
ERA Program “How-To” Guide 

1. Client Inquiry 

Client Completes their application online, and you access the application in empowOR. 

Applications for clients can be accessed on the MeCAP website.  This is how the process begins.  A client 

goes in and fills in basic demographic information, uploads documents (if they have them), and 

completes their application.  This is all done electronically with no action from us. 

When you log into EmpowOR, you will see your Home Dashboard: 

 

 

To see electronic applications: 

Choose the Client Inquiries menu at the top of the page. 

 

The only option to choose from that menu is “Import Client Inquiries.”  Choose this. 

Click the Blue “Search” button on the right side of the screen.  You can also search the location of 

“COVID”. 



 

Your screen will then look something like this:. 

 

These are default sorted by the most recent application.  Please note that you can filter this search and 

save your filter. 

A green envelope means they have sent their application and are ready to be processed by importing 

them. 

A plain envelope means the time has expired and it needs to be sent to them again. 

An envelope with a clock on it means that this applicant has inquired about the program and given us 

basic info but, failed to complete the full application. 

a. If you click on this envelope you will see a link to the application. You can copy this to a 

new email to send it to them again if you like. 

b. An application will stay in this state for seven days.  By that time, we should have 

contacted the applicant and added more time, etc. 

c. To add more time, after you’ve clicked on it, click the “Add Time” button. 

If the client does not complete their application, you can access their application link to resend to them 

or fill it out with them on the phone.  Visit the Client Inquiry-> import client inquiries tab.  See below.   



 

 

Import the completed application. 

Hit the green “Import” button next to that client’s green envelope to import them into empowOR. 

You should never attempt to import anything that is not a green envelope. 

If this member is already in our system, you will be asked if you want to add this enrollment to the 

existing participant or create a new participant.  Always leave this at the default unless you know it is a 

different applicant 

 

2. Pending Enrollment 

Review the imported information and pending enrollment. 

Once you click Submit at the bottom of that screen, the client is imported in EmpowOR and you will be 

taken to the Basic Info and Demographics Screens. 

 

 If you click on “Documents” at the bottom of this screen, you will see the application and any 

documents that the applicant may have uploaded in the application process. 

If you click “Enrollments and their Services”, you will see the pending enrollment.  The enrollment will 

remain pending until all eligibility documentation is received.  The pending enrollment also generates 



both an email to the tenant notifying them that you are reviewing their application and an email to the 

landlord requesting their agreement form with the form included.   

Leave the enrollment as pending UNLESS they are not eligible, then select “Applied Not Eligible” and 

make a case note as to why they are not eligible.  This will generate an email to the applicant informing 

them that they are not eligible with information on how to make an appeal if they believe this is a 

mistake. 

 

3. Add Services 

Add the service. 

Hit the green plus to add a Program Service.   

 

Enrollment service is always Service Delivery General 

Date of service is today  

Amount is very important.  This is the total that we are going to pay for them (this can be multiple 

months). Put the TOTAL amount from the application here. 

Type is dollars. 

People serviced is the number of people in the household. 

We are trying to set the follow-up for 60 days from today so that we can screen the applicant for 

additional months of eligibility at that time.  This prevents additional applications.  See more 

information on subsequent requests below.   

Then on the right, the COVID services gives a dropdown. 

i. Choose either arrearages or current rent or utilities.  If it is one month, put one unit.  If it is 

more than one month, you can put however many months it is. 

ii. Hit the green ADD button. 

iii. Then hit Save at the bottom 



 



Once you hit save, there are again more menu options at the top of the popup window.

 

 If you did any referrals, you can enter them here. 

 

4. Request Documentation  

You may have documentation from the application process, however, you may need to request 

documentation from the application.  If you need to collect documentation, please go to “Document 

Management”.   

To request documents, click on the “Select Document Types for Client Access” green button.  See below. 



 

 

Select what you are requesting and generate the URL: 

 



 

 

You may now send an email to the applicant with this URL asking them to upload their documents to 

this link.   

 

5. Add Supplemental Information (Income, Housing Info, Utility Info) 

As you get documentation (this may be right from the application import!) add information! 

 

a. Income Snapshot 

 

Always add a new “Snapshot” of the income even if there is an income in there.  If the household has no 

income, click the box “Household has no income” at the time you create the Snapshot. This tells us what 

the income is today versus in the past. 



 

 

 



 

 

Put the income amount under the head of the household and say that the source is “unknown” or enter 

the income source if you have it.  You will now get % of AMI to use for eligibility.   



 

 

b. Housing Information (if applying for rent) 

 
 

 
 



c. Utilities (if applying for utility)  

 

 

 

 

6. Approve for Payment 

Switch from “pending” enrollment to “enrolled”  

Once you have collected all the documentation, the client can now be enrolled rather than pending.  

Please revisit the enrollment tab and edit the enrollment by clicking on the paper and pencil icon.  See 

below.   



 

Switch the enrollment from pending to enrolled and save and close.  

 

 

Create a pending service expenditure 

Go into the service. 



 

Enter the amounts by vendor (there may be more than one vendor).  Include what is being paid on the 

description. 

 

Create a check status of “pending” and save.   



 

“Certifier” Reviews Pending Expenditures and Makes them “Approved for Payment”  

The certifier will go in and review the documentation for accuracy.   

The certifier will also add Outcomes!  This can be done in the service. 

 

After verifying everything, the certifier will change the check status in the service expenditure from 

“pending” to “Approved for Payment”.  This will trigger an email to the applicant and the LL that a 

payment will be coming.  It will also be ready for an export to your finance department for payment.   

DONE! 

 


