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Part 1: Report to the Bucket (Wx
Database) & EARS
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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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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&3: 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 4: Report to EARS from Monthly Report
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Complete your EARS entries exactly as displayed in your CSD Monthly Report. 



Step 5: 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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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. 



Check for Job Record Status

Open the CSD Bucket Data Transfer History page and click Check CSD for Status Updates.
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Weatherization>CSD Bucket Reporting> CSD Bucket Data Transfer History>Check for Status Updates 



Rejected/Failed Job Record Status 

11

Job records that do not pass the Bucket validations will have a current status of “Failed”. 
Note: The CSD Web Service is incomplete and only Rejected/Failed statuses are received. 

03/10/16 3:04:08 PM

3/10/2016 3:09:11 AM

3/10/2016 3:09:16 AM

03/10/16 3:04:08 PM



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.  

Note: Job Records will not appear in this screen unless you check for CSD Status Updates. 



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
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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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Step 3: Clear the Rejection(s)
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Scroll down to the Rejections section and clear the rejection reason(s) after updating the job data.

• Click the Eraser Icon

• Clear Date will automatically be added

• Bucket Job Status will automatically update to CORRECTED 

3/4/2016

3/4/2016



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.
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Part 4: Prior Period Adjustments (PPA)
What We Know…
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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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P PA

You did not bill a measure or associated 

cost accurately on a previous (approved)

period report

N o t  a  P PA

Customer declined a refrigerator 

and now changed their mind.



PPA Process

1. Confirm with CSD help desk that 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 Status with CSD

CSD has not been “approving” LIHEAP report submissions (Bucket & EARS) but expects PPAs to be 

submitted for all programs. 

Before you submit a Prior Period Adjustment (PPA) confirm report approval with CSD. 

23

You will get a rejection if you submit a PPA for a job that has a status of “Pending” in the Bucket.



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



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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PPA Rejection Reason

Possible Reasons:

■ The Reported Date was changed locally. Open the Job and click the Audit/Change History. This will show 

you if the Reported Date was changed. If it was, you'll need to un-report the job, report it in the correct 

period, and transfer it again.

■ CSD did not APPROVE the job.
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Clear PPA Rejection Reason

Clearing Process:

■ Determine if the record is an actual Prior Period Adjustment

■ If it is, verify the report has been “Approved” in the Bucket & EARS

■ Un-report the Job in ServTraq

■ Clear the Rejection

– Make any Measure Cost adjustments if necessary

■ Re-Report the Job under the initial report period submitted

■ Send the Job Record to the Bucket via the ServTraq PPA screen

■ Wait for CSD Bucket Submission Confirmation E-mail

■ Check for CSD Job Status Updates
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Scenarios
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Scenario 1: Corrections on Pending Jobs

You reported to the Bucket for the current report period 

and realized afterwards a job needed a measure 

adjustment. The job is still “Pending” in the Bucket. 
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 This is not a PPA because it’s a correction on a current 

report period not yet approved. To submit a corrected 

record, follow the Rejection process outlined in this 

presentation. 



Scenario 2: Reported Job, Unfinished Work

You reported a job in January. The following month you realized 

there were measures not installed/performed and you want to go 

back and finish the work.
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 Create a Reweatherization Job, the job will need to be reported 

under a new reported date because the work was done after the 

initial completed date. 



Scenario 3: LIWP Report Discrepancy
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I f t h e  p ro b l e m  i s  o n  t h e  B u c k e t  s i d e ,  fo l l o w  t h e  r e j e c t i o n  p ro c e s s  t o  

u p d a t e  t h e  J o b  M e a s u r e  D a t a  a n d  r e s u b m i t  fo r  C S D  r e c o n c i l i a t i o n .



Part 5:
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Q&A

■ Can you recall a Bucket (Wx Database) Transfer?

– Data Transfers cannot be undone.

■ What should I do if I have rejections from a past reporting period?

– Rejections from past reporting periods are not PPAs. To clear these rejections 

follow the rejection clearance process outlined in this presentation.

■ I reported a job during the incorrect report period. I want to move a job from one report 

period to another. 

– Contact CSD first. The job will need to be Deleted in the Bucket, and dealt as a 

rejection in ServTraq. 
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If you need help resolving a Rejected Record, please submit a ticket to our support desk with detailed information. 

We do not have access to your EARS reports.



■ Support@ServTraq.com

■ 831.761.1747
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ServTraq Support

mailto:Support@ServTraq.com

