WHO003: System Overview - Grant
Recipient

Click here to watch

Department for » VHOO3:

Energy Security System Overview
& Net Zero Grant Recipient

Welcome to the system overview for Grant Recipients of the DESNZ Warm Homes
Reporting App. This guide will demonstrate the functionalities designed to help local
councils and housing associations manage their Funding Award.

1. Disclaimer

All the screenshots in this user guide are taken from the DESNZ training
environment. Since the system is still in development, there may be some
differences to the screens you see in the live environment, and the data used is
purely for demonstration purposes.


https://app.guidde.com/playbooks/v4vugm5nWFxBx2Lv9DHBU9
https://app.guidde.com/playbooks/v4vugm5nWFxBx2Lv9DHBU9
https://app.guidde.com/share/playbooks/v4vugm5nWFxBx2Lv9DHBU9

All the screenshots in this user guide are
taken from the DESNZ training
environment. Since the system is still in
development, there may be some

differences to the screens you see in the
live environment, and the data used is
purely for demonstration purposes.

2. Logging into & Navigating the Grant Recipient Portal

Department for

Energy Security
& Net Zero

Logging into & Navigating

the Grant Recipient Portal

3. Click "Sandbox : Welcome to DESNZ Warm Homes Grant Recipient
Portal”

To begin, you should have received an email from " DESNZ Warm Homes Grant
Recipient Portal", prompting you to select the link. This is where you will create a
password for your portal account.
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Click "Sandbox : Welcome to DESNZ Warm

Homes Grant Recipient Portal"

4. Click the link

Navigate to the next step by clicking on the link.
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5. Click "Change Password"

Create your password by entering it in and clicking on "Change Password.
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Click "Change Password"
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6. Logged in as...

Once logged in, you will land on the home page. You can see that "Salesforce Demo

User" of Allerdale Borough Council is logged in.
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7. Home Page

"Home" is the first tab in the navigation bar.

>
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8. Notice for Monthly Update Due

View important information on the home page, including when the next monthly
update is due...

Wele:
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9. Key Funding Award Details

Name of the Funding Award; and roll up summary fields - Total Grant Amount
Awarded and received-to-date; and Total Measures Installed.
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10. Overview of Home Page

Other key information resides on the home page, including data submitted upon
Application (which you can see in black); and Actuals data submitted within the
project (differentiated by blue font).
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11. The "Baselines" Tab

Next Up is "Baselines" in the navigation bar.
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12. Baselines Overview

Here, you will find a list of Active, Draft and Historic Baselines in a table, and once a
record is selected, you can see its contents displayed below the table. Please note
that Grant Recipients cannot make amendments to Baselines themselves. A change
request will need to be made, and once approved, a Delivery Partner will make the
changes in the back end.
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AL A Baseline W2 1 Apr 7125 i

No Baseline Selected

13. Click "Monthly Reporting"

Next, is Monthly Reporting
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14. Click "Monthly Updates"

Click on "Monthly Updates".
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15. Monthly Update

This is where you must submit your reporting by the 10th working day of the month.
Once a report is created it will remain in the "Open Updates" section and be editable
until the deadline. You can also view historical monthly updates in the table below,
named "Closed updates”. Click on a Funding Award Update record to see the full



details below: including RAG updates, phase confidence, and written narratives
around the plan for next month.
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16. Click "Monthly Actuals"

Next Up is "Monthly Actuals".
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17. Overview




Again, this is an area for Grant Recipients to create, and view historical data. Update
DEZNZ with, for example, how many homes have begun installation, versus treated
and completed, in that month.
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18. Click "Monthly Forecasts"

The last tab in Monthly Reporting is Monthly Forecasts.

Monthly Actuals
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ACT-H000R LD P ] Bareing W 1 Miw 2024 0 W 124

ACTIDCZE ALO-Bwnrd Baseline V2

LIPD-D000E LD a1 Raseing W3

UPO-00002 ALO-Fnpee-1-faseine V1
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19. Monthly Forecast Overview



Here, you can review any forecasts, created by Delivery Partners. We delve into
submitting monthly reports later on in this guide, simply forward to 3 minutes 30, or
navigate to the mini guide: WHOOQ7
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20. "Properties and Measures™" Overview

Now for the "Properties and Measures" Section. This is where you will input
addresses to have them matched by the Ordinance Survey Match and Cleanse
Service. Matched addresses will go on to be validated by Trustmark and have
measures associated. After which, you can then add total costs by measure. We
delve into how to do just that, later on in this guide, simply forward to 5 minutes 15,
or navigate to the mini guide: WHO09
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Warm Homes: Grant Recipient Portal Duma Uer

Amsrdain Horoagh Council

SHF3-Allerdale Borough

Properties with Measures Installed
0 of Ditemes - O ibems splected
Proparty Addnss . | Torial cont of all raRsun v

M iberm Ron o fap by

Check Details for chasen Proparty iocsed




21. "Payments" Overview

Click "Payments to view a list of payments either to be made or already made to you,
where you then have the ability to mark the payment as received. We delve into
marking payments as received later on in this guide, simply forward to 7 minutes
fifty-nine, or navigate to the mini guide: WH013

‘Welcoma, Salestone
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22. "Fraud & Risks" Overview

Click "Fraud and Risks" to raise new cases, and to view a list of historical cases,
related to fraud, error, risks and issues on the project We explore raising cases in the
portal later on in this guide, simply forward to 8 minutes 40, or navigate to the mini
guide: WHO15
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23. Click "Technical Support"

Click "Technical Support" to raise new cases, and to view a list of historical cases,
related to IT issues.

lick "Technical Support"
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24, Click "Logout"

Log out of the portal by clicking on "Logout."




Click "Logout”
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25. Submitting Monthly Reports

Let's delve into submitting Monthly Reports.

Department for
Energy Security
& Net Zero

Submitting Monthly Reports

26. Click "Create New Monthly Update™

After Clicking on Monthly Reporting, then Monthly Update, you have two options.
Either edit an existing report or create one from scratch. | will create a new one first
by clicking on "Create New Monthly Update".
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27. Create New Monthly Update

fill in details including RAG updates, phase confidence, and written narratives around
the plan for next month.
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28. Click "Go to Actuals"

Click "Go to Actuals"
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29. Select an Active Baseline

Click on an an active baseline
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30. Fill in Actuals

Fill in numbers that reflect what was actually achieved for the month.



" Achuals Hert Uste “Retyals krd Lte
1 M 2020 = 30 Mow 2008 =
« Finance Actuais

Totnl Grart Recered

E24,856

*Grant CapAal Spend @ "Cannt ARA Spend @

Co ‘undngm *Comibined ARk spend @

Cordunding Capiinl Sped O

Combined Capital Spendd @

w Homms Achisals

Tatal Fames 16 be Ireated (frorn Bessline) “Homes Validated (€P @
70,000

“Homss identifiad suitatde far iearcic O

“Mio, ot homes ready for inatalts fo At 0
“Himes startest installatiorss (KP1H @
Horrses it allirsssistions mmpleted @

“Hizme Campletes (7] ©

31. Actuals Validation Rule

There is a validation on this page, whereby the total number of homes to be treated
must not be exceeded by the homes KPI values below it.

Monthly Update: Actuals
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32. Forecast Page

You will then be shown the forecast data that exists for this month, which was filled
out by a Delivery Partner slash PSO.
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33. Navigate back to Monthly Updates

Navigate back to Monthly Updates
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34. Edit Monthly Updates Report

You will see the Monthly update you just created in the "Open Updates" section,
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No Update Record Selected

35. Click "edit update™

and can edit it up until the 10th working day, whereby it will automatically become
closed, and move to the "Closed Updates" table shown on screen. You will be taken
back through the same screens as before.

SHF3-Allerdale Borough Council-2024

January monthly update is due in 29 days, on the 15 January 2025 C l i c k "ed i t u p d a te”

Open Updates

Date af Upsate Dazeline Versian

& Decomber I0@4  ALD-Award Baseling W2 edn upoate

1T Decnrber 20246 N.D-'\M'le"!\'

w Closed Upidabey
Reagen mpred Upsie

& of & iterrs - O iberns selecied

Updatn Reference w  [Baseline Version w | Reparting Period Start Reporting Paiod Ead Status -
PUP-GO0aY ALD-Fhase-1-Baseline Vi 1 Sept 2024 30 Sept 2020 Closed
PUP-QO0O1 ALD Fhaso L Bacaling ¥ 1 0ct 2026 2100 202G Closad
PUP-OO12 A Awsrd Dirseive Y2 1 Dec 2024 1 Do 2024 Chised
FUP-0O01S ALD Avezrd Baseline V2 31 Dec 2026 1 Dec 2025 Closed

No Update Record Selected

36. Managing Properties, Measures & Measure Costs

Now, Let's delve into Managing Properties, Measures & Measure Costs



partment for
Energy Security
& Net Zero

Managing Properties, Measures &
Measure Costs

37. Click the "Properties & Measures" tab

Click the "Properties & Measures" tab

[

WH:LG-Nuneaton and Bedworth Brough Council-2024

Praperties with Measures [nstalled
O of O itere = O e selected

Proparty Addriss w | Tarbal cost of al mensures

38. "Properties with Measures Installed"

This is a brand new Funding Award with no properties, measures or costs
associated with it. That is why there are currently no records in the "Properties with
Measures Installed" table.



Warm Homes: Grant Recipient Portal

WH:LG-Nuneaton and Bedworth Borough Council-2024
w Propertias with Measures [nstalled

O of O itere = O e selected
Proparty Addres « | Tatal cost of sfl memures “

Ko iberms t display,

39. Click "Address Lookup"

To begin the process, click "Address Lookup".

1
k Grant Recipient Portal

[

Praperties with Measures [nstalled
O of O itere = O e selected

Praga iy Addrizss w | Tartal cost of afl Mt w

Mo iberms t display,

40. Fill here

This is where the system will validate the addresses you have with address data
from the Ordinance Survey. Please note that you can only submit up to 100
addresses at once, so you are advised to perform this process regularly, so that they
can be processed in small chunks.



Warm Homes: Grant Recipient Portal

WH:LG-Nuneaton and Bedworth Borough Council-2024

Address-Matching Tool

Pleade paste in o list of Up o 100 addresses, with each ane on its awn fine in the following format
Homa Marme ! Musnbarn, Streat Town (Clty Postoode

{

Paste up 10 1M} addresses, e2ch on 2 separate bre

Sibrrit Addreoss For OF Madching

41. Overview

Ensure that each component is separated by a comma, and each address sits on its
own line.

‘Welcema, Salesforce
Warm Homes: Grant Recipient Portal PR e

Dorough Councit

WH:LG-Nuneaton and Bedworth Borough Council-2024

Address-Matching Tool
Please paste in o list of up to 100 addresses, with each ans on its own ime in the following format
Home Marms [Nusmber, Streat Fown [City Postonde
" Paste up f0 1100 addresses, each on 2 sepanie ine
I

42. Click "Submit Addresses for OS Matching"

Submit the addresses for matching



WH:LG-Nuneaton and Bedworth Borough Council-2024

Address-Matching Tool

Pleade paste in o list of Up o 100 addresses, with each ane on its awn fine in the following format
Homa Marme ! Musnbarn, Streat Town (Clty Postoode

Paste up 10 10 addresses, sach
S Sijtn s Rasd, un

B Finewood Count, Munesmon, 0410 2FG

on 3 separabe bne
i, LV10 N

43. OS Matched Addresses

This page, headed "OS Matched Addresses" will show you your addresses that had
either a "good" or "exact" match with those in the Ordinance Survey.

Muneaton and Bedwantn
Borough Council

WH:LG-Nuneaton and Bedworth Borough Council-2024

05 Matched Addresses

The fodiowing cdresses have heen matched wih the Ordnance Survey Maton and Cleanse Sendoe ond e been autmadcaly pre-ssinced.
Piaata teswact any sadressas that o do nol Bensicer @ maich and Shodd e rejocied
Fat 3 itors - 3 itons salpcred
21 Addreia Ingrul v | DSl Addreis

w05 Mateh Basall
52 Cabinhlll Rosd, CWED SR

2, CAAINMILL ROSD, NUMESTON, /10 988 GO0
HEORD RISE, GALLEY T
50 Griord Rise, Golley Commor, EY10 958 :;UI- DR RISE. GALLEY COMBON, NUREATON, Cy10

%1 2 Swinmerion Heritage, Nuneaton CW10 DAF

2, SWINNERTON HERITAGE, NUNEATON, OW10JAF EXALT

44. "Proceed to Next Step"

"Proceed to Next Step"



Muneaton and Bedwantn
Borouagh Council

WH:LG-Nuneaton and Bedworth Borough Council-2024

05 Matched Addresses
The iofiowing addreszes have boen matched with the Crdrange Sureey Match and Cleanse Sendoe ond have been aummadcaly pre-seincied.
Pate desuoo any sddessas that you do ot pensicdes @ maich and shoud be refaciod
Fof 3 itars « 3 iloms solected
<1 Addein Inpul w DS Full Addreis w05 Mateh Basall
~1 52 Cabinhill Rosd, CVED SRN 52, CAAINMILL ROA0, NUNEATOMN, CV10 58N OO0
&0 ORFORD RISE. GALLEY COMRMIN, NUNEATON, CV10
958
+1 -2 Swirmerton Herffoge, Hneaton CW10 DAF 2. SWINNERTON HERITAGE, NUNEATON, OW10JAF

&0 Criord Rise. Gafl ey Common, V10854

45. OS Partial Match Addresses

This page shows you "OS Partial Match Addresses". You have the option to review
the OS address and select which you would like to take forward.

WH:LG-Nuneaton and Bedworth Borough Council-2024

05 Partial Match Addresses

Tha oliowing IoareSEas have hoon PEFTEly maihod Wit the Oiinaroe Survoy Maich ond Cianso Sanioo. FIIZED roview and SKo0t oy acaressos that yod wish 1o Uco. By making soncion
i aipsterrs | e urmingg B LIPREY roli e by 05 fior mistetong & Trusdmmek

Ant f iterme 4 e iected
| Sewrch Irgut ~ | 5 Addrees L
E] TP Finmere Wy Shirley Solihul 590 355 ¥, FINMER E 'WollY, SHIRLEY, SOLIHULL BSO 355
AR Tne Brow Twerton, Bath BA2 168 3, THE BROW, BATH, BAZ 168
SHE Cabinkll Rusd N unamton CVI0 SHN 5B, CABINHILL ROAD, NUNEATON, CVID SRN
13k Cdd Hinceiey Aoad, Muneston, CV10 044 13, CLD HIMNCELEY ROAD, NUKEATOR, VL0 084

Proceed ba e step

46. OS Partial Match Addresses

In this example, only the two highlighted records will be taken forward to the next
step.



WH:LG-Nuneaton and Bedworth Borough Council-2024

0S5 Partial Match Addresses

Tha foliowing BoaresEas have boen partily maihod wi the Oiinance Survoy Maich and Gieansa Sanioe. FIIZsa roview and swoct 8y acuressos tha yod wish 10 Use. By making sonoion
i siesborrs | e arming B LIFREY rli e by €05 fior mmisteting & Trusdmmnk

dof b iters - ¥ itemes seincted

| Sewrch Irput | 05 Aderess i
P Finmiese Wy Shirley Solinull 590 355 7, FINMERE Wiy, SHIRLEY, SOLIHULL RS0 355
23P Tre Brmw Twertan Bath, 543 168 2 THE BAOW, BATH, BAZ 168
5HB Cabinrll fasd,Nunaston CVI0 SR S, CABINHILL ROAD, NUNEATON, CVI0 5RM
130 GAd Hincidey Anad, Nuneston, CV10 042 13, OLD HINCKLEY ROWAD, MURESTORN, CV10 08k

Proceed ba e step

47. Click "Proceed to next step"

Proceed to the next stage

WH:LG-Nuneaton and Bedworth Borough Council-2024

iClick "Proceed to next step"

05 Partial Match Addresses

Tha foliowing addrusces have boen
the systerrs m | b isning B LIPRS T

Aol & itere - 3 items sinctea

Z| Sawrch Irgut w | I Addrees e
«| PP Finmese Way Shirey Solihull 590 355 7. FINMER E 'WolY, SHIRLEY, SOLIHULL BSO 355

AP Tne Brow Twerton, Bath BA2 168 3 THE BROW, BATH, BAZ 168

SHE Cabinkill Rosd M unanton D10 GRM S, CARINHILL ROAD, NUNSRETM, CVI0 SR

13k Cid Hinciley Aoad, Muneston, CV10 044 13, DD HIMNCELEY ROAD, MU

48. No Match

Finally, you will be presented with those addresses that do not have a match with the
Ordinance Survey. These addresses will be rejected and cannot be sent to
Trustmark. In order to modify an address, please re-enter a valid address in the
"Address Lookup" tab.



Pasynants

WH:LG-Nuneaton and Bedworth Borough Council-2024

05 Unmatched Addresses
Tha foliowlng a0aresses have no: Leon makhed Wit the Dninarce Survey Maich and Gicanse Senice and fanior ro UPFN & ovalabio 1o maich with the TrustMans Dass seraca. inonder o

miescETy an scd s el reelnr A vkl acinss o olilen an ddess with n LIFAN, Aoy adcessas (et @ ned hi & maleh wli a sjncied

hnt b itmme
« 05 Mubch Result

MO MATTH

Addrosy Input
16 Bridge Termee, Keswick, CA12 5EQ)

1% Lartan Aoad, Cockemmauth, CALS DEG
MO MATCH
MO MATCH

52 Sycamone Aoed, Nuneaten, CVLD 9L

B8 Pinewood Court, Muneaton, CV10 2R

49. Click "Proceed to next step"

Click "Proceed to next step"

seeLrity

"Proceed to next step'

o Pasynants

WH:LG-Nuneaton and Bedworth Borough Council-2024

05 Unmatched Addresses

will b i)

ol b itmrs

w05 Mubch Result

Aduress Input

16 Bridge Termce, Keswack, CA12 5EQ MO MATTH

19 Lorton Road, Cockemmouth, CALS DEG MO MATEH
MO MATCH

52 Sycamane Ansd, Nunaaten, CV10 5L

B8 Pinewood Court, Muneator, V10 2R MO MATCH

50. Click "Finish"

Complete the process



Click "Finish"

Welcome, Salesfoce

Warm Homes: Grant Recipient Portal Nuraaton s

Beeasgh Conneil

WH:LG-Nuneaton and Bedworth Borough Council-2024

Address Operations Complete

51. Click "Receive Trustmark Data"

Select the Receive Trustmark Data option.

WH:LG-Nuneaton and B

Address-Matching Tool
Plaase pasts in a list of up 1o 100 addresses, with each ane on its own Ine i tha lolloweng format
Hoime Marrse | Musmber, STreet Town [City Posicode

Paste up o 100 addresses, each on & separate bre

52. Addresses with Measures from Trustmark

On screen, you will see the addresses appended with measure types, date of
completion and a Trustmark UMR code.



WH:LG-Nuneaton and Bedworth Borough Council-2024

7ol Titarrs

it v . | Maasure Type w | Dute of Complting Instattation Trustmark USAR “
2 Calimindl Hood, SV10 SHH ooty wallingutation 10027} & Bmc 020 B1825IKHINL

60 Cirfrord Rise, Cu10 850, oty wal insulation (0,007} B 2020 14 2SOEMKH

¥ Firvmure Wy, D90 355 Covitywaliinsulation 0027} 20 Mow 2004 ALBREETY

T Firvmene Wy, 154 155 "Wiindow glazing - improved doubie gazing. 13 Mow 2024 PLOTTICARE

7 Frmene i, 090 355 First time cesiral nesting (FTEM) & Mar 2030 F1LTACORE

7 Firemiere Wy, BE0 155 Frogramimer and room thermostat 7 Mar 21214 S1LBTAETFT

7 Rrenene Wy, B90 355 :E:'ﬂ";i“;r::m : :::_.::;-OI & Miar 2024 PLAGTAOEIL

53. Click "Add costs to Trustmark Data"

proceed to the next step

Basgires } - Propesties & Measures - s Frauc & Risks

WH:LG-Nuneaton and Bedworth Borough Council-2024

Tol T itarrs

it v . | Maasure Type w | Dute of Complkting Instattation Trustmark USAR “
52 Calininil Hoad, CV10 SHN ooty wallingutation 10027} & Bme 020 B1825IKHINL

60 Cirford Rise, Cu10 850, — . £

7 Firvmre Wy, 0G0 355

T R Wy, D50 155

Click ustmark Data"

7 Firmens Wy, B0 155 Fragramimes and room themostat 7 lar 2121 F1LGTAOTFT

T Frenene Wiy, 290 355

ion than or
7 Rireniene Wry, B90 355 Lt insudation whene besss than o & Mar 2034 145 TAEIL
equzl o LEOmm pre-ealsting insuaticn

54. Add costs to Trustmark Data"

Now add "cost of single measure" against the property data and select "next".



WH:LG-Nuneaton and Bedworth Borough Council-2024

Measure Cost Input

T FIMMERE WAY, SHIRLEY, SOLIHULL, , 500 355

Mheazure Type: Laft insulation wihers thare is less than or equal to 100mm pre-existing ins lation
Date of Compietion: 6 March 2030

Trasten aric LIMSL FLAST&DIUL

Tertal Cart if Sirgle Mussurs

T EIMMERE Wk, SHIRLEY, SDUIMULL, , B30 355
Measure Type: Fragrammes and rooem Evermastot
Date of Complation: 7 Masch 2024

Trusstenaric LMR: PLUSTSETFT

Total Cast of Single Messure

T FIMMERE WAY, SHIRLEY, SOLIHULL, , 590 355
Mbisasure Type: Fst time cantral heating (FTCH)
Cabe of Completion: § March 2024

Trustrmark UME; PLOSTACDEE

Teatal Canat mof Sl M

T FINMERE WY, SHIRLEY, SOLDMULL, , 890 355

Ibasure Typa: Window glazing - Imgnoved goubie glazing
Dane of Completion: 13 Movember 2124

Trustrmark LIMR; PLETTIDLEP

Tatal Cast of Single Messure

55. Measure Cost Input Page

If you do not have all the costs handy, you can fill in any that you do have and leave
the rest for another time. The list will be on the screen shown. If you navigate away,
to get back to this screen, Simply navigate back to "Properties and Measure" then
"Update Measure Costs".

Weico e, Salesforce
3

Warm Homes: Grant Recipient Portal Humaaion snd B

Bortugh Cauncit

\ WH:LG-Nuneaton and Bedworth Borough Council-2024

Measure Cost Input

There are currently no measures that need updating

56. Navigate to Properties with Measures Installed



Now, if you navigate to the first option in the "Properties & Measures" tab, "Funding
& Measure Details", you will see a list of addresses that, once expanded, show you
all associated measures and costs.

Walca e, 5alestercs

Dmress Lsmr

Warm Homes: Grant Recipient Portal Nisaaton snd Bedwiorth

Bereugh Councll

Montnly Beporiing « - i Technical Suppert

WH:LG-Nuneaton and Be

Measure Cost Input

There are currently na measures that need updating

57. View Properties with Measures Installed

Click "Check Details for chosen Property Record".

Walcama, Salesfors
D User

Muneatan and Bedwarth
Norough Council

WH:LG-Nuneaton and Bedworth Borough Council-2024

Properties with Measures Installed

3 of Xiterre - O ibare selected

Progarty Ardnns v | Talal cont of &t memsure v
B0 GREGRD ALSL. GALLLY GOMMON, NURLATON, | OV 1R 954 [SLEH]
52 CABINHILL ROAD, MUNEATON, , OWED 5RN E3 45600
7 FINMERE WA, SHIRLEY, SOLIHULL, . B 355 F5 05806

Creck Dotalls for chason Propanty Roooed

58. Click "Return to Property List"

Go back by clicking "Return to the Property List".



-----

Click "Return to Prorty List"

~ EPC Oats

EPCRating EPC Inspection Date

Measures Installed

Dane of Complating bnstalation
 Dize 2024

NS ==

59. How to View and Confirm a Payment

Now, lets dig into how to View and Confirm a Payment

Energy Security
& Net Zero

How to View and Confirm a
Payment

60. Grant Recipient Homepage

Upon logging in to the Portal, this is the Grant Recipients homepage.



Warm Homes: Grant Recipient Portal

i,

January monthly update is due in 30 days, on the 15 January 2025

SHF3-Allerdale Borough Council-2024

Total Gram Amcunt Awaroed Total Grant Ao unt Ae ceved Total Measures [nstadad ! Praject RAG
£3 516,850 E18 500 st Hin o Graen @
23/6,409

“

Award Summary

Application Details

Grnt Rocpant Datail

Applicant O gansation Crark Recipient Type

seleraba Bt Coundl Lacal Authity

Graed Resipien Sise

61. Grant Recipient

Your name and who you represent can be seen in the top corner.

Warm Homes: Grant Recipient Portal e

Alieedale Borough Counc

'G ra nt Recip

January monthly update is due in 30 days, on the 15 January 2025

SHF3-Allerdale Borough Council-2024

Tetal Grasmt Amount Awartas Total Grant Ao unt Ao cevoed Total Meassres [nstadad ! Praject RAG
£3,516,850 E18 500 st Fin o Graen @
23/6,409

“

Award Summary

Application Details

Grnt Rocpant Detsils

Appiicant Ogansation Crark Recipient Type

Heleraba Bt Coundl Lacal Authily

Graed Retipient Sie

62. Click "Payments"in the Portal

To confirm a payment, first navigate to the Payments tab from the menu bar.



Warm Homes: Grant Recipient Portal

January monthly update is due in 30 days, on the 15 Jagua

SHF3-Allerdale Borough Council-202| i C k ) Pay m e n ts !

Tatal Gramt Amount Awarses

Total Grant Amount e cevod Total Maasures [nstaliad !

£3 516,850 E18,500 Basehned Maailaus
23/6,409

Praject RAG
Green @

“

Award Summary

Application Details

Grnt Rocpant Datail

Applicant Oigantation Girark Recipierit Type
Belercake Bomhgh Coundl LodH Authdily

Graed Resipien Sise

63. Click here

Here, you will see a list of any "Payments awaiting confirmation of receipt”,
associated with your Funding Award, regardless of status.

SHF3-Allerdale Borough Council-2024

Payment History

Payiiranis Arvaiting Eosfirmetian of Recsil
20 2 s - § e salected

Paymsni Refarencs w»  Amount w  Scheduled Date w | Disbussenrent Date w  Paymeni Beceived
£A.000 00 2/10/ 20024, 1200
E0.500 00 18/13f M0k, 1200 161253020, 12:00

Payments Awaiting
Confirmation of Receipt

w | Distasmament Gate w | Papment Recsimd
161203024, 1200

30102024, 12:00

64. Select Record

To confirm receipt, click to select the relevant payment record.



SHF3-Allerdale Borough Council-2024

Select Record

Paymsni Referencs ~  Amount w  Scheduled Date w | Disbussenrent Date e Paymmeni Received

£A.00000  25/10/2024, 1200

m £0.500 00 18/13 1 H0R8, 1200 161252020, 1200

2of Litems
Fayrment Beference = Ameun b w  fcheduled Date w | Disbumement Date w | Payment Recsimd
£50000 1671252024, 12:00 161203024, 1200
E3,500.00 30102024, 12:00

65. Click "Select Record above and Confirm Payment Received"

Then click on the "Select Record above and Confirm Payment Received" button, to
confirm that the payment has been received.

Click "Select Record above and
Confirm Payment Received"

Paymant P famnn w  Amoun) w - Schedulsd Daw w | Dishussenment Date w  Paymeni Received
£A.000 00 2/10/ 20024, 1200
m £0,50000 18/131 2004, 1200 16/1252020, 12:00
Seiert Fiacord abave and Confem Fayment RECE v
20f diterrs
Fayrmant Seference ~ | Amoun t w | Grheduled Date w | Disburmement Date w | Payment ecshmd
50000 1611272024, 12:00 161203024, 12400
£3500.00 30/10/2024, 12:00

66. Validate Confirmed Payment in Portal

The record will now show in the table below as confirmed.



NIl Repaming « Progentios & Maasures w

SHF3-Allerdale Borough Council-2024

Payment History

Payments Amiting Confirmatisn of Reosit
10f 3 item -  fterms seieched

Eaymant Retemno Amoant | Scheduled Date w | Dishusverment Date s Fayment Secuived
| EROOODA F2/10/3008, 1200

Selact Recond above and Confimn Payment Recs ved

Yol 3 ftems

Faymmnt Seference W dmount w | Srhedulng Date = | Disbursement Date | eyt Reosvod
30000 1671250004, 12:00 1671280024, 12:00
ES50000 16/13/2024, 12:00 1s.l12.-x}|n,u.-3o
L3000 L0024, 1200

67. How to Raise Cases in the Portal

Now, let's look into how to Raise Cases in the Portal

epartment for
Energy Security
& Net Zero

How to Raise Cases in the Portal

68. Grant Recipient Portal: Raising a Support Case

Starting with how a support case is raised by a Grant Recipient.



De partment for
Energy Security
& Net Zero

Grant Recipient Portal:
Raising a Support Case

69. Grant Recipient Homepage

Upon logging in to the Portal, this is the Grant Recipients homepage.

Warm Homes: Grant Recipient Portal

i

January monthly update is due in 30 days, on the 15 January 2025

SHF3-Allerdale Borough Council-2024

Tatal Grart Amcant Awarson Total Grant Araunt Ao cevod Total Measuras [nstalad | Praject RAG

£3,516,850 E18 500 st Fin o Graen @
23/6,409

“

Award Summary

Application Details

Grnt Rocpant Detsils

Applicant Oigantation Girark Recipierit Type
Belerctake Bohgh Coundl oG Authdily

Graed Retipient Sie

70. Grant Recipient

Your name and who you represent can be seen in the top corner. In this case, John
Smith from Allerdale Borough Council.



Warm Homes: Grant Recipient Portal

Gran’t Recip

&)

January monthly update is due in 30 days, on the 15 January 2025

SHF3-Allerdale Borough Council-2024

Total Gram Amcunt Awaroed Total Grant Ao unt Ae ceved Total Measures [nstadad ! Praject RAG
£3 516,850 E18 500 st Hin o Graen @
23/6,409

“

Award Summary

Application Details

Grnt Rocpant Datail

Applicant O gansation Crark Recipient Type
el B Coundl Logal Attty

Graed Resipien Sise

71. Click "Technical Support"

To raise an I.T. support case, click to navigate to the "Technical Support" tab.

Welcome, John Smith

Warm Homes: Grant Recipient Portal Allerciie Boragh Council

Monthly Reporting « Properties & Measures Payments Fraud & Risks Technical Support Le ot

January monthly update is due in 30 days, on the 15 January 2025

Click "Technical Sup

SHF3-Allerdale Borough Council-2024

Total Grant Amount Awarded Total Grant Amount Received Total Measures Installad/ Project RAG
£3,516,850 £24178 Baselined hMoasures Green @
0/6,409
Award Summary

Application Details

w Grant Recipient Dotails

72. View List of Support Cases

You will be presented with a list of all support cases related to your Funding Award,
even if raised by another grant recipient, who has access to it.



Suzman

P 3. Eanc My e cam

Help and Support

For te ort including login and aco

péace « helpi digitalmudus, com Fo
Support Cases Support Case Details
3003 ems < 1 fem seected Sy Musar i
OD001022 Closed
Bet Ho, w | Subject W | Craated B, o | b w
= Subject Diake | Time Opened
@ | ooanita: Carviat login 11:11; o S Cannol login 16/12/ 2024, 16:19
- i Description Date | Time Clased
Coa0iCaE Cannctiogn | e v canmar legin 16/12/2034, 1619
oo00L0a7 Lisgiie protilems ;:::,_:'““"' Sscalatat

Cregte Support

Open Menthly Update Reguests No Record Selected

73. Support Case Details

When clicking on any of the records, you will see data displayed on the right-hand
side of the screen.

Sugman

T TR E R et

Help and Support

For te ort including login and aco

e v helps aitalrmndus com Fo
Support Cases Support Case Details
30l 3 e < 1 fem sebecied o Marpar n
ocooiole Pew
Lo | Subject W | Creatod D, w | Batag w
Subject Diate | Time Opened
00001022 Carevat login ’1:1‘: B ioaed Cannct login 16/12/ 2026, 14:08
1622034, Description Diate | Time Clased
% | 00001098 Commotloghn 1, 40 Pew Cannot login
1212/ 2024, =
\ ooanicarF Lorgine [ 04t T dated
Create Support cian
Open Monthly Update Requests No Record Selected

74. Click "Create Support case"

To initiate a new support case, click on the "Create Support Case" button.



Help and Support

For technical support including login and access issues &5 well as penmissons {s
paceholder helpi@digitalmodus, com For other questions refating 1o the opati

as acoassing reports) plaase contact the technical support team at
of thee scherme please contact

Support Cases Support Case Details
30l 3 nEms 1 Rem selected g Mueiar Satus
0og010T Escalated
Red No. ne | Subject % | Croated B, w | Satas w
Sulbject Duate | Time Opened
00001022

120122028,
= 0OOD10AT L protibems 2041 Ecaated

No Record Selected

75. Creating a Support Case

Enter a support summary and a description of the issue and then select "Next".

Welcome, John Smith

Warm Homes: Grant Recipient Portal A Bemsagh Cotneh

Create Help and Support Case Record
SHF3-Allerdale Borough Council-2024

v chetals of Il a7 suppart ya mequire elsting ba 1his eveard, Fiir ssampts bechnical suppor) Fchiding login and scoess e on we il o permissions (uch a3 accessng reparm) el

ponr: Smmary

76. Case Reference

You will be shown a confirmation message, with a new case reference number
ending in 1025. You can now click "Finished".



Welcome, Jahn Smith

Warm Homes: Grant Recipient Portal Alerdale Bossagh Counch

77. Support Case Table Updated

Case 1025 now exists at the top of the Support Case table.

Welcoma, Jonn Smish

Warm Homes: Grant Recipient Portal Abendle Gosough Casnel

Santtily Regaifing ~

Help and Support

For technical support including login and ace:
placehalder help@ digitalmodus.com

mrhnical support tzam at
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78. Grant Recipient: Raising Fraud and Error Cases

Next, how Grant Recipients can raise a Fraud or Error Case.
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Grant Recipient:

Raising Fraud and Error Cases

79. Click "Fraud & Risks"

You can raise a case related to either fraud, error, risks, or issues by navigating to
the tab named "Fraud & Risk".

Waicome, lane Do

Warm Homes: Grant Recipient Portal Atercal Borough Councl

Basilires Manthiy Beparting Praiperties & Mebsures ~

January monthly update is due in 29 days, on the 15 January 2035

Click "Fraud & Risks"
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80. Fraud or Error Cases

At the top, you will be shown a list of all of the fraud and risk cases. When clicking on
any of the records, you will see data displayed on the right-hand side of the screen.
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81. Create New Fraud or Error Case

Click on the button to "Create Fraud or Error Case". The first two are picklist fields,
with values to choose from to select a Summary of Risk, and then a Category of Risk
relating to it.

Warm Homes: Grant Recipient Portal Ml b b

Pregestion b Measures o

82. Add Case Details

Then there are free-text fields to describe the Fraud Summary and Fraud
Description.
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83. Case Reference

The new case reference number will then be displayed, in this example 1026

Warm Homes: Grant Recipient Portal Watcaeme, Jahn Smith

Allerdale Borough Councll

I Fraud Case Ref: 00001026 I
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84. Click "Finish"

You can conclude the process by clicking "Finish".
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85. View New Case

The newly created case 1026, is now at the top of the list.
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86. Grant Recipient: Raising Risk or Issue Cases

Next, how Grant Recipients can raise a Risk and Issue Case from the portal.
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Raising Risk or Issue Cases

87. Risk or Issue Cases

Scrolling down on the Fraud and Risks tab presents the list of Risk and Issues that
have been raised to date.
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88. Create a New Risk or Issue Case

You can also raise a case related to risks or issues. Then you will be able to select a
Risk Category from the picklist, followed by writing the Risk or Issue Summary and
Description.
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89. Click "Finish"

You can finalise the process by selecting "Finish". Note that this case reference is
1027.

Risk Case Ref: 00001027
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90. Risk Register List

Case 1027 will now show on the Risk Register.
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Thank you for watching. This guide provided a System Overview for DESNZ Grant
Recipients. It covered navigating around the portal; submitting monthly reporting;
managing properties, measures, and costs; reviewing and confirming grant

payments, and raising cases.
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