
 
How to Issue Benefits for a Secondary Fuel Type  

 
 
 
In order to issue a Household’s Benefit for a Fuel Type other than that of their Primary Heating System, follow the 
instructions outlined in the document “How to Take an Application in HEAP Cloud” and use the following two 
adjustments.  

 Add “Bypass For Non-Primary Heating System – Fuel Type” as the Vendor for the Primary Heating System 

 Update the Fuel Vendor to which the Benefit(s) will be issued (for each eligible allocation) 
 
 
 
Add “Bypass For Non-Primary Heating System – Fuel Type” as the Vendor for the Primary Heating 
System. This will insure that there is a Vendor listed on the application that matches the Primary Fuel Type and 
that an incorrect Vendor is not paid.  
 
Be sure to also add the Vendor to which the Benefit will be issued for the non-Primary Fuel Type. 
 

 
 
 
Once the application has been ‘Qualified’, the Benefit will be listed as being issued to the Vendor for the Primary 
Fuel Type (Bypass for Non-Primary Heating System – Oil).  
 

Primary Fuel 
Type and Bypass 
Fuel Type match 

Vendor for Secondary Fuel Type 
to which Benefit will be issued 
 



Update the Fuel Vendor to which the Benefit(s) will be issued (for each eligible allocation).  
 
Double click on the ‘Bypass for Non-Primary Heating System – Fuel Type’.  
 

 
 
A Vendor Selection pop up box will open.  
 
Change the ‘Amount’ field to $0.00.  
 

 
 
 
 
 
 
 
 
 
 
 

Double 
click here. 

Change this 
field to $0.00. 



Click ‘Save’. (If Save is still greyed out, tab or click inside the Comment Box to activate the Save feature.) 
 

 
 
 
The Vendor Selection pop up box will close.  The Amount, Benefit Quantity and Benefit Balance will now be zero. 
 

 
 
 
 
 
 

These three fields/amounts will 
now be zero. 



 
Double click on the ‘Bypass for Non-Primary Heating System – Fuel Type’ again.  
 
The Vendor Selection pop up box will open.  
 
In the ‘Pay to Fuel Vendor’ dropdown, select the Vendor to which the Benefit will be issued. 
 

 
 
Enter the Benefit amount in the ‘Amount’ field. (The benefit Quantity will auto populate.) 
 
Click ‘Save’. (If Save is still greyed out, tab or click inside the Comment Box to activate the Save feature.) 
 
 

 
 
 
 
 

Update this field to 
the Vendor listed for 
the non-Primary 
Heating System/Fuel 
Type. 

This field will 
auto populate. 

Enter the Benefit 
Amount here.  



The Vendor Selection pop up box will close.  The Fuel Vendor displayed will now be for the non-Primary Fuel 
Type and the Benefit amount will be listed.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Fuel Vendor selected 
will be listed here. 

The Benefit Amount 
will be listed here.  


