
How generate PY2021 Wood Purchase Order 

Once an application has been certified, the PO button will populate next to the Wood Vendor. 

 Click on the PO Button.  In a separate browser tab, the wood purchase order will populate.

To Save the Wood Purchase Order. 

 Click the “Save Disk” icon and choose PDF.  This will open another browser tab. Once saved
print 3 copies of the Wood PO for file, applicant and Wood Vendor.
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How to Enter Wood Delivery Payment Information 

Once the Vendor has delivered the wood and submitted a signed HEAP Wood Purchase Order and the 
CAA has reviewed and approved it, the delivery information must be entered in HEAP Cloud for the 
Vendor to be paid. 

Open the appropriate client application and go to the Benefits tab. 

Click on the grey expansion arrow to view the HEAP Qualified Allocation on the benefits tab. 

If the amount of the HEAP to be paid is the same as what was originally listed on the Wood PO. 

 Next to the HEAP Wood Vendor, scroll to the right and click in the “Service Date” field. Enter
the date of when the wood was delivered.

 Tab over to the “Agency Approval Date” field. Enter the date the CAA is entering the HEAP
Wood Delivery Record into HEAP Cloud.

 Click Save.

 See instructions below for uploading Wood Vendor’s HEAP Delivery submission.
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If the amount to be paid is found to be less than the Wood PO (example: Wood Vendor delivered 
partial delivery) following these steps: 

 Next to the HEAP Wood Vendor, click in the “Quantity” and adjust the total of what the amount
of cords the vendor delivered.

 Tab to the “Service Date” field. Enter the date of when the wood was delivered.

 Tab over to the “Agency Approval Date” field. Enter the date the CAA is entering the HEAP
Wood Delivery Record into HEAP Cloud.

 Click Save.

 Enter a comment in the comment section of the application. In the event there was a specific issue
with the Vendor not able to deliver entire amount.

 See how to Upload Vendor’s Wood PO Delivery submission below.  Make sure documentation is
saved with Name of client and delivery date.
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How To Upload The HEAP Wood Delivery Records 

To upload the HEAP Wood Vendor PO Submission records click on the white box next to the ECIP 
Vendor. 

Click the “Upload Document” button. 

Click “Select File” and choose the appropriate delivery records submitted for that ECIP. 
Click “Upload”.  
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Scroll over to verify the document uploaded correctly under the “Attached File” Field by clicking on the 
file link.  
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How to rescind a Wood PO and create a new Purchase Order 

 Click the white box next to the vendor that is not able to fulfill the HEAP Wood Delivery,

 Add a comment explaining why the HEAP Wood PO was rescinded.

 Click “Rescind PO”.

To verify that the HEAP Wood Purchase Order has been rescinded: 

 Scroll over until the Fields Rescinded, Rescinded Date and Rescinded By are seen.
The “Rescinded” field should have a blue check,
The “Rescinded Date” should have generated
The “Rescinded by” should have the user who rescinded the Wood PO.
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To add a new vendor that will remedy the ECIP. 

Click on the Application Info tab. 

Click the “Change” Button to put the application in “Change Mode”. 

Click “New” in the Vendor and Consumption section to add Wood Vendor to the Fuel Vendor section. 

Add Vendor and account information that will remedy the ECIP.  

Choose DHLC based on what the original Vendor had. 

Add New Energy Status. 

Click Save. 

Make note of the cost per cord for the new Wood Vendor.   
Click “Confirm Changes” to generate a new Vendor row under the HEAP Allocation. (On the benefits 
Tab.) 
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Go to the Benefits Tab. 

On the HEAP2021 - Vendor Line that is to receive the HEAP Wood PO: 

 Click in the “Quantity” Enter the amount of cords (use 4 decimal places).  To get this figure, take
the total HEAP Benefit amount and divide by the Unit cost.  Example: $775.00/$275.00 = 2.8182

 Click in “Unit Cost” and enter the amount per cord that is listed on the Vendor Consumption tab
for the new wood vendor.  Example $275.00

 Tab over and click in “Comments”. Type in any information/instructions to the Wood Vendor if
applicable.

 Click Save.
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Click the “PO Button to generate the new HEAP Wood PO. The Wood PO will populate on a different 
window tab. 
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 Click the “Save Disk” icon and choose PDF.  This will open another browser tab. Once saved
print 3 copies of the Wood PO for file, applicant and Wood Vendor.
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