ServTraq Vacant Multi-Unit Entry Guide

Background:
Multi-Unit Vacant dwellings require a sp ecial set of field entries to be accepted in the CSD Bucket (Wx

Database). Follow the steps outlined below to create a Weath erization Job for a vacant multi-unit
dwelling.

Note: LIWP Multi-Units are defined as 5 or more units.

1. If the Dwelling Address does notexist in ServTraq, create a Dwelling ID first. Enter the
required fields and set the Tenancy o Vacant.
a. If aDwelling ID already exists for the Dwelling Address, open the Dwelling ID page,
update the information necessary, change the tenancy type to Vacant, and add anew
job if necessary.

A Edit Crwvelling
0 Mew Dwelling/Job

WSAG Signed Date®: X1L2016 -
Job Type®: INITIAL WEATHERIZATION -

MU Infe: || - -

Tenaney™: VACANT -

Fermit Info: ¥

2. Link the Job to a customer and elig ibility record. Since it is a vacantunit, create a “Vacant
Vacant” customer record.

. Edit Jab
0] JoblD - 36357, 35 XX ST, AROMAS, 95076

Cuptomer:  VACANT VACANT -

Exizkng Ehgdaldty Aecords -

e apphcation [0 POS Address  FOS ity POS Dip Code  County Mame | Certification Dute

Azsessment Date

Dwelling Yeur Bt

HLD Punded?
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3. Create anew Eligibility Record and click Saveand Close.

E Save i E Save and Close i @ Exit

@ Add Eligibility Record
L VACANT VACANT, New Eligibility Record

Customer: VACANT VACANT

Intake: |3/11/2016 ~ | | 3/11/2016 ¥ | EMNGLISH -

Intake Date Certification Date Language

Energy Cost*: $1.00

Ar A

Monthly Income*: $0.00

Energy Burden:

4. Click theLink button to linkthejob to the Existing Eligibility Record.

H save B Save and Close S Ext & Delete O Refresh Lé Unk 3 0 Jobeheat Detads a
= Sections
— /N Editiob
i=] Assessment Items 8 JoblID - 36357, 35 XX ST, AROMAS, 95076
W Job Details
f(‘ Measures
Link €1 t
R Validaton Summary ' . v
& Rejectons Customer: VACANT VACANT .
I Notes Existing Eligibility Records: 115035 -

5.Inputal into the occupant field and thebucketreportwill set income to 0 and householdsize
to 0 because of the vacant status.

6. 1f you receive a “SSN mustbe set to 9’s” validation message, e-mail us to the supportdesk at
Support@Serv Trag.com so we can make the ad justments necessary.

\\FER GANA\ServTraq\Solutions\FAQs\Vacant_Multi-unit Dwelling Final 10 20 06.docx


mailto:Support@ServTraq.com

