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Adding Addresses and Trustmark Measures to a Batch. This mini guide will take
portal users through the steps of validating addresses, adding them to batches,
retrieving Trustmark measures associated with those addresses, and inputting
measure costs.

1. 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.

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.
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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. Click "Properties & Measures"

In the portal, the Properties & Measures section serves as the hub for all the
functionalities discussed.
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3. Check Addresses

Check addresses. You first have to validate addresses prior to checking Trustmark
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4. Click "Address Lookup"

Access the Address Lookup section.

"Address Lookup"
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5. Fill "Yes"

You have the flexibility to decide whether to include addresses in a batch. It's likely
that you'll want to select 'Yes.'
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6. Choose the batch

Then choose the batch
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7. Click "Submit Addresses for OS Matching"

Submit addresses for OS matching.
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8. Enter Addresses

Ensure that each component of the address is separated by a comma, and each
address sits on its own line. // This is where the system will validate the addresses
you have with address data from the Ordinance Survey. Click on "Proceed to OS
Matching" and then wait a moment for the system to do its thing.
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9. Click "Refresh"



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.// Refresh the page.
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10. OS Matched Addresses page

The system will first show you the page headed "OS Matched Addresses", which is a
list of your addresses that had either a "good" or "exact" match with those in the
Ordinance Survey.// Proceed to the next step.
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11. OS Partial Match Addresses page

In cases where addresses are only partially matched, a dedicated page titled 'OS
Partial Match Addresses' will be presented. On this page, you can review the
available options and select the addresses you wish to proceed with. Please note
that if an address does not match exactly, Trustmark may be unable to validate it or
retrieve any associated information.measures.
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12. OS Unmatched Addresses

Lastly, OS Unmatched Addresses displays those where there was no match. Please
note that the system does not permit you to retrieve measures for these unmatched
addresses. To modify an address, simply re-enter a valid address in the 'Address
Lookup' field.
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13. Retrieving Trustmark Data

Retrieving Trustmark Data: Now that we’ve completed that part of the process, let’s
proceed to the next step: retrieving the Trustmark data.
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Retrieving Trustmark Data

14. Click "Properties & Measures"

Access the Properties & Measures section, once again.
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15. Click "Retrieve Trustmark Data"

Click on "Retrieve Trustmark data"
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16. Click "Check Addresses with Trustmark"

On screen, you will see the matched addresses appended with their unique OS
UPRN codes. // Click on "Check Addresses with Trustmark"
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17. Review the Trustmark data

Trustmark will return the addresses with their associated measure types, date of
completion and Trustmark UMR code.//
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18. Click "Finish Adding Trustmark Data"

Finalise the process by clicking on "Finish Adding Trustmark Data"



Click "Finish Adding Trustmark Data"

Warm Homes: Grant Recipient Portal

Muanes Tow

19. Update Measure Costs

Update Measure Costs. Alright, we’ve wrapped up that part, so let's move on to the
next thing: updating the measure costs!
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Update Measure Costs

20. Click "Properties & Measures"

Return to the Properties & Measures section.
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21. Click "Update Measure Costs"

Navigate to the Update Measure Costs section
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22. Properties without measure costs

Here is a list of all the matched addresses that have yet to receive measure costs on
this funding award. 5 have been chosen here.
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23. Add costs per measure
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24. Enter costs

You will find an input field for entering costs associated with each measure for every
address. The system will automatically calculate the totals for you.
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25. Overview

Measure Cost Input

Hihere are no costs bo add, enter T [erol o nemae the £erm from the Istentirels I you don't rawve any tosts 5o enter yet, simply leave the value blank.

KINGSMEDE, MUMEY, ALFORD, | LN13 SLP
WMeasure Type: Loft insulation whene thene Is grester than 10Cmm pre-esisting Insulatian
Coenplétion Dase 30 Ocratiar 303
LMR: PIRASESKRS
Bt fo: Mot Applicable
Totn | Cost of Singe Measun
£23

KINGSMIDE, MUBDY, ALFORD, . LNLD 9P
Measune Type: Solar PV

Coenpletion Dade. 5 Seplerber 2024

LUMR: PZE4LGESLIHY

Total Cost of Sirgle Measure
[ : J

KINGSMEDE, MUBEY, ALFORD, | LN13 0LP
Meerie Type: Acklifianst Capisl Expenditure
Comnpletion Dete: 2 Apnl 2025

UMR:

Batch I WHLG W HC-AB5-DO00G050

Toa ) Cost of Sirgle Measure

M sizrw Disneriptinn

BRAMBLES PATCH, TATTERSHALL THORPE, LINCOLN, |, LNA4 &PQ

26. Check Properties and Costs

In the section titled "Properties & Measures Details," you can access the total
amounts for each address. The records in this section will be continuously updated
as you input costs related to the measures.
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27. View Properties Against a Batch

View Properties Against a Batch. Now, let’s take a closer look at the verified batch
property details.
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28. Overview

You can do this by navigating to the batch in question and viewing summary details.
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29. Review the verified batch property details

View the last item in the list.
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This mini guide provided a thorough walkthrough for portal users on validating
addresses. It covered the process of adding addresses to batches, retrieving the
Trustmark measures data linked to those addresses, and entering the associated
measure costs.
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