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Reporting Process

1. Lock Job Records

– Mark completed Jobs as “Reported”

2. Generate ServTraq Reports for EARS Reporting

– CSD Monthly Report

– Jobsheet Line Details Summary Report

3. Review and Revise the Reports

– Send to Finance for Approval

■ If changes are needed, Unreport the Jobs, make edits and restart the reporting process.

4. Do the EARS reporting if no DPA changes are needed

5. Send the Bucket Transfer if no DPA changes are needed
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Part 1: Report to the CSD Bucket
(Wx Database) & EARS
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Step 1: Mark Jobs as Reported
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Weatherization>Weatherization Admin>Job Reporting

Select the Jobs you would like to report and click “Mark Reported” to generate the 

CSD Monthly (EARS) Report data.   



Step 2: Review & Revise Monthly Reports 

CSD Monthly (EARS) Report
Reports>Weatherization Reports>CSD Monthly Report

Jobsheet Line Details Summary
Reports>Weatherization Reports>Jobsheet Line Details Summary
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Step 3: Report to EARS from Monthly Report
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Complete your EARS entries exactly as displayed in your CSD Monthly Report. 



Step 4: Transfer to Bucket
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Send the information to the Bucket (Wx Database) if no DPA changes are needed. 

Bucket Monthly Report submissions should only occur once a month to minimize 

discrepancy risk.

Weatherization>Weatherization Admin>Job Reporting>Wx Bucket Transfer



Part 2: Check for Wx Job Record Status 
using the CSD Status Update in ServTraq
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Step 1: Check for Bucket Submission Email
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The Bucket submission e-mail from CSD only means the transfer was received. Use the 

CSD Status Update in ServTraq to obtain Job Record Status on “Rejected/Failed” jobs. 



Step 2: Check for Job Record Status

Open the CSD Bucket Data Transfer History page

– Job records that do not pass the Bucket validations will have a current status of “Failed” 

Update: Functionality has been implemented to automatically retrieve results

– You can still click Check CSD for Status Updates to manually retrieve results

10Weatherization>CSD Bucket Reporting> CSD Bucket Data Transfer History>Check for Status Updates 



Step 3: Job Record Rejection Reason(s)
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Weatherization>CSD Bucket Reporting> CSD Bucket Rejected Records

The ServTraq CSD Bucket Rejected Records tab will show you the Rejection Reason(s) 

associated to a job record.  



Part 3: How to Correct “Rejected/Failed” Job 
Records
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Correct Rejected/Failed Job Records

Procedure:

1. Un-Report the rejected job(s)

2. Make Job Data Updates

3. Clear the Rejection(s)

 Job status will be CORRECTED

4. Report the Jobs

 Report the Job in the SAME Reporting Period as initially submitted

5. Send the Wx Bucket Transfer

 From within Job Reporting Screen

6. Possible EARS Adjustment If DPA totals changed

13



Step 1: Un-report the Job(s)

Select the Reported Date, then select the rejected job(s), and click Unreport Selected
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Weatherization>Weatherization Admin>Unreport Jobs>Unreport Selected



Step 2: Make Job Data Updates

Open the Job ID and update the data that needs to be changed.
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Audit/Change History
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Step 3: Clear the Rejection(s)
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Scroll down to the Rejections section and clear all the rejection reason(s)

• Click the Eraser Icon

• Clear Date will automatically be added

• Bucket Job Status will automatically update to CORRECTED 

3/4/2016

3/4/2016 3/5/2016

3/5/2016



Step 4: Report the Jobs
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Go back to Job Reporting Screen and report the corrected Jobs in the same reporting period as 

initially submitted to the Bucket (Wx Database).

• Set the Reported Date to the original reported date

• Select Jobs and click Mark Reported

• Click Wx Bucket Transfer

3/15/2016

3/4/2016

3/4/2016

3/4/2016

3/4/2016



Step 5: Possible EARS Adjustment

Submit an EARS Adjustment only if the Direct Program Activity (DPA) totals changed. 

■ The EARS reporting period must be the same as it was when the job was originally submitted.

19



Error Code: JL

The job record cannot replace an approved job with same agency code + job control code 

unless the job record has a recordset status code of PPA.
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■ A previously approved job was submitted to the Bucket without the PPA code. 

■ Submit the job via the PPA process if updates to the Job need to be made. 

PPAPPAPPA



Error Code: JM

The dwelling control code must be unique for an agency if the job record has a recordset

status code of WX or ASSO…
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■ There’s already an Assessment and Diagnostics Only Job associated to this dwelling in the Bucket. 

– Change the Job Type to Initial Weatherization. 

■ There’s already an Initial Weatherization Job associated to this dwelling in the Bucket.

– Change the Job Type to Reweatherization. 



Error Code: MZ

The EARS reporting period cannot be for a previously approved period. Contract and 

subprogram combination already has jobs approved for EARS reporting period.
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■ You submitted a new Job to the Bucket under an “approved” (closed) period. 

■ Clear the rejection and resubmit job under a new/open report period. 



Error Code: DV 
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The Census Tract is only required on TRP and LIWP/SLWP jobs. If the 

job does not use one of these funding sources, REMOVE the Census 

Tract and resubmit the job. 

If it is a LIWP/SLWP or TRP Job:

1. Make sure the Formatted Address is correct 

2. Click the magnifying glass again to refresh

3. Check 3rd party website:

https://geomap.ffiec.gov/FFIECGeocMap/GeocodeMap1.aspx

If the census tract provided by the Geomap is the same as the number ServTraq provided, 

you'll need to contact John Ginn at CSD <John.Ginn@CSD.CA.GOV>. 

If the Census Tract provided by the Geomap match the number CSD is requesting, you'll 

need to manually make the edit in ServTraq.

The Census Tract Number obtained from the US Census does 

not match the number submitted

https://geomap.ffiec.gov/FFIECGeocMap/GeocodeMap1.aspx


Error Code: JN

The POS address used on this job does not match previous job records submitted using 

the same dwelling control code….
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■ You submitted a Job with changes made 

to the POS address previously submitted. 

■ If the record has been “approved” you’ll 

need to revert to the initial address 

submitted.



Error Code: JP/JQ

The Job Record cannot replace an existing job in PARTIAL (partially approved) status 

with same Job Control Code unless the two jobs have matching measure sets for the 

APPROVED programs in the existing job. The number of reported measures differs from 

the measures of the existing job's APPROVED program.

25

■ You submitted changes on a Partially Approved Job (Leveraged Job). 

– You cannot submit changes on the Approved Program (ie. LHWX) unless the 

“Other” program (i.e. LIWP)  has also been approved.

Program 1 Program 2 Change allowed?

Approved Approved Yes (PPA)

Pending Pending Yes (not a PPA)

Approved Pending Yes, Pending Program Only

Pending Approved Yes, Pending Program Only



Actions not Allowed in the Bucket

■ Report new jobs for a period/program that has already been approved by CSD 

■ Change the reported date on a job which has already been approved by CSD 

■ Submit a job which has already been approved by CSD - unless it is a PPA 

(Adjustment)
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Part 4: Prior Period Adjustments (PPA)
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Prior Period Adjustment (PPA)

A PPA applies to a job record reported in a prior reporting period where a measure cost changed 

after the records were reconciled with EARS and approved by CSD in the Bucket. An adjustment 

to EARS would also be required in order for the totals in the Bucket and in EARS to reconcile.  
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■ PPAs can only be submitted on APPROVED Jobs

■ A leverage job must have BOTH programs APPROVED before a PPA can be submitted

■ Do not try to submit a PPA to switch measures from LIHEAP to LIWP if one or the other is “Pending”.



PPA Process

1. Update: Check the CSD Bucket EARS Reconciliation Activity in ServTraq to confirm the 

reports have been “Approved” in the Bucket and EARS 

2. Un-report the job(s) in ServTraq

3. Make adjustment(s) to Measure Costs

4. Re-report the job(s) in the same period as they were originally reported

5. Go to the CSD Bucket Prior Period Adjustments screen in ServTraq

 Select the job(s) adjusted and Send Wx Data Transfer 

6. Submit EARS Adjustment if DPA totals changed
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Step 1: Confirm Program Status
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Weatherization> CSD Bucket Reporting> CSD Bucket EARS Reconciliation Activity> Click Check CSD for Status Updates

Check the CSD Bucket EARS Reconciliation Activity in ServTraq to confirm the reports have been “Approved” in the Bucket and EARS

If you submitted data for a report period and it’s not on the list, this could mean that the report has not yet been reconciled or failed 

reconciliation. In which case you’ll need to request detailed information on the program report status from CSD. 

You can contact John Ginn at John.Ginn@CSD.CA.GOV.

mailto:John.Ginn@CSD.CA.GOV


Step 2: Un-report the Jobs

S e l e c t  t h e  R e p o r t e d  D a t e ,  s e l e c t  t h e  j o b ( s ) ,  a n d  c l i c k  U n - r e p o r t  S e l e c t e d
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Weatherization>Weatherization Admin>Unreport Jobs>Unreport Selected



Step 3: Make Job Measure Data Updates

Open the Job ID and correct the data that needs to be fixed.
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Step 4: Report the Job(s)
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Go back to Job Reporting Screen and report the corrected Jobs in the same reporting period as 

initially submitted to the Bucket (Wx Database).

• Set the Reported Date to the original reported date

• Select Jobs and click Mark Reported

• IMPORTANT: DO NOT click Wx Bucket Transfer here

2/15/2016

2/22/2016

2/22/2016

2/22/2016

2/22/2016



Step 5: Submit PPA Job Records
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Open the CSD Bucket Prior Period Adjustment Screen, select the job records 

adjusted and click Wx Bucket Transfer.

Weatherization>CSD Bucket Reporting>CSD Bucket Prior Period Adjustment



PPA Approval Check
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Prior Period Adjustments (PPA) can only be submitted on Approved jobs. ServTraq will not allow you to submit jobs as 

PPAs that are not in one of those statuses to help prevent Bucket Rejections.



Step 6: Possible EARS Adjustment

Submit an EARS Adjustment only if the Direct Program Activities (DPA) totals changed. 

■ The EARS reporting period must be the same as it was when the job was originally submitted
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Part 5:
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■ Support@ServTraq.com

■ 831.761.1747
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ServTraq Support

If you need assistance clearing rejected records, please submit a ticket and be as detailed as 

possible.


