports v  Dashboards

i GERIrE New Printable View
. Energy - Provider Enrollment - Submitted v - S
wve's U |l = P
2 items selected Steve's Utilities Q| m C ¢|Y
+ Account Name | Provider County ~ | Primary Category + | ProviderStatus - | Created Date & | Primary Contact
1 v Steve's Utilities Alamance Water / Wastewater Vendor *| enrolled - Steve Smith -
2 «| Steve's Utilities Alexander ‘Water / Wastewater Vendor Steve Smith v

Update 2 selected items

Cancel Apply
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11. Confirm that the changes highlighted in yellow are correct, then click SAVE.

e & seach @2 a®

Energy Provider Por... Home  Accounts Provider Contracts Pledge Payments v  Provider Invoices “  Reports ~  Dashboards

Accounts
Energy - Provider Enrollment - Submitted v #

New Printable View

e ] Steve's Utilities QO o~ =2 €T
+| Account Name | Provider County | Primary Category ~ | Provider Status | Created Date 4 ~ | Primary Contact

1 » | Steve's Utilities Alamance ‘Water / Wastewater Vendor Enrolled 5/18/2022, 4:03 PM Steve Smith -

| Steve's Utilities Alexander Water / Wastewater Vendor Enrolled 5/18/2022, 4:03 PM Steve Smith -

Cancel Save

12. The screen will refresh and a green banner will appear at the top of the screen,
letting you know that the provider’s accounts are now enrolled and they will now
start receiving pledge payment records.

6. View & Edit Utility Provider Account Details

At any point, you may view the details of a utility provider’s account. Navigating to a specific
utility provider’s account record is also a quick way to view and access all other records that are
associated to an account such as contracts, pledge payments, invoices, or contacts.

1. Loginto the Energy Provider Portal using your NCID, which will land you on the
HOME TAB.

2. Select the ACCOUNTS tab from the navigation bar.

Fey
[ ) Q seach @2 a®
it Energy Provider Por... Home IAccmmts vI Provider Contracts \  Pledge Payments v Provider Invoices \  Reports v  Dashboards

Accounts Vendor Agreement - Submitted More
Energy - Provider Enrollment - Submitted
10~ items » Sorted by Created Date » Filtered by All accounts - Provider Status =
Updated a few seconds ago

search this list... “- & Vendor Agreement - Submitted
10+ items, sorted by Provider Contract
Filtered by Contract Status

Account Na... » | Provi... *» | Primary Category ~ | Provi... »/ | Created Date ¢ ~~ | Primary Con... v/
1 AApraveenkk Ashe Heating / Cooling Vendor ~ Submitted ~ 5/6/2022,12:24PM  Praveenc test v
? ! ¢ ’ PC-0384
Heating R Us Wiake Heating / Cooling Vendor ~ Submitted ~ 5/4/2022, 2:34 PM Steve DiGiomo - Account Name:  testing 22333
County: Durham
/ e d s 134 PR y - Y
3 Heating R Us Durham Heating / Cooling Vendor  Submitted 5/4/2022, 2:34 PM Steve DiGiormo v Vendor Agree...  Water/Waste Water Service Agreement
4 Multi-Test Alamance  Heating / Cooling Vendor ~ Submitted  5/3/2022, 2226 PM  Steve Deegangee | ¥ Contract Status:  Submitted
Start Date: 3/8/2022
5 Multi-Test Alexander  Heating / Cooling Vendor ~ Submitted 5/3/2022, 2:26 PM Steve Deegangee v End Date: 3/7/2023
6 Multi-Test Alleghany  Heating / Cooling Vendor  Submitted 5/3/2022, 2:26 PM Steve Deegangee v
Steves Electric Alleghany  Heating / Cooling Vendor  Submitted 5/2/2022, 1:48 PM Steve DiGangi v PC-0386
Account Name:  testing 22333
8 Steves Electric Ashe Heating / Cooling Vendor ~ Submitted  5/2/2022, 1:48 PM Steve DiGangi v County: Alleghany
. Vendor Agree... Water/Waste Water Service Agreement
9 Praveen Services Alexander  Heating / Cooling Vendor ~ Submitted  4/26/2022, 3:38 PM  PraveenB test A Contract Status:  Submitted
10 Test Account Camden Heating / Cooling Vendor ~ Submitted ~ 4/25/2022, 215PM  Cameron White v Start Date: 3/23/2022

End Date: 3/22/2023

3. On the Accounts tab, you will initially see a LIST VIEW showing the most recently
viewed accounts, as well as some basic information.
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4. From here, you may select a different list view by clicking the dropdown arrow and
choosing a different list view.

Note: After selecting a different list view, you can make that your default list view by
clicking on the push pin icon.

. =
[ Q sesrcn G B2 2@
ESE Enelgy Provider Por... Home  Accounts v  Provider Contracts v Pledge Payments Provider Invoices ~  Reports Dashboards
Accounts New Printable View

Energy - All Provider Accounts v  #

50~ itams - Sorted by Account Name - Filtered by All aczounts - Aczount Recard Type - Updated 2 few seconds ago Search s list. G- B-jc|s]e|Y

Account Name T | Provider ... * | Primary Category | Provide... v | Primary Contact | last.. v | Last Modified Date

1 AApraveenkk Ashe Heating / Cooling Vendor Submitted Praveenc test 80tes 5/6/2022, 12:24 PM -
AAPraveenProviderTODAY Cleveland Heating / Cooling Vendor Open praveen test 112te 4/29/2022, 11:52 A... v

3 AATestkpk Brunswick Water / Wastewater Vendor Enrolled praveens test pkona 5/6/2022, 11:33 AM v

4 AATestkpk Hoke Water / Wastewater Vendor Enrolled praveens test pkona 5/6/2022, 11:33 AM A

5 ABC Utilities Alamance stewater Vendor Submitted Lacey Crews 76Cre 3/31/2022, 215 PM v

6 ABC Utilities Alzxander Water / Wastewater Vendor Open Lacey Crews 76Cre 3/31/2022, 2:11 PM -

5. You may also search the list of account records by using the search bar on the top
right of the screen. You can search by account name, primary category, county,
FEIN/SSN, provider status, primary fuel (if applicable), and Approved Non-Federal
CIP Fund.

Note: Each utility provider can have several provider account records based on
which utilities they provide and which counties they service. Be sure to check the
account name, primary category, and county to find the desired account.

6. Once you’ve found the desired account, click on the ACCOUNT NAME to be brought
to the account details page.

) P
o Q search 0N I )
EEE Energy Provider Por... Home  Accounts Provider Contracts “  Pledge Payments Provider Invoices “  Reports v  Dashboards
Accounts New Printable View
Energy — All Provider Accounts v  # " e
v | E- s 5
4 items - Sorted by Account Name « Filtered by All accounts - Account Record Type « Updated a few seconds ago I Heating R Us o I - E- OS] €E)Y
Account Name T~ | Provider Co... “~ | Primary Category ~ | Provider Status *~ | Primary Contact v | Last Modi... » | Last Modified Date ~
1 I Heating R Us Wake Heating / Cooling Vendor I Submitted Steve DiGiomo 83DIG 5/4/2022, 2:41 PM -
Heating R Us Durham Heating / Cooling vendor Submitted Steve DiGiomo 83DiG 5/4/2022, 2:41 PM -
3 Heating R Us Wake ‘Water / Wastewater Vendor Enrolled Steve DiGiorno SDiGa 5/10/2022, 5:08 PM v
4 Heating R Us Robeson LTNC Heating / Cooling Vendor Qpen Steve DiGiomo 83DiG 5/6/2022, 12:41 PM v

7. On the DETAILS tab of the account page, you will see all the information the utility
provider submitted as part of their enrollment application.

NOTE: Providers that were pre-loaded into the Energy Provider Portal by NCDHHS
will be responsible for populating their Primary Contact and Email Address fields.
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. Q search (x]-] ? 2 "_"

"E Energy Provider Por... Home Accounts v  Provider Contracts Pledge Payments ‘v  Provider Invoices “  Reports “  Dashboards
Account .
Heating RUs = Ecit
Provider County Primary Category Provider Status
Wake Heating / Cocling Vender Submitted
N NCFAST API Error Reporter is ready and listening
Related Details
—
Account Name Heating R Us Primary Contact @  Steve DiGiorno
Enrcliment Start 5/4/2022 Email Address @ stevend@mailinator.com
Date
Enroliment End Website ht /fwww.heating.com
Date
Primary Category  Heating / Cooling Vendor Phone (111) 222-3333

Primary Fuel Type LP Gas

FEIN 919191919
SN

Provider Access 52401121
Code

Provider County Wake
Approved Nan-

Fegeral CIP Fund

W Account Summary

Provider Status Submitted
Reason For Rejection

Reason For
Suspension

8. In addition, the RELATED tab will show quick links to all other records associated to
this utility provider’s account including:

a. Provider Contracts: All vendor agreements submitted by the utility provider.

b. Related Contacts: The individual utility provider users who are associated to this
provider account.

c. Pledge Payments: Each record of a payment amount allocated by the county to
be paid to the utility provider on behalf of an individual.

d. Provider Invoices: Each invoice record indicating how much a utility provider is
charging the county for an individual’s utility usage.

e. Account History: A detailed log of each field on the account record that has been
changed, and what it changed from and to.

9. If you've received a request from a provider or from the NC FAST Provider Support
Center to update a provider’s account information, you may do so by selecting the
EDIT button or selecting the DETAILS tab and clicking on the PENCIL ICON next to
any field. This will open the ability to edit the account details.

Note: Never update information within the SYSTEM INFORMATION section of the
account. Doing so may result in integration issues with NC FAST.
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et
. Q search [x[-] ? 4
EEE Energy Provider Por... Home Accounts v  Provider Contracts Pledge Payments ‘v  Provider Invoices “  Reports “  Dashboards
Account .
Heating RUs = Ecit
Provider County Primary Category Provider Status
Wake Heating / Cocling Vender Submitted

NCFAST API Error Reporter is ready and listenin;
Related Details P Y g

Account Name Heating R Us Primary Contact @  Steve DiGiorno
Enrallment Start 5/4/2022 Email Address @ stevend@®mailinator.com
Dat=

Enrollment End Website https://www.heating.com
Date

Primary Category  Heating / Cooling Vendor Phone (111) 222-3333

Primary Fuel Type LP Gas

FEIN 513191919
SN

Provider Access 52401121
Code

Provider County Wake
Approved Nan-

Federal CIP Fund

W Account Summary

Provider Status Submitted
Reason For Rejection

Reason For
Suspension

10. This will open the edit screen, allowing you to make changes to any necessary fields.
As you edit the field, unsaved changes will highlight yellow. Click SAVE.

Notes: There are several notes to keep in mind when updating provider account
details:

e If you attempt to update the county on a provider’s account to a county
where that provider already has an existing account (e.g. updating an
account from Durham county to Wake county when the provider already has
an existing Wake county account), you will receive an error.

e Whenever you are updating the Provider Status, you should only select
ENROLLED, REJECTED, SUSPENDED, or CLOSED as necessary. You should not
update a provider’s status to any of the other available options.

e Do not change an already ENROLLED provider back to SUBMITTED status.
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. Q, Searc |£IE| ? A ;'::

233 Lnergy Provider Por..  Home Accounts v ProviderComtracts v Pledge Payments o Providerinvoicss - Reports v Dashboards

Account -
Heating RUs & it
*Primary Fuel Type
Available Chosen
Coal » LP Gas
Electricity

Fuel Qil

Kerosene

FEIN 219191919

SSN

Provider Access 52401121

Code

Provider County Wake -

Approved Non-Federal CIP Fund
Available

»

Share the Light Wake Electric Round ...

NC Rate Settlement
q
Helping Each Mem...

Helping Hands

Cancel I I

7. View Pledge Payment Records

When a North Carolina resident applies for and is accepted into a utility assistance program
through NC FAST, the government will determine and allocate a one-time pledge payment
amount, which is then sent to the Energy Provider Portal as a non-editable record. The pledge
payment record will be associated to the servicing provider, the county of service, and the
resident who receives assistance. The utility provider then uses that pledge payment to create
and submit one invoice to the county. The invoice will be processed by the county.

1. Login to the Energy Provider Portal using your NCID, which will land you on the
HOME TAB.

2. Navigate to the PLEDGE PAYMENTS tab.

Note: You may view pledge payment records, but you will not be able to edit them
in any way.

3. The default list view will show the most recent pledge payment records that you
have viewed along with some basic information.
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4. From here, you may select a different list view by clicking the dropdown arrow and
choosing a different list view.

Note: After selecting a different list view, you can make that your default list view by
clicking on the push pin icon.

el
’ Q search [x]+] ?2 4
HH Energy Provider Por... Home  Accounts “  Provider Contracts | Pledge Payments | Provider Invoices ~+  Reports “+  Dashboards

Pledge Payments

Allv *

Printable View

Search this list.. - E- G| C|Y

4 items » Sorted by Account Holder's Name « Filtered by Al pledge payments - Is Payment Active » Updated a few seconds ago

Pledge... ~  Accoun... * | Account Hold... 4 ~~| Applica... * | Pledg... ~ | Energy Provider ~ | County ~ | Progr... ™ | Paym... ~ | Created Date v

test test teseeet $344.00 PPSP3 Ashe test Regular 5/10/2022, 1:10 PM v

2 ATBATTSS Johnny Appleseed R4759888 $75.00 ltnc valid county enrollment Cumberland LIEAP Regular 5/10/2022, 11:23 AM v
3 A124479 Jessica Lewis A479535 $50.00 Wake Utilities Burke ap Regular 4/26/2022, 1:58 PM -
4 Jtest Bladen Active Regular 5/5/2022, 5:08 PM v

5. You may also search the list of pledge payment records by using the search bar at
the top right of the screen.

6. Find the desired pledge payment record, either by account holder’s name, account
number, application reference number, program type, payment type, or payment
status.

Note: Since residents must apply for assistance on a per-bill basis, it is possible to
see multiple results when searching for an individual if they have been approved for
assistance more than once.

o a2 a®

::E Energy Provider Por... Home  Accounts ¢  Provider Contracts ~  Pledge Payments “  Provider Invoices “+  Reports ¢  Dashboards

Pledge Payments

Ale 3 Printable View
1 item » Sorted by Account Holder's Name » Filtered by All pledge payments - Is Payment Active » Updated  few seconds ago I Jessica Lewis L I &-|@-|C]€|Y
Pledge... v | Accoun... \ | AccountHold.. 4 v | Applica.. \ | Pledg... v | Energy Provider v | County v Pro..  PaymentType v | Created Date
A124479 Jessica Lewis A479535 $50.00 Wake Utilities Burke ap Regular 4/29/2022, 1:58 PM -

7. Click on the pledge payment record to view the following information:
a. Energy Provider: The provider account who services the individual’s utilities.
b. County: The county where the service is provided.
c. Application Date: The date the resident applied for assistance.

d. Account Number: The unique identifier of the North Carolina resident’s energy
assistance account.

e. Account Holder’s Name: The North Carolina resident who is receiving utility
assistance.
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f. Application Reference: The unique identifier that corresponds to the individual’s
application for energy assistance.

g. Pledged Amount: The maximum dollar amount of one-time assistance that has
been approved by the government.

h. Program Type: The program (e.g. Crisis Intervention Program (CIP), Low Income
Household Water Assistance Program (LIHWAP), etc) from where the funds are
being drawn for the payment.

i. Payment Type: The category of payment being made.
i.  Regular: A standard Pledge Payment.

ii.  Underpayment: Additional funds paid to the provider to cover the
difference between pledged amount and invoiced amount.

iii.  Overpayment: A return of funds to the county to cover the difference
between pledged amount and invoiced amount.

iv.  Supplement: Additional disbursement of funds from remaining program
amount.

Note: Providers are not required to take action on any pledge with a payment
type of Underpayment, Overpayment, or Supplement payment, but they may
track them using the customer’s Application Reference Number which will be the
same as the initial pledge that was either underpaid or overpaid.

j.  Payment Status: The current standing of the payment being made from the
county to the provider.

i.  Payment Request Pending: The pledge has been created.
ii.  Payment Pending: The payment was submitted in NC FAST.
iii.  Payment Issued: Check has been disbursed.

iv.  Payment Canceled: Payment will not be issued.

k. Payment Reference: An auto-generated unique identifier for the one-time
payment associated to this pledge payment/invoice.

|.  Payment Issue Date: The date the payment was issued by the county.
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. Q

Energy Provider Por... Home

@2 a®

Dashboards  ~

Accounts v Provider Contracts ~  Pledge Payments “  Provider Invoices ~  Reports

Account Number
A124475

Application Reference
A4T9535 $50.00

Pledged Amount

New Provider Invoice

Details

Payment Status
Payment Reference

Payment Issue Date

Payment Issued
P1547982
4/542022

Energy Provider Wake Utilities Account Number AT24479
County Burke Account Holder's Name Jessica Lewis
Application Date 4/172022 Application Reference A479535
Is Payment Active v Pledged Amount $50.00

v Payment Details
Program Type ar
Payment Type Regular

Created By

B Lacey Crews. 4/23/2022 1558 PM

Last Modified By

B Lacey Crews. 5/9/2022, 1:59 PM

8. If a utility provider has used this pledge payment record to create an invoice, you
may click on the invoice record from the PROVIDER INVOICES tile at the bottom of

the screen.

[ )

Q

@2 a2 ®

Payment Status.
Payment Reference
Payment Issue Date

Created By

Provider Invoices (1)

Payment lszued
P1547982
4/5/2022

B3 Lacey Crews. 4/29/2022, 1:58 PM

Last Modified By

Energy Provider Por... Home  Accounts ~  Provider Contracts “  Pledge Payments ~  Provider Invoices Reports ~  Dashboards
Pledge Payment
Jessica Lewis New Provider Invoice
Account Number Application Reference Pledged Amount
A124479 A4TI535 $50.00
Details
Energy Provider Wake Utilities Account Number A124479
County Burke Account Holder's Name Jessica Lewis
Application Date 4/1/2022 Application Reference 4479535
Is Payment Active - Pledged Amount $50.00
v Payment Details
Program Type ap
Payment Type Regular

9 Lacey Crews. 5/9/2022, 1:59 PM

B~ C
1 item « Updated a few seconds ago
Provider Invoice v | Account Current Amount Due ~ | Past Amount Due ~ | Total Amount Due v
I 1 PI-0947 Wake Utilities $100.00 $100.00 I v
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8. View Invoice Records

When a utility provider uses a pledge payment to create and submit an invoice to the county,
each of the created invoices will be saved in the Energy Provider Portal. The invoices will be
associated to the provider as well as to the pledge payment that was used to create the invoice.
Invoices can be edited by the providers, but you as a State Information Support user will not be
able to edit an invoice record.

Utility providers are encouraged to submit invoices via the Energy Provider Portal but it is not a
requirement. Providers will still receive funds for any assistance application that is approved. If
a provider submits an invoice where the invoiced amount does not match the pledged amount
(e.g. an overpayment or underpayment) the county caseworker who approved the pledge
amount will investigate the invoice and take corrective action.

Note: Each pledge payment record can be associated to only one invoice.

1. Login to the Energy Provider Portal using your NCID, which will land you on the
HOME TAB.

2. Navigate to the PROVIDER INVOICES tab.

Note: You may view invoice records, but you will not be able to edit them in any
way. Only providers or county staff acting on behalf of providers may edit the
invoices they have generated.

3. The default list view will show the most recent invoice records that you have viewed,
along with some basic information.

4. From here, you may select a different list view by clicking the dropdown arrow and
choosing a different list view.

Note: After selecting a different list view, you can make that your default list view by
clicking on the push pin icon.

HH Energy Provider Por... Home  Accounts v Provider Contracts ~  Pledge Payments IDIDvlderlr‘ucices v I Reports “  Dashboards

Provider Invoices
Recently Viewed v ¥

6 items « Updated a few seconds ago Search s list.. - 8-
Provide... » | Account v | County v | Customer N... v | Curren... | Pa... v | Total A... » | Invoice D... » | Program Ty... *~ | Payment Type v
1 PI-0! Test Account for ashe Ashe Sarah Lewis $50.00 $250.00 4/26/2022 cp Regular v
2 PI-D Test Account Alexander John Smith $50.00 $150.00 4/25/2022 LIEAP Regular -
3 P Test Account for ashe Ashe Sarah Lewis $50.00 $250.00 4/27/2022 e Regular -
4 P PPSP3 Ashe Praveen Test $199.00 $299.00 4/21/2022 Praveen Test Test payment Type v
5 P Stew Wake Bruce Wayne $150.00 $150.00 4/21/2022 -
6 PI-0946 Steve's Wake Steve Rogers $200.00 $200.00 5/1/2022 v
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5. You may also search the list of invoice records by using the search bar at the top
right of the screen.

6. Find the desired invoice record. You cannot search by amount due or by customer
name. You can search by customer address, zip code, or the invoice record number.

Note: Since residents must apply for assistance on a per-bill basis, it is possible to
see multiple results when searching for an individual if they have been approved for
assistance more than once. In these instances, look for the invoice date to validate
that you’ve found the desired invoice.

P
. o
eos I I

::: Energy Provider Por.. Home  Accounts ~  Provider Contracts v  Fledge Payments ~ | Provider Invoices ~ | Reports ~  Dashboards

Provider Invoices

Al v #

Printable View
0947 O #n- =E-|C €Y

1 item - Sorted by Past Amount Due - Filtered by All provider invoices - Updated a few seconds ago

Provid... v | Account ~ | County | CustomerN.. /| CurrentAmou.. ~ P..t\ TotalAm.. v | Invoice... | ProgramTy... \ | PaymentType

1 Wake Utilities Burke Jessica Lewis $100.00 $100.00 5/9/2022 ap Reqular -

7. Click on the invoice record to view the following information:

a. Provider Invoice: The unique record of the payment made to the utility provider
on behalf of an individual.

b. Account: The Utility provider who is servicing the resident’s utilities.

c. Current Amount Due: Amount of money currently due for the resident’s utility
usage.

d. Pledge Payments: A hyperlink to the pledge payment record that is associated to
this invoice record.

Note: Residents apply for assistance on a per-bill basis, meaning that each
pledge payment should have only ONE invoice associated to it.

e. Customer Name: Name of the resident who receives energy assistance.

f. Account Number: The unique identifier of the North Carolina resident’s utility
assistance account.

g. Service Address: The home address where the resident receives energy
assistance.

h. Service City: The city where the resident receives energy assistance.

i. Service State: The state where the resident receives energy assistance (North
Carolina).

j. Service Zip Code: The zip code where the resident receives energy assistance.
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k. Program Type: The program (e.g. Crisis Intervention Program (CIP), Low Income
Household Water Assistance Program (LIHWAP), etc) from where the funds are
being drawn for the payment.

|.  Payment Type: The category of payment being made.
i. Regular: A standard Pledge Payment.

ii.  Underpayment: Additional funds paid to the provider to cover the
difference between pledged amount and invoiced amount.

iii.  Overpayment: A return of funds to the county to cover the difference
between pledged amount and invoiced amount.

iv.  Supplement: Additional disbursement of funds from remaining program

]
. *x- @ ? &
HH Energy Provider Por... Home  Accounts Provider Contracts “  Pledge Payments Provider Invoices »  Reports »  Dashboards
Provider Invoice
Wake Utilities

Account Number Customer Name Total Amount Dug
A124479 Jessica Lewis $100.00

Details

Provider Invoice PI-0947 Service Address 123 main

Account Wake Utilities Service City Raleigh

Current Amount §100.00 Service Zip Code 12345

Due

Pledge Payments PP-7648

Customer Name Jessica Lewis

Account Number A12447%

Service State NC

Invoice Date 5/9/2022

Program Type P

Payment Type Regular

Created By #9 Lacey Crews. 5/9/2022, 4:20 PM Last Modified By 9 Lacey Crews. 5/9/2022, 4:20 PM

9. Reports

To view and analyze large amounts of data at once, you will have access to the REPORTS tab.
From the Reports tab, you can see pre-built lists of data displayed in rows and columns, which
can be filtered, sorted, or exported into Microsoft Excel files. You can access reports at any

time.

1. Login to the Energy Provider Portal using your NCID, which will land you on the

HOME TAB.
2. Select the REPORTS tab from the navigation bar.
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3. Click on ALL FOLDERS from the filter on the left side of the screen.
4. Select ENERGY PORTAL REPORTS.

. Q *"’)‘-?::

Energy Provider Por... Home  Accounts »  Provider Contracts ~  Pledge Payments ~  Provider Invoices |Rp,mm v | Dashboards

Reports
All Folders Q Search all folder New Report | New Report (Salesforce Classic) | it +
1 item
REPORTS Name ~ | Created By ~  Created On ~  Last Modified By “ | Last Modified Date v
Recent Ml Energy Portal Reports NCFast WCFast 2/4/2022, 849 AM NCFast NCFast 2/4/2022, 8:49 AM v

Created by Me
Private Reports
Public Reports
All Reports

FOLDERS
Created by Me

Shared with Me

5. Click on the report you wish to view.

K3 a oo 2 Al

Energy Provider Por... Home  Accounts ~  Provider Contracts v  Pledge Payments ~  Provider Invoices

v Reports v  Dashboards
Reports
All Folders X Energy Portal Reports Q_ search all foldk NewReport | New Report (Salesforce Class v @
} items
REPORT Name v Description v | Folder v | Created By v Created On v | Subscribed
. Energy Integration Err
Recent Energy Intege Energy Portal Reports Chad Armstrong 5/25/2022, 1211 PM v
Created by Me r Report Energy Portal Report Chad Armstrong 5/25/2022, 12:11 PM v
Priva y r
tivate Reports o et i Energy Portal Reports Chad Armstrong 5/25/2022, 1211 PM v
Report - Con

Public Reports
All Reports
FOLDERS
All Folders

Created by Me

Shared with Me

6. View the report as a chart by selecting the CHART icon.
7. Filter the report by clicking on the FILTER icon.

8. Export the report to a Microsoft Excel (.xlsx) file by selecting the drop-down arrow
and clicking EXPORT.
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.
L . @26 a (S
133 Energy Provider Por..  Home Accounts »  ProviderContracts »  Pledge Payments ~  Provider Invoices ~  Reports ~  Dashboards v
Report: Accounts with Provider Invoices and Pledge Payments a S I I
f E -
Accounts w/ Pledged Payments & Invoices =
Edit [Selesforee Classic)
Total Records  Tatal Pledge Payments: Pledged Total Total Amaunt Dus
17 $4,200.00 $11,436.00 fave as
Save
subscribe
Sum of Pledge Payments Pladged Export
100 ¥ " e 1 1 A Delete

Cam Test Account

biots @D Geand 1o @D

* | Pledge Payments: Pledged Payments *  Pledge Payments: Application Date *  Pledge Payments: Pledged Amount *  Provider Invoice: Provider Involce |~  Total Amount Due ~

§
$80
10/11/2021 $3
10/11/2021 1 $30¢
10/11/2021 $ $30¢
10/11/2 53 $4C
10/11, 53 1 35,
Subiocal o ez

10. Dashboards

If you would like to see a visual representation of multiple reports, you can create a custom
dashboard by navigating to the DASHBOARDS tab. When viewing a dashboard, you will see
multiple tiles showing a visual representation of data all on one screen, allowing you to quickly
absorb information and context at a glance.

1. Login to the Energy Provider Portal using your NCID, which will land you on the
HOME TAB.

2. Select the DASHBOARDS tab from the navigation bar.
3. Select ALL DASHBOARDS from the filter on the left side of the screen.
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b
o * 2
33 Energy Provider Por... Home Accounts v  Provider Contracts v  Pledge Payments v ProviderInvoices v  Reports v | Dashboards |
Dashboards
All Dashboards Q il o i New Dash New Folde @
10 items
ASHBOARDS Dashboard Name Description v v Created By v Subscribed
fecent e .
Created by Me Agent Supervisor Overviey NCFast NCF ¥
Private Dashboards rack FYTD revenue, Clow
Private Dashboard Executive Sponsor: Key M Track FYTD revenue, opportu I O 00021 31 M .
nity trends, and top accounts.
All Dashboards
Key Per Ind o NCF NCF 20/2021, 3:21 PM v
FOLDERS against your company goals.
All Folders Marketing Dashboard NCFast NCF 7/20/2 21 PM v
Created by Me <
les Mal Dask Best Practices Sales Dashboard L MNCFast NCF 20/2021, 3:21 PM -
Shared with Me
's performance a
les M - Key M and progress toward revenue o NCFast NCF 7/20/2021, 321 PM v
RITE goals
Al Favorite: Trax
los Py . . b Clou NCFast NCFa 20/2021, 3:21 PM v
need attention.
X Dashi 1 NCFast NCFast v
KPI Dashhx 1 NCFast NCFast v

4. Search for and click on the dashboard you would like to view.
5. Click the REFRESH button.

6. To view the details of a specific report, select the VIEW REPORT link at the bottom
of the tile.

‘ a x|~

Dashboards v

:: Energy Provider Por... Home Accounts v  Provider Contracts v  Pledge Payments “  Provider Invoices v  Reports v

[0) Dashboard
Adoption Dashboard
Last refreshed 12 days ago. Refresh this dashboard to see the latest data.

f Oct 19, 2021, 501 PM Viewing as NCFast NCFast

Users Logged In # Completed Activities Information Added to Salesforce

Last 7 Days Last 30 Days #of Accounts

11. Resolving Errors

There are some instances in which integration errors occur between the Energy Provider Portal

and NC FAST when making edits to a provider’s account.

1. Anytime an integration sync is successful, users will see a pop-up window letting

them know that the data was sent to NC FAST.
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2.

The right rail will also indicate the most recent date and time of the integration with
NC FAST, as well as whether or not it was successful.

Home  Accounts v  Provider Contracts ~  Pledge

£33 Energy Provider Po...

@ NCFAST Integration Success

This data has been succesfully sent to NCFAST

m hccount
Chad Smoke Test Water2 =

NCFAST API Reporter

Related  Details

ast Sent
Chad Smoke Test Water2 Chad Armstrong 5{11/2022, 01:09 PM COT

42212022 test-abc@dhhs.nc.gov Lst Status o
SUCCESS
Baite https:j/goo hrerre—
Water | Wastewster Vendor P e (817) 915-2794 s NFEPODOO
123456798
89350701
redell

3.

If the integration is not successful, the pop-up window will inform users of the
failure.

Home Accounts v Provider Contracts v Plesad

2 Energy Provider Po...

@ NCFAST Integrati
DHHSEAS9939 - An

Aeeount
Chad

i
Smoke Test Water2 =

Details NCFAST API Reporter

Related

Losts
Chad Smoke Test Water2 /112022, 12:57 M COT

%

42212022
et NAL_ERROR - An internal ES8 error has occoured

Envoliment End Date .

ESE_INTERNAL_ERROR

(817) 915-2793

Catogary Wiates | Wastewater Vendar

123456798

89350701
Iredell

4.

If the transaction that failed was an enrollment of an account, the account in
qguestion will revert to SUBMITTED status. Any other value that was changed will be
automatically reverted back to its original value.

To review the history of any account field that has been changed, navigate to the
ACCOUNT HISTORY section all the way down the screen on the RELATED tab of the
account record.
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Primary Category

Provider Contract

PC-0454

Water / Wastewater Vendor

Related Details

Provider Contracts (1)

Account

Chad Smoke Test Water2 =
Provider Status
Enrolled

Vendor Agreement Type

Water/Waste Water Service ..

Date

5/11/2022, 2:09 PM

I B Account History (6+) I

Field

Phone

User

Chad Armstrong

Contract Status

Active

Start Date

6/1/2120

Original Value

8179152793

6. The ACCOUNT HISTORY will show a log of the date and time of any change to an
account field, who changed the field, and what it was changed from and to. This will
be useful in instances where a provider is attempting to track an error or verify an

update.

»

Energy Provider Por...

Home

Accounts v

Provider Contracts

Provider Invoices

fa2sa@®

Dashboards

Accounts > Chad Smoke Test Water2
Account History

50+ items » Sorted by Date » Updated a few seconds ago b ey
I Date ~ | Field v | User “ | Original Value New Value v I
1 5/11/2022, 2:08 PM Phone Chad 8179152793 8179152794
2 5/11/2022, 2:03 PM Phone Chad 8179152794 8179152793
3 5/11/2022, 2:01 PM Phone Chad 8179152793 8179152794
4 5/11/2022, 2:01 PM Phone Chad 8179152794 8179152793
5 5/11/2022, 2:00 PM Phone Chad 8179152795 8179152794
& 5/11/2022, 2:00 PM Phone Chad 8179152794 8179152795
7 5/11/2022, 1:58 PM Phone Chad 8179152793 8179152794
2 5/11/2022, 1:57 PM Phone Chad 8179152794 8179152793

12. Additional Resources & Help

For more information on how to use the Energy Provider Portal, please review the posted

training materials within the Energy Provider Portal.

If you need additional help, please contact the NC FAST PROVIDER SUPPORT CENTER at 919-

813-5460 Monday through Friday between 8:00 am ET and 6:00 pm ET.

Page 33 of 34



{3 NCrAST

North Carolina Familles Accessing
Services through Technology

Change Log
Date of Change Major Changes Made
12/10/2021 e Update to process of creating multiple accounts for the same
organization and linking multiple accounts to one NCID login
6/17/2022 e Added new Primary Categories (Heating/Cooling and LTNC

Heating/Cooling) as well as Fuel Type field

e Enabled providers to update their own SSN/FEIN and County in
certain circumstances

e Added validations prevent duplicate accounts

e Added Non-Federal CIP Fund field

e Added new fields to Pledge Payment records to indicate payment
type, program, and status

e Autoclose accounts if the Provider Status is Open for 12 months, or
if the Provider Contract is expired for 12 months

o Added Activate Multiple Contracts & Enroll Multiple Accounts
section

e Added Resolving Errors section
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