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Hancock Software & Mint Maobile User Guide

About This Guide

This guide covers Hancock Software and its companion field application, Mint
Mobile. It is written for new users across all roles from program administrators
to field assessors and assumes no prior experience with the platform.

Hancock Cloud is highly configurable. The workflows can vary by program,
funding source, or role. Role-specific steps are clearly marked throughout.
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1. Introduction

What Is Hancock Software?

Hancock Software is a cloud-based energy program management platform built to help
utilities and their contractor networks run energy efficiency programs from start to finish.
It brings together every part of the program workflow — customer applications, eligibility
checks, contractor assignments, field work, invoicing, and reporting — into a single
system.

Rather than managing programs across disconnected spreadsheets, email chains, and
legacy tools, Hancock Software gives every participant in your program a shared,
real-time view of the work. Program administrators can track funding and compliance.
Contractors can manage their project lists and submit invoices. Field assessors can
capture data on-site and sync it back automatically. Everyone works from the same
centralized URL.

The platform is highly configurable, meaning it adapts to the specific rules, funding
sources, and workflows of your program — without requiring custom software
development for most changes.

What Is Mint Mobile?

Mint Mobile is Hancock’s companion application for field work. It is designed for energy
auditors and installation contractors who need to capture detailed assessment data
on-site — often in locations with no internet connection.

With Mint Mobile, field staff can:

Walk through a guided, step-by-step digital audit

Record household information, building details, and health & safety findings
Select and document recommended measures

Run energy modeling calculations in the field

Capture electronic signatures and photos

Generate completed documents (assessment reports, contracts, receipts) before
leaving the site

e Sync all data back to Hancock Software when connectivity is restored
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Mint Mobile runs on iPad, Windows tablets, and Windows desktops. It is designed to
work fully offline, so field staff are never blocked by a poor connection.

Who This Guide Is For

This guide is written for all users of Hancock Software and Mint Mobile, including:

Program Administrators at your utility or program administrator (PA) organization,
who oversee funding, compliance, and program-level reporting

Energy Efficiency Organizations, who manage contractor networks, review
applications and invoices, and create work orders. Own the end-to-end project
workflow — from initial assessment through final invoice

Contractors who receive assigned work orders and record installation activity
Field Assessors, who use Mint Mobile on-site to conduct energy audits and
capture assessment data

Office Managers and administrative staff who enter applications, manage
scheduling, and support contractor operations

Not every section of this guide applies to every role. Where a task is role-specific, it is
clearly marked.

How Hancock Software and Mint Maobile Work Together

Hancock Software and Mint Mobile are two parts of the same system. Hancock
Software is the web-based back end where applications are created, projects are

managed, work is assigned, and invoices are processed. Mint Mobile is the field-facing

front end that puts the most important parts of that workflow into the hands of the

person doing the work on-site.

The connection between them works like this:

1. A project is created and scheduled in Hancock Software

2. The assigned field assessor syncs Mint Mobile before heading out —
downloading the day’s projects to their device

3. The assessor completes the audit on-site using Mint Mobile, working fully offline
if needed

4. When the assessor returns (or regains connectivity), they sync Mint Mobile —
pushing all captured data back to Hancock Software

5. The project record in Hancock Software is automatically updated with the field
data, and the workflow continues from there
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This sync-based design means field staff always have what they need, and office staff
always see the latest information — without anyone having to re-enter data manually.

2. Getting Started
Logging In

Hancock Software is accessed through a web browser. Your organization’s
administrator will provide you with your login credentials and the URL for your program’s
instance of Hancock Software.

= %l&'ﬁﬂgg © Accessivilit: @) @ Support

Hancock Cloud -

Change password | Forgot password?

To log in:

1. Open your web browser and navigate to your Hancock Software URL
2. Enter your username and password
3. Click Log In

Once logged in, you will land on your home dashboard. What you see here depends on
your role — a contractor will see their project list; a program administrator will see a
broader program overview.

Note: Hancock Software uses separate environments for testing and live work.
Your administrator may provide access to a test or acceptance environment for
training purposes. Never use test data in your production environment.
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Navigating the Interface

The Hancock Software interface is organized around a main navigation menu. The
items you see in the menu depend on your role and organization.

Key areas you will use regularly include:

e Applications — where new customer records are created and eligibility is
checked

Projects — the central workspace for managing active program work
Work Orders — for assigning and tracking installation tasks

Invoices — for creating and submitting payment requests

Reports — for tracking program performance and funding usage

.l HANCOCK™
= ADMIN a y
W SOFTWARE a 2 hcapi [ MINT @ Support % Sign Out
| + aaa | ® o | B export |
( Inactive  OrgCode  BusinessType  BusinessFunction ~ FEDTaxID  StateTaxID  Email Can Cre:
Q Q (A v Q Q Q Q Q Q (Al
O v Hancock Soft ancock Softws a}
(3 User Roles + Add || [ Export |Total:2
[ Role Name Role Description
O Administrator(Default) ]
O Contractor Container for Contract Users. please do NOT delete if you wish to support it. ]
Users + Add || O | B Export |Total:1
() loginName  FullName  ExternalUserlD  Address  Zip  City  State  Email  Phonel  UserRole Active  UserID Assigned Program Templates Cell Phone
Q Q Q Q aQ =Y Q Q Q Q Q aQ Q Q
O heapi Administrator 1@1.com Administrator(Default) ~ Yes 23bdBble et tast- Hancock Software @
Reports + Add | O | B Export |Totak:0
Program Template Report Name Template File Template Description Report Type
Q Q Q Q Q
« .
0 @ o w P Y
27040 (Mar 05, 04:45) ) T ——

Customizing Your Grid View

Most list screens in Hancock Software display records in a configurable data grid. You
can adjust which columns appear, reorder them, and resize them to match the way you
work.

To customize your grid:

1. On any list screen, locate the column header area

2. Right-click a column header (or use the column chooser button, if available) to
add or remove columns

3. Drag column headers left or right to reorder them
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4. Resize columns by dragging the edge of a column header
To save your grid layout:

1. After arranging your columns, click Save Profile
2. Your layout will be saved to your user account

3. The next time you log in, your grid will automatically display your saved
arrangement

Ig‘é\F’ﬁﬂ(ng APPLICATION & 2 matmdst [ MINT @ Support % SignOut

Weatherization 2

[@ Morev [ ] Process All 2 Records + Al - LTl O Clear Search + New Application
0 Client Number  Client Status = Client Tag Last Name Priority Rank Email Applied Date  Certified Date  Certifier Property City
aQ Q Q ) v Q  FirstName Q demo Q Q Q B a B Q. - Q Q

) [ 1899084248 Job Created Demo 1 1/10/2024 45W LakeLln  Abell

) @ 1143820169 Job Created Demonstration 5 11/15/2023 123 Main Aberdeen

1. Click+Hold to drag and drop an column to a
new location.

2. Once satisfied with column set up, click Save
Profile to save the setup.

Tip: Each user has their own saved profile. Customizing your grid does not
affect how other users see the same screen.

Understanding Your Role and Access Level

Your access in Hancock Software is determined by two things: your role and your
organization. Together, these control which records you can see and which actions you
can take.

e Role determines what you can do — create applications, approve invoices,
generate reports, and so on

e Organization determines which records are visible to you — a contractor only
sees their own projects; a program administrator can see everything

If you try to access a screen or take an action and find it unavailable, it is likely outside
your role’s permissions. Contact your administrator if you believe you need access that
you do not currently have.

A full breakdown of roles and their capabilities is covered in Section 3: Organization
Structure & User Roles.

Setting Up Mint Mobile

If your role involves field work, you will also use Mint Mobile. Setup steps differ slightly
depending on your device.

&8 HANCOCK" 10
W SOFTWARE



iPad and iOS:

1. Download Mint Mobile from the Apple App Store
2. Open the app and enter your Hancock Software credentials
3. Tap Sync to download your assigned projects before heading into the field

Windows tablet or desktop:

1. Install the Mint Mobile application provided by your administrator
2. Launch the app and log in with your Hancock Software credentials

3. Click Sync to download your assigned projects
gei SCREENSHOT NEEDED: 02-04_mint-sync-screen.png — Mint Mobile

home screen / sync screen on iPad — Source: Hancock end-to-end
transcript.md, near quote: “sync morning/night before for project download”

2l Hancock MINT = O
Signed in as matt.mdsf
| Cancel | ‘ Sync All ‘

How syncing works:

Mint Mobile downloads projects that are scheduled within a configurable window
(typically the next 3 days). Sync your device each morning before heading out and
again each evening when you return, to ensure your data is always current.

e Morning sync (before field work): Downloads new and updated projects to your
device

e Evening sync (after field work): Pushes completed assessment data back to
Hancock Software

You do not need an internet connection to complete an assessment once your projects
have been downloaded. Mint Mobile works fully offline. Just make sure to sync when
you are back on a network so your data is uploaded.

Tip: If you have a large number of project photos from a previous sync, you
can choose to skip photo downloads during your next sync to save time and
storage. Ask your administrator if you need to adjust this setting.
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3. Organization Structure & User Roles

How Hancock Software Is Organized

Hancock Software is built around a three-level organizational hierarchy that mirrors how
energy efficiency programs are typically structured: a program administrator at the top, a
layer of vendor or contractor energy efficiency organizations in the middle, and
field-facing contractors at the base. Every user in the system belongs to one of these
levels, and that placement determines what they can see and do.

Level 1: Program Administrator (Your Utility or State Organization)

At the top of the hierarchy sits your utility or program administrator (PA) organization.
This is the entity that funds and oversees the program. Users at this level have visibility
into all data across all organizations below them — every application, every project,
every invoice, every contractor.

Typical responsibilities at this level include:

e Overseeing program funding and compliance

e Creating and managing allocations (funding sources)

e Reviewing and closing allocation invoices

e Accessing program-wide reports and energy savings data
Level 2: Energy Efficiency Organizations (Contractors or
Subgrantees)

Energy Efficiency Organizations operate as sub-organizations under your utility or state
and are responsible for managing the contractor workforce that delivers program
services.

Energy Efficiency organizations typically:

Review and approve applications

Create and assign work orders to installation contractors
Review and approve invoices before they reach the PA
Manage contractor relationships

Level 3: Contractors

Contractors receive assigned work orders and perform installation of major measures
(such as insulation, air sealing, and weatherization). They do not manage the full project
— they see only the measures and records relevant to their assigned work orders.
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“\, Contractors (HPC/IIC): Your view in Hancock Software is scoped to your
organization. You will only see projects and work orders assigned to you or

your team — not those belonging to other contractors.

User Roles and Permissions

Within each organizational level, individual users are assigned a role that controls which
actions they can perform. Roles are assigned by your administrator.

Program Administrator

Configuration
Administrator

Energy Efficiency
Organization / Agency
Admin

Office Manager

Contractor User

Field Assessor

Inspector

Organizational Level

Program Administrator
/ Utility / State

Program Administrator

/ Utility / State

Organization / Agency

Organization / Agency

Contractor
Management User

Organization / Agency

Organization / Agency

Key Capabilities

Full system access,
allocation
management, program
reporting

System setup, rule
configuration, picklist
management

Application review,
work order creation,
invoice approval

Application entry,
scheduling, project
management

Work order
acceptance, measure
installation entry,
invoice submission

Mint Mobile data entry
for on-site
assessments

Inspection
questionnaire
completion, QA review

Note: Your administrator may configure custom role names for your
organization’s program. The names in the table above reflect the standard
Hancock Software role framework.

&8 HANCOCK"
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Organization-Based Data Visibility

In addition to role-based permissions, data visibility in Hancock Software is controlled by
your organization. This means:

e Program Administrator / State / Utility users see all data across all organizations
and sub-organizations

e Energy Efficiency Organization users see all data for their organization and for
every contractor beneath them

e Contractor users see only the specific work orders assigned to them, and only
the measures included on those work orders

This structure ensures that contractors cannot see each other’s work, while
administrators at every level have the visibility they need to manage the program.

A Note on Roles and Allocations

In Hancock Software, roles are also tied to specific allocations (funding sources). This
means a user’s ability to perform certain actions — such as creating an invoice against
a particular funding source — may be further controlled by whether their role is active
for that allocation during a given date range.

If you find that you cannot access a funding source you expect to see, check with your
administrator to confirm your role is assigned for that allocation and that the date range
is current.

Full details on allocations are covered in Section 6: Funding Sources & Allocations.

4. Applications & Intake

Overview

An application is the starting point for every customer served by your program. It
captures the customer’s contact information, housing details, and household data
needed to determine eligibility — and it creates the record that everything else in
Hancock Software is built on.

Applications can be created in three ways: entered manually by office staff, imported
automatically via API, or submitted directly by customers through a self-service portal.
Regardless of how an application enters the system, the record that results is the same.

&8 HANCOCK" 14
W SOFTWARE



Creating an Application Manually
Manual application entry is performed by office managers or administrative staff.
To create a new application:

1. Navigate to Applications in the main menu

2. Click New Application (or the equivalent button for your program)
3. Complete the required fields in each section, described below

4. Save the application to generate a record

[l HANCOCK™
= APPLICATION a y Si
B SOFTWARE A & mattmdsf [ MINT @ Support % Sign Out
Weatherization
(@ More~ [ Process All 2 Records o Al - || = riners | NN | 8 saverofiie || + New appiication |
[m] Client Number  Client Status =  First Name Client Tag Last Name Priority Rank Email Applied Date  Certified Date Certifier :';:"r:;‘sy City zi
a a Qo v Q Q Q demd Q Q Q 8 a 8 a. - a Q Q
(] @ 1899084248 Job Created Training Demo 1 Training@gmail.com 1/10/2024 45 W Lake Ln  Abell o1
W APPLICATION
Application - Another Demo - Application received | B New Application || & Print Client Letter || @ Client Letter

Another Demo [03/16/2026] X

ion Info Applicati ificatis History

X Cancel \II\ Y Verify Address | | B Save Settings || @ unitinfo
| —

Contact ~

Agency

‘ Department Housing and Community Development ~.. ¥ ‘

First Name * Middle Name Last Name *

[ fvater | | [oemo

Property Address * Apt. Number

‘ 21 Main St ‘ ‘ | O
.}

Application Sections

Contact Information

This section captures the customer’s name, service address, phone number, and email.
The address entered here will be used to look up the customer’s utility account in the
next step.

Application Details

This section captures program-specific information used to determine eligibility.
Common fields include:

e Housing type — single family, multifamily, mobile home, etc.
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e Year built — used to trigger lead paint rules for homes built before 1979
e Fuel type — determines which funding allocations the customer may qualify for
e Ownership status — whether the customer owns or rents their home

Application - Another Demo - Application received 100 New Application || & Print Client Letter ClientLetter | Morew = [

Another Demo [03/16/2026]

History
X Caneel U Verify Address | | B SaveSettings | | @ Unit Info

~

Primary Heating Secondary Heating Source Owner Type Building Type

| none = | [ none < | none - | [ rone

Note: The fields visible in this section are configured for your program. You
may see additional or different fields depending on your program’s
requirements.

Multifamily programs: If the application is for a multifamily property, select the
Unit Info checkbox in this section. This button allows unit-level demographics
to be entered for project-level applications.

Family Grid

The family grid captures information about everyone living in the household. For each
occupant, you can record:

e Name and relationship to the primary account holder
e Date of birth

e Any relevant demographic information required by your program’s funding source

This information is used for demographic reporting and compliance with funding source

requirements (such as DOE or LIHEAP programs that require household size and
income data).

To add a household member:

1. In the Family Grid section, click Add Row (or the equivalent button)
2. Enter the occupant’s information

3. Repeat for each household member

4. Save when complete
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Application - Daniel Morgan - Eligible ] Mew Application Morew = [T

Daniel Morgan [07/31/2024] X

® Cancel ¥ Verify Address B Save Settings @ Unitinfo

Family

B ‘

First Name Middle Name Last Name Date of Birth ~ Age SSN Gender  Ethnicity Relationship Children 0-2 Children 3-5
Daniel Morgan Thiess 36 Male. Whita Head of Househol id

Sarah Margan 5/231966 38 Female White Spouse

Elizabath Maorgan 1/15/2007 17 Female White Chisd

1213201 12 Female White Child

Jonathan Morgan 11//2014 9 Male White Child

Niameh Morgan 9/3/2008 15 Fomale African-American & White  Child

BE EEBEGBBEB
g
¢
z
!

Jonah Morgan 2902018 [ Male White Child

Additional / Custom Fields

Depending on your program, additional sections may appear in the application to
capture fields specific to your funding source or reporting requirements. These fields are
configured by your administrator and may include dropdown picklists, checkboxes, or
free-text fields.

If a field is marked as required, the application cannot be saved without it. If you need a
value that does not appear in a dropdown, contact your administrator — picklists can be
updated to add new options.

Importing Applications via API

If your organization maintains a separate customer database or uses a third-party intake
system, applications can be imported into Hancock Software automatically through an
APl integration.

With an API import:

e Customer contact information, address, and account data are pre-populated
e The application appears in Hancock Software as if it had been manually entered
e Staff can review and supplement imported data before qualification

This eliminates double entry and ensures that customers already identified as eligible in
an external system can begin the workflow in Hancock Software immediately.
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Cc 25 ky-test.hancocksoftware.com/HEEC/#/client

3 Hancocl k [ Kids
.I HANCOCK APPLICATION
W SOFTWARE
Weatherization
@ Morev
Allocation Client Number
Container
0 2666332
Project
L 2666697
Ree 2665113
Invoice D 2666257
0 2666003
Configuration
O 2665987
Measure M 2657947
History 1 2666661
0 2666685
Contractor Management
D 2666188
Smart Report
O 2664137
B Ssmart Report Configuration  [EiaREPYY I
& ExportData M 2626520
o 2591277
an Vendor
@ 2174411
K& Project Approval 0 1819804
0 2435077

Client
Status

(Al
Job Created
Job Created
Job Created
Job Created
Job Created
Job Created
Ineligible
Ineligible
Ineligible
Job Created
Job Created
Job Created
Eligible
Eligible
Eligible
Eligible

Eligible

| Process All 4707 Records

" First Name

David
Penny
Pamela
Christopher
Barbara
Judy
Roger
Savanna
Jeffery
Kimberly
JOYCE
Patricia
Daniel
Bettie
Greta
CALANDRA

Kenisha

Last Name

Morgan
Morgan
Morgan
Morgan
Morgan
Morgan
Morgan
Morgan
Morgan
Morgan
Morgan
Morgan
Morgan
Morgan
Morgan
Morgan

Morgan

Intake User

API (AP)) v
API (AP)
API (AP)
API (AP)
API (AP)
API (AP
API (API)
API (API)
API (API)
API (AP)
API (API)
API (AP)
API (API)
API (AP)
API (AP)
API (AP)
API (API)

API (API)

Applied Date

2/5/2025
4/17/2025
10/10/2024
12/19/2024
10/30/2024
10/28/2024
9/5/2024
4/4/2025
4/11/2025
12/9/2024
9/25/2024
1/21/2025
7/31/2024
9/24/2025
7/26/2023
12/6/2024

2/5/2024

Al

Certified
Date

10/6/2025

4/17/2025

2/3/2026

2/3/2026

2/3/2026

2/2/2026

8/1/2024

9/24/2025

12/6/2024

Street Address

8098 Brookside Rd

207 Brookside Rd

475 Brookside Rd

104 Brookside Rd

517 Brookside Rd

125 Brookside Rd

5583 Brookside Rd

331 Brookside Rd

111 Brookside Rd

309 Brookside Rd

780 Brookside Rd

543 Brookside Rd

2800 Brookside Rd

619 Brookside Rd

217 Brookside Rd

805 Brookside Rd

10014 Brookside Rd

Customer Self-Intake Portal

Hancock Software supports a customer-facing portal where applicants can submit their

own applications online. The portal can be linked from your state or utility’s website,

allowing customers to apply without contacting your office directly.

Program Administrators only: The self-intake portal is configured and

enabled by your Hancock administrator. Contact your Hancock representative
to set up or modify the portal for your program.

When a customer submits an application through the portal:

1. Their record is created automatically in Hancock Software
2. Your intake team receives a notification to review the submission
3. Staff validate the application and proceed with qualification

The scope of the self-intake portal — specifically which fields customers can fill

out — varies by program configuration. Confirm the exact portal workflow with
your Hancock representative.

This video shows how applicants interact with the self intake portal.
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https://youtu.be/EM834CNslYo?si=_1hrsBqN02hXJjPi

I LIHEAP

Create New Account: Already have an
account?

Forgot Password?

% LIHEAP

Questions? Contact the Rhode
m Island LIHEAP Central Team at
onlineapp@westbaycap.org or 401-

732-4660 extension 176

~,

Ao
i,

Click "Create Account" then
check your email for a verification
link.

5. Qualification & Eligibility

Overview

After an application is created, the next step is qualification — running the application
against your program’s eligibility rules to determine whether the customer can receive
services, and which funding sources (allocations) will cover the work.

Qualification in Hancock Software is rule-driven. The rules are configured for your
specific program and funding sources, so the system does the compliance checking
automatically. Your job is to select the appropriate allocations, initiate the check, and
review the results.

Step 1: Qualifying and Funding Sources

Before running qualification, you can select which funding sources (allocations) you
want to check the application against. If you do not pre-select funding sources then the
software will run the qualification for all funding sources. The software is designed that
even if an applicant is eligible for one funding source but not another, each funding
source is qualified individually and will reflect by showing which is eligible and which is
not.
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To pre-select funding sources:

1. Open the application record

2. Navigate to the Pre Select Funding field

3. Select all funding sources you want to evaluate
4. Proceed to run qualification

Application

Client Number

ow did you hear about us? * Referral Details Pre-Select Funding
‘:e ect... - | ‘ ‘ ‘:’e\e::.

Eligibility Type Categorical Eligibility

[rone ] [rone 7]

Tip: When in doubt, qualify for all allocations that could plausibly apply. The
qualification check will determine which ones the customer actually qualifies
for. You can always de-select later.

Step 2: Run Qualification
Once funding sources are selected, run the qualification check.

1. Click Qualify (or the equivalent button in your program’s configuration)

2. The system evaluates the application against all rules for each selected
allocation

3. Results are returned per allocation — each will show as Qualified, Not Qualified,
or flagged for review

Qualification checks happen automatically and typically complete in seconds.

Step 3: Review Qualification Results
After qualification runs, review the results for each allocation.

Qualified: The customer meets all eligibility requirements for this funding source. You
can proceed to create a project.

Not Qualified: The customer does not meet one or more rules for this funding source.
The specific rule that failed will be displayed, giving you context for why.

Common reasons an application may not qualify include:

e Income exceeds the threshold for the funding source
e The customer has received services under this program within the past two years
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Required fields are missing or incomplete
The service address falls outside the eligible zone for the selected allocation

¥ Qualify

B e B gl B
Gl o | v | | W

Messages

Allocation Name Date/Time

10/30/2025 9:28:14 AM
10/30/2025 9:28:14 AM
10/30/2025 9:28:14 AM
10/30/2025 9:28:14 AM

10/30/2025 9:28:14 AM

ible due to being over income 10/30/2025 9:28:14 AM

How Qualification Rules Work

Qualification rules in Hancock Software are written specifically for your program and
evaluated automatically at the time of qualification. You do not need to understand the
rules themselves to use the system — but it helps to know the types of checks that are
being performed.

Common rule categories include:

e Income rules — verifying that household income falls within the threshold for a
funding source

e Duplicate rules — checking whether the customer has already received services
recently (typically a two-year lookback)

e Geographic rules — confirming the service address falls within the coverage
zone for the allocation

e Field requirements — ensuring all required application fields are populated
before qualification can proceed

e Funding source-specific rules — any custom rules defined by your program or
funding agency (e.g., WAP rank requirements, DOE compliance checks)

Rules are configured by your Hancock administrator and, for complex logic, by the
Hancock professional services team. If you believe a rule is producing incorrect results,
contact your administrator rather than attempting to work around it.
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. IRA HOMES/HEAR Programs: Income qualification for IRA-funded
allocations uses Area Median Income (AMI) thresholds configured by county
and household size. The system automatically calculates eligibility against two
tiers: households at or below 80% AMI, and households at or below 150% AMI
— each of which unlocks different rebate levels. For multifamily properties, the
system evaluates whether at least 50% of units meet the applicable AMI
threshold before the building qualifies. Applicants may establish eligibility
through categorical eligibility, documented income verification, or
self-attestation, depending on your program’s configuration. When IRA funds
are stacked with state or utility allocations, all program rules are enforced
simultaneously — the qualification check will flag any conflicts across funding
sources.

6. Funding Sources & Allocations

What Is an Allocation?

In Hancock Software, a funding source is called an allocation. An allocation represents
a pool of money from a specific funding source — such as a federal weatherization
grant, a state energy program fund, a utility rebate budget, or a low-income assistance
program — that is available to pay for measures installed in your program.

Every project in Hancock Software is ultimately paid for by one or more allocations.
When a contractor submits an invoice, it is billed against the allocation (or allocations)
that the project qualifies under.

The Allocation Hierarchy

Allocations follow the same three-level organizational hierarchy as the rest of Hancock
Software.

At the top, your program administrator (state or utility organization) holds the master
allocation records — this is where the funding is defined and the overall budget is set.
Beneath that, agencies and service providers may manage their own sub-allocations,
distributing portions of the budget to the organizations below them and tracking spend
at each level.

This structure supports programs that blend multiple funding types — for example, a
single project might draw from a DOE weatherization grant, a state supplemental fund,
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and a utility rebate budget simultaneously. Each allocation tracks its own balance
separately.

“: Program Administrators only: Allocation setup and top-level budget
management is performed at the PA level. Lead vendors can manage their
portion of an allocation budget but cannot create new top-level allocations.

Types of Funding
Allocations in Hancock Software can represent many types of funding, including:

e Federal funds — DOE Weatherization Assistance Program (WAP), LIHEAP,
LIHEAP Cirisis funds, IRA HOMES program funds

State funds — State-level weatherization or energy efficiency program budgets

Utility funds — Rebate budgets managed directly by your utility
Leverage funding — Customer contributions or third-party funds tracked
alongside agency funding

Note: Federal and state fund types are typically differentiated by naming
convention in your Hancock configuration. Your administrator will establish the
naming structure that matches your program’s reporting requirements.

. IRA HOMES/HEAR Programs: IRA HOMES (whole-house rebates) and
HEAR (electrification rebates) are configured as separate allocations in
Hancock Software, each with their own rule sets, budget goals, and incentive
structures. HOMES rebates are performance-based and require verified
energy savings of 20% or more, supported by modeled or measured savings
analysis. HEAR rebates target specific electrification measures. Both can be
set up alongside existing state and utility allocations, allowing a single project
to draw from IRA and non-IRA funding sources in the same workflow. Contact
your Hancock administrator to confirm how your IRA allocations are named

and structured.

Allocation Configuration

Each allocation in Hancock Software is configured with a set of properties that govern

how it behaves throughout the workflow.

Basic Settings

e Name — A descriptive label for the funding source (e.g., “DOE WAP FY2026")

e Start and end dates — The period during which this allocation is active; work
outside this window cannot be invoiced to the allocation
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e Participation goal — The number of households your program aims to serve from
this allocation

Budget Types
Each allocation can have its budget broken down into categories, such as:

Normal / administrative
Financial health

Safety and liability
Program support costs

Budget type breakdowns are configured per allocation and support detailed financial
tracking and reporting.

' Program Administrators only: Budget type configuration is set during
allocation setup. Contact your Hancock administrator if you need to add or
modify budget categories for an existing allocation.

Rule Sets

Every allocation is assigned a rule set — the collection of eligibility and validation rules
that govern which customers qualify for that funding source and what work is eligible to
be invoiced against it.

Rule sets are typically set up by the Hancock professional services team in
collaboration with your program staff. Once established, they can be copied from year to
year (with modifications) as your program renews funding cycles.
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Allocation X

Allocation Name * Allocated Amount *

allocation 2 1200000
Agency * Federal Fiscal Year
Department Housing and Community Devel...
Max Additional Benefit Max Crisis Amount
0.00 0
Start Date * End Date *
02/02/2025 (] 02/28/2025 ]
Funding Source Participant Goal
- 0.00
Program Code Allocation Type
none - Weatherization -
No Service Budget Limit Active B
~ Weatherization
Savings Goal
0.00
Allocation Rule(Single Family) Allocation Rule(Multi-Family)
Default Allocation Rule Set - Default Allocation Rule Set -

Contractor Role Assignments

Allocations also control which contractors are authorized to perform work under that

funding source, and during what period. Each contractor role is assigned a start and

end date within the allocation — if a contractor’s role expires, the system will prevent
them from being assigned new work against that allocation.

Managing Allocation Budgets

As work is completed and invoices are approved, allocation budgets are drawn down in
real time. You can view the remaining balance of any allocation from the allocation detail
screen.

. Program Administrators only: You can add additional budget to an
allocation or adjust budget type breakdowns at any time before the allocation
closes. Once an allocation’s status is set to closed, no further invoicing is
permitted against it.

. Lead Vendors only: You can view the available budget for allocations under
your organization and track spend at the contractor level. Contact your PA
administrator to request budget adjustments.

Multifamily and IRA programs: When braiding federal IRA funds with state or
utility funds on multifamily projects, Hancock Software can be configured to
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collect Davis-Bacon Act compliance data as part of the project record. This
includes tracking prevailing wage documentation for contractors performing
work on federally funded projects. If your program blends IRA HOMES funds
with other federal sources on multifamily buildings, confirm with your Hancock
administrator whether Davis-Bacon data collection fields are enabled for your
allocations.

/. Project Management
What Is a Project?

A project is created from a qualified application and represents all of the work that will
be performed for a single customer under your program. It is the central record in
Hancock Software — everything that happens after qualification (scheduling, field work,
work orders, inspections, and invoicing) is attached to the project.

One application can result in one project. That project will contain all the measures to be
installed, all documents generated, all invoices submitted, and the full history of who did
what and when.

Creating a Project

Once an application has been qualified against at least one allocation, a project can be
created.

To create a project from a qualified application:

1. Open the qualified application record

2. Click Create Project

3. Confirm the funding source(s) the project will draw from — these are
pre-populated based on qualification results

4. The project record is created and appears in your project list

gei SCREENSHOT NEEDED: 07-01_create-project-button.png — “Create
Project” button on a qualified application, and the resulting new project record
— Source: Hancock end-to-end transcript.md, near quote: ‘projects created
from eligible applications...projects inherit eligible funding sources from
application qualification”
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Ml HANCOCK™
APPLICATION a . o
w W SOFTWARE 2 0 MINT @ Support % Sign
Weatherization
@ More~ [ Process All 1 Records \t+ Create Project \l Al - H = Filters \\ B Save Profile || + New Applica
| [ I ESBIEa | | 2 DLl
Client Number ~ Client Status ~  First Name Last Name Client Tag Applied Date  Certified Date ~ Certifier propery  Apt. Number city Zip Code Phone
i - New o] =] . -
m 210251512 Eligible New Applicant 8/28/2025  2/16/2026 25 W main GamettPark 02175 (555) 555-5555
PROJECT a 2 O MINT @ Support 4 Sign
@ Mo [ ProcessAll 1 Records B & L] B Save Profile H Al - H = Filters \\ B
Client Name Project Number  Allocation(s) Agency Address County Assessment Date  Contractor(s) Order Date
0000001246 =] [
(0 New Applicant 0000001246 BGE-Base-2024, BGE-Whole_2024 ADP 28 W smain. Garrett Park. Garrett

Project Statuses

Every project moves through a series of statuses that reflect where it is in the workflow.
The exact status names may vary slightly depending on your program configuration, but

the general progression is:

Status
Created

In Progress
Pending Review
Approved
Completed
Deferred

Cancelled

&8 HANCOCK"
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What It Means

Project has been created; no field
work has begun

Assessment or installation is
underway

Work is complete and awaiting
lead vendor or PA review

All reviews passed; ready for
invoicing

All invoices have been submitted
and approved

Work cannot proceed; a deferral
reason has been recorded

Project will not be completed
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Use the status to quickly understand where a project stands and what the next action
should be.

Filtering and Working Your Project List

Your project list can contain hundreds or thousands of records. Hancock Software
provides filtering tools to help you focus on the work that needs your attention right now.

Filters

Filter Name

And

X AssessmentDate Is greaterthan  7/1/2025

X | ClientName Contains Morgan

PROJECT a 0 MNT @ Support 4 Sign Out
@ Mo [ Process All 3 Records | B invoice || ¥ valigate || & Delete H B Save Profile ” Select Fiter - H = Filters ]
Client Name Project Number Allocation(s) Agency Address County Assessment Date  Contractor(s) Order Date Ins
Q Q Q Q Q Q a a a Q B a
[0 Brent Morgan 0000001199 ADP - — C——e 12/02/2025
[0 ZUNNETTE Morgan 0000001112 CHS — T A m—— 08/29/2025
-
-
-—
[ Zerita Morgan 0000001038 " — BaITY et Ahes — 08/27/2025 01/11/2024

Contractor Management

Export Data

ﬁ Data Import

Y Allocation Invoice

<
10 @ 50 100 Page 1of 1 (3 items) o

270.40 (Mar 05, 04:45) Copyright ©2026 Hancock Software Inc.

0" Program Template Settings

&8 HANCOCK™ 28
W SOFTWARE



Common filter combinations:

Status = Created + No scheduled assessment — Projects ready to schedule
Status = In Progress + Assessment complete — Projects ready for work order

creation

e Status = Pending Review + All inspections complete — Projects ready for
approval

e Condition = Roadblock identified — Projects that cannot proceed until an issue is
resolved

You can save frequently used filter combinations as named views so you do not have to
rebuild them each time.

. Lead Vendors only: Use the Ready for Operations Review and Failed Tech
Review saved views to manage your review queue efficiently.

“\, Contractors (HPC/IIC): Your project list is already scoped to your
organization — you only see your own work. Use status filters to separate
active projects from completed ones.

Managing Deferrals

A deferral occurs when a project cannot proceed to completion — typically because
conditions at the home make it unsafe, ineligible, or impractical to perform the work at
this time.

When a project is deferred, a deferral reason must be recorded. Deferral reasons are
drawn from a standardized list configured for your program. Common deferral reasons
include structural hazards, occupant health conditions, pending landlord approval, or the
customer declining service.

g0i SCREENSHOT NEEDED: 07-03_deferral-reason-selection.png —
Deferral reason selection screen on a project record — Source: Hancock
end-to-end transcript.md, near quote: “deferral reason tracking and
reporting...configurable deferral reason picklists”
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Project Detail

Project Info | @ Client Info || @ Building Info || < Validate | B Invoi

Client Name:

Client Phone:

Completed Date:

Job Type:

Rework:

Deferral Resolved:

Notes:
Comment
Schedule
@ More~
Activity Task Pers
Activity Assessmen t
Activity Inspect
Activity Assessmen t
Measure Management
@ | Measure Management
Detail A Existing Item

To defer a project:

oo~

5.

Open the project record

] Allocations:

un Energy Modeling

Address:

Client Email:

0000001038

Project Number:

Deferred Reason:

Leveraged @ DOE Deferrals

Project History: Cur

County:

Total Cost:

Audit Type:

Reweatherization:

Deferral Resolution Date:

Required work in excess of weatherization benefits

Deferred:
Previously Weatherized

Condemned
— Foreclosure
For Sale
| Ciient Moving/Moved
Seheduled Date No Mailing Address

1/10/2024, 3:48 PM Utility Disconnected

2/23/2024, 2:47 PM Utility Problem
8/21/2025, 3:10 PM Major Repair
| Knob & Tube

Asbestos

Class Identify Measure Name

Navigate to the Deferral section
Select the appropriate deferral reason from the dropdown

Add any relevant notes
Save — the project status will update to Deferred

Deferred Date:

tion Hours  Status

rent~ More v

$7,254.00

+ New | B
Last Date

12/3/2024 1:42:11 PM

12/3/2024 1:42:11 PM

8/27/2025 3:13:53 PM

#= Assign Work 3] X

Associated Item Item Count

5

i AllReports || [ Save | X Cancel| ~

[}
[}
X Total: 3
Cancel
‘ Cancel ‘

Deferrals are tracked and reportable. Your program administrator may use deferral data
to identify systemic barriers in the program and adjust outreach or eligibility strategies
accordingly.

Note: Deferral reason lists are standardized at the program level. If you

encounter a situation that does not match any available reason, contact your
administrator — the list can be updated to add new options. DOE deferral
taxonomy templates are also available as a starting point for programs that
follow federal weatherization guidelines.

Roadblocks and Pre-Weatherization

A roadblock is a specific condition found during an energy assessment that prevents

major weatherization measures from being installed until the condition is resolved. The
most common example is the presence of knob-and-tube wiring, which must be
addressed before insulation can be added.
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When a roadblock is identified (typically flagged during a Mint Mobile assessment), the
project is marked accordingly and cannot advance to major measure installation until
one of two pathways is completed.

Pathway 1: Pre-Weatherization

Pre-weatherization work is customer-funded electrical or structural repair that clears the
roadblock. The customer arranges and pays for this work independently.

Workflow:

1. Roadblock is flagged during assessment (automatically or manually)

2. Customer is informed and arranges the necessary repairs

3. Once repairs are complete, staff update the project to clear the roadblock
4. Major measure installation can now proceed

Pathway 2: Facilitated Services

In some programs, the program itself facilitates the resolution of certain roadblocks
rather than leaving it entirely to the customer.

“: Program Administrators only: Whether facilitated services are available,
and under what terms, is determined by your program configuration. Contact
your Hancock administrator to confirm the pathways enabled for your program.

Multifamily programs: Roadblock resolution in multifamily buildings can affect
multiple units. If a building-wide electrical issue is identified, the roadblock may
need to be cleared at the building level before any units can proceed to major
measure installation.

Attaching Documents to a Project

Supporting documents — such as signed contracts, inspection reports, photos, and lead
paint disclosures — can be uploaded directly to a project record in Hancock Software.

To upload a document:

Open the project record
Navigate to the Documents section
Click Upload and select the file from your device

The document is attached to the project and accessible to all users with visibility
into that project

e
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Multiple documents can be uploaded to a single project. Documents uploaded from Mint
Mobile (such as assessment reports and signed contracts) will appear here
automatically after a sync.

. Lead Vendors only: During your invoice review, use the Documents section
to verify that all required paperwork is present before approving an invoice.
Missing or unsigned documents are a common reason for invoice rejection.

8. Scheduling

Overview

Scheduling in Hancock Software connects a customer’s project to the field staff who will
perform the work. An assessment — the on-site energy audit — must be scheduled
before field work can begin and before Mint Mobile will download the project to a field
assessor’s device.

Scheduling can be done manually by office staff, or automated through an API
integration with a third-party scheduling system your organization already uses.

Scheduling an Assessment

SCREENSHOT NEEDED: 08-01_schedule-assessment-screen.png —
Assessment scheduling screen on a project record showing date, time, and
assessor assignment fields — Source: Hancock end-to-end transcript.md, near
quote: “office workers schedule assessments in Hancock”
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Project Detail

Project Info | @ Client Info | @ Building Info || ¢ Validate | B Invoice

Client Name: New Applicant Address: 25 W main,

Client Phone: (555) 555-5555 Client Emait newapplicant@gmail.com
Completed Date: m Allocations:

Job Type: - Project Number: 0000001246

Rework: Deferred Reason:

Deferral Resolved: Deferred:

Notes:

Add Note(s) here!

Project History: Current ~

County:

Total Cost $0.00

Audit Type:

Reweatherization;

Deferral Resolution Date:

Deferred Date:

More +

i All Reports

B save | X Cancel| ~

Schedule

@ More~
Activity Task Person Scheduled Date Phase Number

Activity Assessment t demo.sf 3/18/2026, 7:36 PM Phase 1

+ New | @A

Last Date

x Total: 1

Measure Management
Project Invoice List
Existing Conditions
Project Document List

Project Review

To schedule an assessment on a project:

Open the project record

Navigate to the Scheduling or Assessments section
Select the assessment type (see below)

Enter the scheduled date and time

Assign the field assessor responsible for the visit

ok wpd =

triggers configured

ClC| <] <<

Save — an automated confirmation email will be sent if your program has email

Once an assessment is scheduled and saved, the project will be included in the next
Mint Mobile sync for the assigned assessor (within the configured download window,

typically 3 days out).

“\, Contractors (HPC/IIC): If your organization uses a third-party scheduling
tool that is integrated with Hancock Software, assessments may appear on
your project automatically without manual entry. Confirm your scheduling

workflow with your office manager.

Assessment Types

Hancock Software supports several types of scheduled visits, each serving a distinct

purpose in the program workflow:
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Assessment Type
Energy Audit

QC Inspection

State Monitor Inspection

Re-inspection

Multiple visit types can be scheduled on the same project simultaneously — for
example, an emergency repair can be scheduled alongside a pending audit without

conflict.

Multiple Visit Scheduling: Projects may require multiple assessment visits
across different units or building areas. Each visit can be scheduled
independently and synced to separate field assessors. All visit data rolls up
into a single project record.

Purpose

Initial on-site assessment; the
primary field visit where Mint
Mobile is used to collect all home
data

Quality control visit to verify work
completed by a contractor

Regulatory compliance visit
conducted by a program
administrator or state monitor

Follow-up visit after a rejected or
failed inspection

Automated Email Notifications

Hancock Software can send automated emails at key points in the scheduling workflow
— confirming appointments with customers, reminding contractors of upcoming visits,
and alerting staff when a project has gone too long without activity.

101 SCREENSHOT NEEDED: 08-02_email-trigger-config.png — Email
trigger configuration screen showing event type, conditions, and template
assignment — Source: Hancock end-to-end transcript.md, near quote:
‘automated email triggers for scheduled appointments...email content
templates customizable”
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=l¥&#§ﬁ\g§ ADMIN a 2 0 MINT @ Support % Sign Out

Organization  Intake Template || Agency Territory Relationship || User Login Details | Failed Login Details |~ MINT Data Mapping |~ BO Management | Automated Emails | More v
[3  Note: 'Sent To Static Emails’ value is split by ; ‘ + Add ‘ B save @ Remove X Cancel Q Clear Search
Enabled  OwnedAgency  Event SentTo Sent To Static Emails Email Subject Email Template File Intake Template

Callback Installed Auditor, Inspector Callback Installed Click Here to get Email Content

Callback Installed Auditor, Inspector Callback Installed Click Here to get Email Content

Invoice Pre-Approval Fails Invoice Pre-Approval Fails  Click Here to get Email Content

Invoice Pre-Approval Fails Invoice Pre-Approval Fails  Click Here to get Email Content

Invoice Pre-Approval Fails ~ Auditor, Inspector Invoice Pre-Approval Fails  Click Here to get Email Content

Invoice Pre-Approval Fails Invoice Pre-Approval Fails  Click Here to get Email Content

Invoice Pre-Approval Fails ~ Auditor, Inspector, Vendor Invoice Pre-Approval Fails  Click Here to get Email Content

Invoice Pre-Approval Fails  Auditor Invoice Pre-Approval Fails  Click Here to get Email Content

Invoice Pre-Approval Fails  Auditor Invoice Pre-Approval Fails  Click Here to get Email Content

] Invoice Pre-Approval Fails  Auditor Invoice Pre-Approval Fails  Click Here to get Email Content
Contractor Management Invoice Pre-Approval Fails Invoice Pre-Approval Fails  Click Here to get Email Content
B Export Data Invoice Pre-Approval Fails ~ Auditor, Inspector Invoice Pre-Approval Fails  Click Here to get Email Content
Auditor Assigned Auditor Assigned Click Here to get Email Content

ﬁ Data Import @

] >
10 ° 50 100 Page270f27 (533items) < 1 23 24 25 26 °

Ry Program Template Settings | =8 U e s 0445) ) Copyright ©2026 Hancock Software Inc.

Email triggers are configured by your administrator and can be set up for events such
as:

Assessment scheduled — send confirmation to customer
Assessment scheduled — send notification to assigned assessor
Work order assigned — notify contractor

No activity within 90 days — send reminder to office manager

Each trigger has a customizable email template. The content, subject line, and
recipients are all configurable per event type.

Program Administrators only: Email trigger configuration is managed in the
Administration section. You can add, edit, or disable triggers at any time. An
email log in the Reports section records every automated message sent,
including the triggering event, recipient, and timestamp.

API Integration with Third-Party Scheduling Systems

If your organization uses a dedicated scheduling platform, it can be connected to
Hancock Software through an API integration. When an appointment is created in the
external system, it is automatically written to the corresponding Hancock project — no
double entry required.
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API scheduling integrations are set up by the Hancock professional services team.
Contact your Hancock representative if you want to connect an existing scheduling tool.

9. Mint Maobile: Field Assessments

Overview

Mint Mobile is the field application used by assessors to conduct on-site energy audits,
document installed measures, and capture all the data that flows back into Hancock
Software. It runs offline, walks assessors through a structured checklist, and handles
everything from household data collection to signature capture and document
generation — all in a single visit.

Mint Mobile operates in three modes, each designed for a different phase of field work:

Mode Used By Purpose
Assessment Field assessors Conducting energy
(HPCs) audits and direct
install work
Installation Installation contractors Recording installed
(ICs) major measures
on-site
Inspection Inspectors / QC staff Comparing completed

work against the
original audit;
accepting or rejecting
measures

This section covers the Assessment mode in detail. Installation mode is described in
Section 11 and Inspection mode in Section 12.

Before You Head Out: Morning Sync

Before leaving for the field each day, sync Mint Mobile to download your assigned
projects.

@ Mint Mobile (field assessors): A project will only appear on your device if it
has been scheduled within the download window (typically the next 3 days)
and the sync has been completed. Always sync before you lose connectivity.
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To sync before field work:

1. Open Mint Mobile on your device
2. Tap Sync on the home screen
3. Wait for the sync to complete — your assigned projects for the day will download
to your device
4. You are now ready to work offline
Tip: If you have photos from a previous session that have not yet uploaded,

they will be pushed to Hancock Software during this sync. You may optionally
skip downloading photos from previous projects to save time and storage.

Navigating the To-Do List

When you open an assigned project in Mint Mobile, you are presented with a To-Do List
— a guided, step-by-step checklist of every task required to complete the assessment.
Each step must be completed in sequence before the next one unlocks.
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=l Hancock MINT
Signed in as matt.mdsf
Project Overview:

h Site Assessment

IN PROGRESS

DOE sample Single Famil
123 W Main Sireet
Annapelis, 20000

Project: 0000001142 Mark Project as
Done

To Do List

Confirm Client Information

v

Client Information is completed...
Completed

Collect Building & Utility Information

Single Family Home Information is completed...

Complated (T
Health and Safety / Other Measures
No Health and Safety Measures have been entered... A
Completed Review..
DOE Deferrals ?

DOE Deferrals have been entered, but no DOE Deferral Meas...

Completed Review.. -
Combustion Safety and Testing

Photo Notes

No Combustible Fuel in Building Info, Utilities.
Completed
Aiir Infiltration (Blower Door Testing) n
> - —
v (& H—
Blower Door Testing requirements are completed.

Gt Review... info Text Notes

Heating and Cooling C[: o— Bu

Existing space heater, Heat Pump(Electricity) Existing Heatin...

The exact tasks on your To-Do List are configured for your program. A typical sequence
includes:

Confirm customer information
Complete building information

Health & safety questionnaire
Measure selection and documentation
Capture photos

Obtain electronic signatures

Generate and review documents
Mark assessment complete

@ Mint Mobile (field assessors): If you need to go back and edit a previous
step, tap the step name in the To-Do List to reopen it.

©NOORWN =
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Step-by-Step: Completing an Assessment
1. Confirm Customer Information

The first task confirms the customer’s contact details, address, and account information
that were entered during application intake. Review and correct any errors before
proceeding.

21 Hancock MINT = o
Client info
DOE sample Single Family

Customer DOE sample Single Family
First Name DOE sample

Last Name Single Family

Customer Email Sample@sample.com
Customer Phone (555) 444-3124

Home Phone (555) 444-3124

Street Address 123 W Main Street

Suite/Unit Enter text

Key fields to confirm:

e Owner/occupant status — If the customer owns the home, landlord fields will be
hidden. If they rent, landlord contact information fields will appear.

e Fuel type — Confirms which utility accounts are associated with this home. This
drives measure allocation and pricing downstream.

e Home built date — If the home was built before 1979, lead paint check fields will
be triggered later in the assessment.

2. Building Information

This section captures the physical characteristics of the home needed for energy
modeling and measure eligibility.

Fields typically include:
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Building type, size, and number of stories
Heating and cooling system types
Insulation levels (existing)

Window and door details

Number of occupants

Conditional logic controls which fields appear — for example, selecting “heat pump” as
the heating system will display different follow-up fields than selecting “gas furnace.”

Multifamily programs: For multifamily projects, building information may be
collected at both the unit level and the building level. Your program
configuration determines which fields apply to individual units vs. the whole
building.

3. Health & Safety Questionnaire

The health and safety section documents any conditions in the home that could affect
occupant safety or the eligibility of weatherization measures.
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Area and Item Area and ltem
Second App Second App

Item info for Health Safety Item info for Health Safety
Hea Hea
Notes Not
Saved Notes... Save Last Note New Note Saved Notes... Save Last Note New Note
Q serers v Q| Gerenl v
Active Fire = [Barvier(:ummenls Enter text l
s s
Hez  PacM He: [Ln(alml\ of Barrier Enter text l
Exist B3
Gen¢
Domestic Hygiene

PACM

Domestic Hygiene

| Structural Hazard v l

Gas Leak.

Open Construction {4 Sq Ft or Less)

. Knob and Tube .
i}
o
®

Photos... 8 Photos..

As you check items in this section, additional fields appear automatically. Common
triggers include:

e Knob-and-tube wiring detected — Roadblock checkbox appears;
pre-weatherization eligibility checkbox appears

Carbon monoxide risk — Additional documentation fields appear
Structural hazard identified — Deferral pathway opens

Complete all items honestly. Health and safety findings carry compliance and liability
implications, and the data flows directly into the project record in Hancock Software.

4. Measure Selection — Direct Install Measures

Direct install measures (also called ISMs — Installed Measures) are small energy
efficiency upgrades installed by the assessor during the visit itself: faucet aerators, LED
bulbs, door sweeps, weatherstripping, advanced power strips, and similar items.
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Item info for Lighting Existing

Notes

Saved Notes... Save Last Note New Note

Q Lighting Details v
Lighting Fixture Lighting Existing
Quantity 15

Appliance Dining Lighting v

Search for Recommendations X Q Cancel

(ECM) LED - 11W A-type l

Recommend

(ECM) LED - 11W PAR 30 l
(ECM) LED - 15W A-type ) l
(ECM) LED - 17W PAR 40 l

............

Select Measure Done

To record a direct install measure:

1. Locate the measure in the direct install list

2. Enter the quantity installed

3. Check the Installed checkbox for each completed item

4. The install date is automatically recorded as today’s date

Measures not installed should be left unchecked. If a measure cannot be installed (e.g.,
wrong fitting, customer declines), note it in the comments field.

Major measures — larger upgrades such as air sealing, insulation, or HVAC
replacements — are also selected during the assessment, but they are not installed at
this stage. They are recommended in the assessment record and installed later by a
separate contractor via a work order.

. IRA HOMES/HEAR Programs: When your project is associated with an IRA

HOMES or HEAR allocation, Mint Mobile will display the applicable HOMES or
HEAR rebate measures alongside your standard program measures. Incentive
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amounts for these measures are calculated based on modeled energy savings
and the household’s AMI tier.

5. Energy Modeling

After building data and measures have been entered, Mint Mobile can run energy
modeling calculations offline to estimate the energy savings from the proposed
measures.

o | HANCOCK™ [ V1T
W8 SOFTWARE
Energy Saving Report
Reporting UTC Date Time: 03/17/2026 17:46

DCED Reporting

Selecta Reportfrom the it (1.10.5) Energy Modeling Report vi23419) A 4
n
S HANCOCK™ [ Y]] N
u I SOFTWARE w Project Number: 0000000034 Location: ABINGDON, Virginia
" . Address: 13 W Clifford St VIRGINIA BEACH VA,
Energy Modeling Report Notifications: Client Name: D2 YTest
MINT (INFO). o
. . Total Fuel Cost: Job Lifetime: 26.34
MINT Validation (WARNING): Base Job SIR: 6.162863 Job Cost: 57,513.43 227710
Surfa
Annual Savings of Lifetime Savings of CFMS0 Reduction: CEM: 66.67°
MINT (NOTIFICATION) 147.79 mmbtu 3,893 4 mmbtu 2,000.00 : v
MINT (NOTIFICATION) Pre Heating Degree Post Heating Degree Pre Cooling Degrae Post Cooling Degree
= Days: 4,537.29 Days: 4537.29 Days: 722.79 Days: 722.79
MINT (NOTIFICATION) Net Wall Reduction [WL1_S]
Minus Door Area (20) = Net Wall Total SqFt (328)
MINT (NOTIFICATION) L4 E]
= et Wall Total SqFt (348) System Design Capacity
MINT (NOTIFICATION) WLa_E]
a = Net Wall Total SqFt (328) Item Pre Post
MINT (NOTIFICATION) Net Wall Reduction [WL2_W] v
Minus Door Area (20) = Net Wall Total SqFt (340) Heating @ @
MINT (NOTIFICATION) Net Wall Reduction [WL2_W] Cooling (<] @
Minus Window Area (12) = Net Wall Total SqFt (328) -
Peak Heating Load
MINT (NOTIFICATION) Net Wall Reduction [WL2_W]
Minus Window Area (12) = Net Wall Total SqFt (316) (BTUMI) 12.584.16 4227055
MINT (NOTIFICATION)
Peak Cocling Load
(BTUIHN) 49700.3 2129379
MINT (NOTIFICATION) Heating Output (BTU/H) 200,000 99.000
Cooling Qutput (BTU/Hr) 36,000 99,000
MINT (NOTIFICATION)
Heating Thermostat
Setting 68 68
Cooling Thermostat
Setting . g

The energy model uses:

Home characteristics captured earlier in the assessment

Actual or estimated utility usage data

DOE/NREL verified calculation methods (BPI1-2400 compliant)
Your organization’s utility-specific price sets (loaded during sync)

Results are displayed as a dynamic proposal showing projected energy savings and
estimated costs for each recommended measure. This can be reviewed with the
customer on-site.

6. Capture Photos

Photos are attached to specific items or to the project as a whole. They create the visual
record that supports invoice review, QA inspections, and regulatory compliance.

&8 HANCOCK" 43
W SOFTWARE



Signed in as matt.va

Project Overview:
ﬂ Site Assessment

IN PROGRESS
D1 yTest
45 8 Jefferson St

WOODBRIDGE, 22193
Project: 0000000033

Existing Cooling System - Central Air

Existing Heating System - Forced Hot Air
To Do List
HVAC Systems
Combustion Safety and Testing
(ECM) Heat Pump Replacement

No Combustible Fuel in Building Info, Utilties.
Completed

Air Infiltration (Blower Door Testing)

v 4

Search Existing ftems and Measures
Blower Door Testing requirements are completed. Search Existing ftems and Measures Down

.-
E|]l

Completed Add exsisting space conditioning

Heating and Cooling

v &

Existing Cooling System - Central Air, Central A A..

=
E 1}

Existing Cooling System - Central Air
Completed

Distribution Ducts +
3 o—
v : & =
Ducts: (Main Supply - Basement) attached to: -Exis... Existing Heating System - Forced Hot Air
Completed Review infa +
Distribution Tests
v Distribution Tests * = Existing Heating System - Forced Hot Water
Completed Review. fo
Thermostat Settings
» O
@ temino
Completsd open. o
Domestic Hot Water MW Remove
73
No Hot Water Heaters have been audited
Completed Review. 8 Photos..

To capture a photo:

Navigate to the item or section requiring a photo
Tap the camera icon
Take the photo

The photo is automatically tagged with the item name, date, time, and
geolocation data

5. Add a voice note or typed description if needed

pwbh -~

Photos are stored on the device until the next sync, at which point they are uploaded to
the project record in Hancock Software and organized automatically.

Tip: Take photos of pre-installation conditions (existing equipment, problem
areas) as well as post-installation results. This before/after record is required
for invoice review and may be requested during compliance audits.

7. Obtain Electronic Signatures

Before completing the assessment, obtain the required electronic signatures directly on
the device. Signatures are legally valid and are stored with the project record
automatically.
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Select a Report from the list Customer Billing Release

HOME ENERGY SOLUTIONS

BILLING RELEASE

Why release your usage data?

At the end of your visit, the Vendor will provide you with a HES Comprehensive Home
Energy Report outlining your home's energy usage, savings achieved during the visit, and
make recommendations for upgrades. After the Viendor performs tests and installs energy-
saving measures, usage data is required to make savings estimates more accurate because
they reflect the usage patterns and load shapes of your home.

What information will be released?

By signing below, you will release billing data, which will be limited to the energy used in the
month and the amount charged for that energy. Your payment history will not be released.

Please Check One:

| authorize the Companies to release my billing information to the assigned HES
Vendor in order to evaluate potential savings resulting from proposed installed

weatherization measures.

D | do not authorize the release of my billing information.

—

Clear

éj—gf\/

Customer Signature Date: 2026-03-18

Save and Submit

Documents that typically require a customer signature include:

Billing release — authorizes access to the customer’s utility account data

Weatherization contract — outlines the scope of work and customer obligations

Health & safety disclosure — acknowledges any health or safety findings

documented during the assessment

e Financing application — if a heat loan or on-bill financing product is offered

(program-dependent)

o Self-attestation of income — for IRA or income-verified programs

Each signature form is presented in sequence. The customer signs directly on the
screen. Completed signatures sync to Hancock Software and are attached to the

relevant document in the project record.

&5 HANCOCK™
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. IRA HOMES/HEAR Programs: IRA HOMES rebate programs require a
signed affidavit from the claimant attesting to the validity of household income
information, occupant count, and enrollment documentation. For multifamily
buildings, a building owner signature confirming that improvements were made
at the specified address is also required.

8. Generate Documents

After data entry and signatures are complete, Mint Mobile generates the program
documents for the visit - these documents can be configured specifically for your
program and populated with data captured during the assessment.

Documents generated may include:

Home Energy Assessment Report
Receipt for direct install measures
Weatherization Contract

Permit Authorization Form
Contractor Information Form
Contractor Incentive Report

Energy Savings Report

Heat Loan Intake Form (if applicable)

The exact documents generated depend on your program configuration. Document
branding (logo, header) reflects the lead vendor organization of the logged-in user.

Review each document for accuracy before leaving the site. If an error is found, return

to the relevant To-Do step, correct the data, and regenerate the document.

9. Mark Complete and Sync

When all To-Do List steps are checked off, mark the assessment complete. This flags

the project for sync and signals to Hancock Software that field work is done.

&8 HANCOCK"
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Signed in as jamie.wm

Project Overview:

H Site Assessment

IN PROGRESS.

Home
Projects Currently Assigned

Second App

21 Main St
Chebanse village, 60914 -

Assessment
Client Info  Building Info Date

1 Project Filler Projects

Second App

“Marke! Rate’

To Do List

Upload File

Confirm Customer Information
Client Information complete.
I Chentinfo  Start
Customer Release
v custome reLease Signed. ea
Completed fecec )
Billing Release
v EE
CUSTOMER BILLING RELEASE Signed.
Completed jeciDoc )
DOE Score Release
V' customer poe score ReLease s fb
igned.
Completed
Health & Safety Check
Last Sync

3/18/2026
43956 PM

@)

Sync

1 or more Health & Safety ltems are incomplete.
Completed
Asbestos

No Asbestos material found.
Complate

Mold Build: 1520

v

No Mald material found.

To complete and sync:

Tap Mark as Done on the project

A sync flag will appear indicating data is ready to upload

When you return to a network connection, open Mint Mobile and tap Sync

All captured data — household information, measures, photos, signatures,
energy model results — is pushed to Hancock Software

5. The project record in Hancock Software updates automatically; the project is now
ready for the next workflow step

@ Mint Mobile (field assessors): Data stored on your device is safe even if you
close the app or your device loses power before syncing. Your work is saved
locally and will upload as soon as you sync.

PoOoDN~

Working Offline

Mint Mobile is designed to function completely offline. Once projects are downloaded
during your morning sync, you can complete full assessments — including energy
modeling, document generation, and signature capture — with no internet connection.

The only thing that requires connectivity is the sync itself. Everything else works offline
without limitation.
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Note: Do not uninstall or update Mint Mobile while you have unsynced project
data on your device. Complete your sync first, then update the app.

10. Work Orders
What Is a Work Order?

A work order is the task assignment that tells an installation contractor or crew exactly
what work to perform on a specific project. Work orders are created after the energy
assessment is complete and list only the measures selected during the audit —
insulation, air sealing, HVAC replacements, and similar upgrades.

Work orders are the mechanism by which energy efficiency organizations or agencies
assign specific scopes of work to contractors. Once assigned, the contractor sees only
the project details and measures included on their work order — not the full project
record.

Creating a Work Order

. Energy Efficiency Organizations / Agencies: Create work orders for
contractors within their network.
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Step 1: Navigate to the work order menu and select new

Measure Management A~

o \@ O
— —_—

5 Moasure Management tractor  lssuedDate  IssuedBy  AssignType  Status  Planned StartDate  Planned EndDate  Rejected Reason  Comment  WorkOrder  Documents  Crew Chief
A Work order v 8 a (an AR B o 8w - Q Q Q Q
ise 2072026 Tara Joseph Accept  2/10/2026 21172026 . WorkOrder  Documents  Kiefer
Assign Alocation
o Pagotott (tiems) < (@)
Change Audit

Step 2: Select the contractor, enter the issue date and save

Work Order # ~ Measures  Contractor Issued Date  IssuedBy  AssignType  Status  Planned Start Date  Planned EndDate  Rejected Reason ~ Comment  Worl

Q Q (A > Q 8 o (Al v . voQ 8 o 2 @ v Q Q

Worl
@ | Work Order v + New || O ClearSearch | |
Work Order # Measures Contractor Issued Date Issued By AssignType Status Planned Start Date Planned End Date Reje
Q Q (A1) v Q G a (A1) v . ovoQ e o 8 @)

53726 Click here 2/9/2026 Tara

Step 4: Select Measures

Work Order Measures

i} Installer v Install Finish .. m ‘ v Apply(“ SelectMeasures) + Enter Pre And Post CFM50 H B save

&8 HANCOCK"
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Select Measures

o

Measure

oo OO O OO OODODOOOODO

Air Sealing at Estimated 62.5 CFM50 Per Hour
Attic Floor - 6in Dense Pack Cellulose

Attic Floor - 9in Fiberglass Batting

Attic Floor - 9in Open Blow Cellulose

Attic Sheathing Access

Attic Temporary Access

Damming

Install Aluminum Soffit Vent 4x16

Propavent

Rim Joist - 6 in Fiberglass Batting

Roof Vent - 12in

Walk Up Walls - Buffered Interior - 4in Dense Pack Cellulose
Walls - Wood Shingle - 4in Dense Pack Cellulose

Walls - Wood Shingle - 4in Dense Pack Cellulose

To create a work order:

© 0N kWD =

Open the project record
Navigate to the Work Orders section
Click New
Select the contractor and issue date and Save
Select they Click Here hyperlink
Select the measures to include on this work order

Choose the assignment type (optional)

Enter the planned start and end dates

Save — an automated email notification will be sent to the assigned contractor if

email triggers are configured

Area

Air Infiltration

Attic

Attic

Attic

Attic

Attic

Attic

Attic

Attic

Basement

Attic

Attic

Wall

Wall

Note: A single project can have multiple work orders, each assigned to a

different contractor. However, each work order is assigned to one contractor
only, and that contractor will only see the measures on their specific work

order.
& W HANCOCK"
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Contractor Assignment Types

When creating a work order, you can specify how the contractor was selected

Assignment
Merit-based

Rotational

Manual

Other

Type

Description

Contractor selected based on
performance history or rating

Contractor selected according to a
round-robin rotation among eligible
contractors

Contractor selected directly for a
specific reason

Any other assignment rationale

Note: Assignment types can vary in different installations.

What Contractors See

Once a work order is assigned, the contractor can log in to Hancock Software and view
their assigned projects.

Project Detail

Projectinfo @ Clientinfo ) Buildinginfo ¥ Validate [ Invoice

Client Name:

Client Phone:

Project Number

Project Status:

Notes:

Schedule

Detail

Detail
Detail
Detail

Detail

Detail

5) here!

ERNEST Morgan

Pricing Effective Date:

1624446943

Energy Specialist User.  Scott Soares

Wx In Progress

Measure Management

i} Measure Management

Sync Rejected

(A

Area

(Al

Air Infiltration

Air Infiltration

Air Infiltration

Attic

Attic

&5 HANCOCK™

SOFTWARE

i AllReports @ Save X Cancel

Project History: Current = More
Address: 29 Brookside Rd, County:
Client Email: Total Gost: §5,437.39
i) Completed Date: (] Primary Allocation: ~ National Grid Gas (CLW-CCC)
- Allocations: Audit Type:
Inspection Type: - Inspector Location:
+ New O IS AssignWork B ¢ x
Existing ltem Class Identify Measure Name Measure Unit  Associated Item
(70 - (Al - A -

Target Blower Door Test  Air Infiltration Measures Air Sealing at Estimated 62.5 CFM50 Per Hour HR

Target Blower Door Test  Air Infiltration Measures Door Sweep EA

Target Blower Door Test  Alr Infiltration Measures  Exterior Door Weather Stripping

Access: Door Attic Measures. Attic Door - 2in Thermal Barrier Polyiso

FgEe

Access: Pulldown Attic Measures. Attic Stair Cover (with AS hrs)

] t @ Ssave Profile
ItemCount  UnitQty  Qty
1 10 10
1 3 3
1 3 3
1 1 1
1 1 1
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“\, Contractors: Your work order view shows only the specific project and
measures assigned to you. You will not see other measures on the same
project that belong to a different contractor’s scope.

Contractors can see:

Project address and customer contact information

The specific measures they are responsible for installing
Planned start and end dates

Any relevant notes

Accepting or Declining a Work Order
When a work order is assigned, the contractor can accept or decline it.
To accept a work order:

1. Open the work order in Hancock Software
2. Click Accept

3. The work order status updates — the lead energy efficiency organization or
agency is notified

To decline a work order:

Open the work order
Click Decline
Enter a reason for declining (required)

Submit — the work order is returned to the organization / agency’s queue for
reassignment

hoonN -~

. Organizations / Agencies only: Declined work orders appear with the
contractor’s stated reason. Reassign to another contractor or investigate the
reason before reassigning.

Tracking Work Order Status
Work order status tracks the contractor’s progress through the assignment.

Status Meaning

Pending Assigned but not yet accepted by
the contractor
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Status Meaning

Accepted Contractor has confirmed the
assignment

In Progress Installation work has begun

Completed Contractor has marked all
assigned measures as installed

Declined Contractor has declined; awaiting

reassignment

11. Installation & Measure Tracking

Overview

After a work order is accepted, the installation contractor performs the physical
installation of major measures at the customer’s home. When the work is done, the
contractor records the installation in Hancock Software — logging what was installed,
when, and by whom.

This section covers how installation is recorded in the Hancock Software web interface.
Field-based recording of direct install measures during an audit is covered in Section 9:
Mint Mobile.

Recording Installed Measures

“\, Contractors: Record installations as soon as they are complete to keep the
project moving through the workflow. Measures without an install date may not
be able to be included on an invoice.

01 SCREENSHOT NEEDED: 11-01_measure-installation-entry.png —
Installation entry screen on a work order showing measure list, installed
checkboxes, and date fields — Source: Hancock end-to-end transcript.md,
near quote: “contractor selects measures installed...contractor enters install
date...contractor marks ‘installed’ checkbox”
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Work Order Measures

(3 ( v ﬁ v Apply_) Select Measures + Enter Pre And Post CFM50

Measure Install Finish Date

<]

Air Sealing at Estimated 62.5 CFM50 Per Hour

8]

Attic Door - 2in Thermal Barrier Polyiso

<

Attic Floor - 9in Fiberglass Batting

&

Attic Stair Cover (with AS hrs)

<]

Bath Fan Hose

(<]

Door Sweep

o

Exterior Door Weather Stripping

Install Aluminum Soffit Vent 4x16

< I <

Propavent

To record a completed installation:

Open the work order in Hancock Software

Use the click here hyperlink to locate the Measures section

For each measure installed, check the Installed checkbox

Enter the install date the completed measures

Select the installer name (the individual who performed the work)
Save

ok wh =

Note: You can save partial installations. If some measures on the work order
are complete and others are not yet installed, check only the completed ones
and save. Return and update when the remaining measures are done.

Install Date and Installer Name

Both the install date and installer name are entered. Hancock system configuration can
vary. Some organizations enter Work Order and Install Information using the Measure
Management Assign Work button.
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Measure Management

3 Measure Management - + New Q o a 7= Assign Work

Assign Work 0 x
Contractor Order Date
Apply - m
Installer Install Finish Date

Direct Install vs. Major Measure Lifecycles

Direct install measures and major measures follow different paths through the system:

Direct Install
Measures Major Measures
Installed by Field assessor, during Installation contractor,
audit via work order
Recorded in Mint Mobile (during Hancock Software
assessment) web interface (after
installation)
Install date Auto-populated at time Entered manually by
of audit contractor
Invoiced on Post-assessment Post-installation
invoice invoice

Both measure types must have an install date and be marked as installed before they
can appear on an invoice.

Measure Allocation Logic

Each measure installed on a project can be assigned to a funding allocation.Select
Assign Allocation. Manually select the allocation per measure

How to assign a group of measures to an allocation or allocations

e Check the measures — Make sure the allocation or allocations you want to
assign is displayed
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e Select Apply — all selected measures will be assigned to that allocation

Measure Management

(a Measure Management La |

Del \easure Management 1

. Work Order )
De: nf

. Assign Allocation
) DOE (2025) & Clear Search

Class Identify Area Name Measure Name Invoice Status Total Cost Remaining Amount
Air Infiltration Measures  Air Infiltration (ECM) Airsealing - Basement $230.00 $230.00
Air Infiltration Measures  Air Infiltration (ECM) Airsealing - Blower Door testing $200.00 $200.00
Air Infiltration Measures  Air Infiltration (ECM) Attic - Air Sealing $230.00 $230.00
Air Infiltration Measures  Air Infiltration (ECM) Door - weatherstrip Door A and B $214.00 $214.00
Air Infiltration Measures  Air Infiltration (ECM) Door / Window - Caulk casing If $240.00 $240.00

How to assign a measures to an allocation directly in grid

e Enter the amount assigned to the allocation directly in the assign allocation grid

— Save
DOE (2025) v Apply { Clear Search ‘ B Ssave ‘ \ X Cancel
Measure Name Invoice Status Total Cost Remaining Amount DOE (2025) DOE BIL (2022)
(ECM) Airsealing - Basement $230.00 $230.00 $230.00
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12. Inspections & Reviews

Overview

Before an invoice can be approved and paid, the work on a project typically passes
through one or more formal reviews. Hancock Software supports several review types,
from internal organization or agency checks to physical on-site inspections by Quality
Assurance staff.

Organization / Agency Reviews

Conduct workflow reviews at defined points in the project lifecycle using the project
review feature. Project reviews are tailored at the system administrator level, here are
some example stages of project reviews:

Review Purpose Performed By

Operations Review Confirms operational ~ Organization / Agency
readiness — all
required fields
complete, documents
present

Technical Review Assesses the Organization / Agency
technical quality of the
assessment and
proposed measures

Work Order Clearance for an Organization / Agency
Assignment Review contractor to be
assigned
Inspections

For on-site inspections — whether in-process (during installation) or post-installation —
Hancock Software provides an Inspection section that the inspector completes to
document their findings.
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Project Detail

B
Inspection Questionnaire General 3/18/2026

Inspection Questionnaire QA/QC Visit date * 03/17/2026
Inspection Questionnaire Is this an unpaid QA visit * 03/17/2026
Inspection Questionnaire Type of Weatherization QA/QC visit * 03/17/2026
Inspection Questionnaire Should a score be generated for this QA/QC visit? * 03/17/2026
Inspection Questionnaire What language was used to interact with the customer during the QA/QC visit? * 03/17/2026

Inspection Questionnaire Other language * 03/17/2026

ion Questionnai c ion Safety Visual i 3/18/2026
Inspection Questionnaire Correct fuel identified 03/17/2026
Inspection Questionnaire Located all CAZ 03/17/2026
Inspection Questionnaire Correct venting type identified 03/17/2026
Inspection Questionnaire Identified any CAZ or appliance related safety issues 03/17/2026

ion Qi i i Visual it ion task notes 03/17/2026

To complete an inspection questionnaire:

Open the project record
Navigate to the project review Inspections section
Open the applicable inspection questionnaire

Complete all fields — marking measures as passed or failed, adding notes,
attaching photos

5. Save — the inspection result is recorded on the project

N~

Note: Not all customers access inspection questionnaires. The inspection
questionnaire is in the Project Review section and is configurable at the
system administrator level. Your system may not display project review.

Inspections can be conducted in Mint Mobile (Inspection Mode) or through the Hancock
Software web interface, depending on your program’s setup.

Mint Mobile: Inspection Mode

@ Mint Mobile (field assessors): Inspection Mode is used by QC staff to
review completed installation work on-site. It is a distinct mode from
Assessment Mode and uses the same project file — meaning inspectors see
exactly what the original assessor captured and can compare it directly with
the physical work.

Note: Mobile inspections vary based on the configuration of your Hancock
system. If you do not see the inspection option in the task dropdown, your
system does not support mobile inspections.
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Schedule

Activity Task Person Scheduled Date Phase Number Duration Hours  Status Last Date
Activity - Phase 1
Activity Assessment Richard Sandy 2/26/2026, 3:03 PM Phase 1 Open 3/13/2026 4:05:03 PM

1 Inspect

Measure Management ‘ Monitor Inspe...

Inspection Mode workflow:

1. Sync the project to your device before arriving on-site
2. Open the project in Inspection Mode

3. Review each measure one by one, comparing the physical work to the original
audit record

4. For each measure: tap Pass (work meets standard) or Fail (work does not meet
standard)

5. For rejected or failed measures you can add a photo and note explaining the
issue

6. For post blower door tests: complete the post blower door cfm readings
7. Sync when complete to push results back to Hancock Software

Monitor Inspections

Each measure in the system can pass or fail monitor inspections. Lead organizations or
states review and pass or fail measures. Within Measure Management select the assign
work button. Select the Monitor Inspector and set the Monitor Inspection Date and
Monitor Inspection Status.

g0i SCREENSHOT NEEDED: 12-04_ga-scoring-screen.png — QA scoring
screen on an invoice or project showing score fields, documentation checklist,
and contractor rating — Source: Hancock end-to-end transcript.md, near
quote: “scoring based on documentation accuracy...score impacts contractor’s
ability to receive future work”
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Assign Work O x

Contractor Order Date
Install Finish Date

Inspector Inspection Date Inspection Status

Apply - (o]

Monitor Inspector Monitor Inspection Date Monitor Inspection Status
Apply - ) -

Monitor Inspections typically evaluate:

Accuracy of installation documentation vs. physical work
Completeness of required photos and signatures
Measure quantity and specification accuracy

Timely and correct invoice submission

A project’s monitor inspection status is visible to the organization the project is assigned
to.

13. Invoicing

Overview

Invoicing is how contractors document and request payment for completed work. In
Hancock Software, invoices are created after measure installation and inspection.

Example Invoicing

Could include major
measures (weatherization,

Measures are insulation, etc.) or direct
installed and install measures or crisis
Post-Installation Invoice inspection HVAC repairs.

Invoices go through a validation process review and approval workflow before reaching
the Program Administrator for final payment.
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Creating a Post-Installation Invoice

“\. Energy Efficiency Organizations / Agencies: Create the post-installation
invoice after all major measures on your work order or direct install measures
that are not on work orders have been installed, dated, and marked complete.

To create a post-installation invoice:

1. Open the project record
2. Select validate to make sure the project is ready for invoicing

Under Measure Management, select Assign Allocation to make sure the
measures are assigned to allocations.

Click Create Invoice

Select the applicable allocation(s)
Review the invoice month

Click Save when ready

w

No oA

.+ The invoice is now ready to submit on the Invoice screen

How Invoices Display
The invoice screen displays a list of invoices that can include multiple projects

= El(I)AF’#%?A(RKE INVOICE A L demohpc [ MINT @ Suppc

@ Admin Invoice
B Application @ More~ + New | B Save | X Cancel | Al v
bEE Allocation Allocation Invoice Number Reporting Month Status Direct Cost Indirect Cost Total Cost Invoice Date
0 o}
&  Container
DOE (2025) 8566 2026-03 Partial Open $10,524.80 $25.00  $10,549.80 03/17/2026
Ziolect DOE BIL (2022) 8557 2025-11 Submitted $1,979.55 $0.00 $1,979.55 11/28/2025
Report DHS-Crisis (ES) (2025) 556  2026-02 Submitted $28,113.72 $0.00  $28,113.72 03/13/2026
DHS-Crisis (ES) (2025) 8555 2026-02 Open $8,905.00 $0.00 $8,905.00
Wx Readiness (2025) 8553 2026-01 Submitted $5,132.05 $0.00 $5,132.05 01/31/2026
Configuration DHS-Crisis (ES) (2025) 8552 2026-02 Submitted $8,384.70 $0.00 $8,384.70  03/13/2026
DHS-Crisis (ES) (2025) 8551 2026-02 Submitted $230.00 $0.00 $230.00 03/12/2026

Measure
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Invoice Status Waorkflow

SCREENSHOT NEEDED: 13-03_invoice-status-workflow.png — Invoice
list screen showing invoices in different statuses (Open, Submitted, Under

Review, Approved, Rejected) — Source: Hancock end-to-end transcript.md,
near quote: “Open...Submitted...lead vendor review...Approved...Rejected”

INVOICE a L demohpc [J MINT @ Support %
Invoice
s More + + New a X All - = Filtel
Allocation Invoice Number Reporting Month Status Direct Cost Indirect Cost Total Cost Invoice Date Paymer
- S =
Wx Readiness (2025) 8553 2026-01 Submitted Open $0.00 $5,132.05 01/31/2026
| Submitted
[ Direct Costs View: | Direct Gost - ] | X Q [ Export
| Rejected
Project Number Client Name Contractor Subm) ge Address Total Cost
Approved
409
WR25-303-13 Lisa Morgan Crew CCAC Submitt et B $831.82 i
[@ Job Cost Details Submit S - & [ Export |Tol
Status What It Means Next Action
Open Invoice created; Energy efficiency
Energy efficiency organization reviews
organization and submits
reviewing before
submission
Submitted Energy efficiency Measures cannot be
organization has edited; awaiting
finalized and program administrator
submitted review
Approved Program Administrator Program administrator
approved; ready for creates allocation
allocation invoice invoice
Rejected Program Administrator Energy efficiency
found issues; returned organization corrects
to energy efficiency and resubmits
organization
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Reopening and Correcting a Rejected Invoice

If a program administrator rejects an invoice, it is returned to the organization with a
reason. The organization can reopen the invoice, make corrections, and resubmit.

“\, Contractors: Review the rejection reason carefully before making changes.
Common reasons include missing install dates, incorrect measure quantities,
unsigned documents, or wrong allocation selection.

To correct a rejected invoice:

1. Open the rejected invoice
2. Click Reopen (or the equivalent button in your configuration)

3. Make the required corrections — adjust measure quantities, add missing dates,
or change the allocation

4. Click Submit to resubmit for lead vendor review

Note: If corrections require changing measure quantities significantly (not just
dates or allocation), a change audit process may be required.

Allocation Invoices

Once individual contractor invoices are approved, a Program Administrator creates an
allocation invoice — a batch invoice that pulls all approved line items for a given
allocation into a single payment request submitted to the funding source.

- Program Administrators only: Allocation invoice creation is restricted to
Program administrators and utility or state-level users.

ALLOCATION INVOICE A s O minT @ Support % Sign Out
@ More~ Q Save O + New X Cancel
(Al - - (Al - i) ]
C ) ( ) ( )
To create an allocation invoice:
1. Navigate to Invoices — Allocation Invoices— New
2. Select the allocation
3. Set the allocation invoice date
4. Enter the Invoice Year and Month (Format is YYYY-MM)
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5. Enter the Invoice Date on or Before and Save

6. Save and the Allocation Invoice is created — all approved line items for that
allocation are pulled in automatically

7. Review the line items and remove any that should not be included in this run

8. Select the export format for your funding source

9. Set the Status to Open. Set the status to Close when the funding source has
accepted the invoice — no further editing is permitted after closing

14. Reporting & Dashboards

Overview

Hancock Software provides reporting and dashboard tools that give program
administrators, energy efficiency organizations, states and contractors visibility into
program performance, funding utilization, and compliance status. Most reports are
available in real time, pulling from live project data.

Project-Level Reporting

The most immediate form of reporting in Hancock Software is the project list itself —

a

filterable, configurable grid that can surface exactly the records you need with the right

combination of filters and saved views.

Beyond filtering, project records carry detailed data at the measure and invoice level,
making it possible to drill into specific projects and understand cost, stage and status
information for any individual job.
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H§ HANCOCK™

PROJECT

W SOFTWARE
Admin @ More
Application Project Number
Allocation
Container 0000004752

0000004167
Report 0000010439
Invoice 0000003370
Configuration

0000011840
Measure
History 0000011766
Contractor Management 0000011878
Export Data

0000011412
Data Import
Allocation Invoice 0000011763

" | Process All 366 Records

Job Type

Project Status

‘. kOrdered =

@ 02/19/2026
Updating ... 02/20/2026
Created 02/17/2026

| Scheduled

02/23/2026
Audited
Deferred 02/16/2026
* Work Ordered
02/17/2026
Partial Installed
Installed 02/20/2026
| Inspection Failed
02/10/2026
Inspected
Needs Aporoval 02/16/2026

Assessment Date

=)

Reopen Projects

Order Date

B Invoice
Install Date

=] o)

02/19/2026

02/20/2026

02/10/2026

02/23/2026

02/16/2026

02/17/2026

02/20/2026

02/10/2026

02/16/2026

¥ Validate

Inspection Date

W Delete | B Save Profile | Al

Completed Date Invoice Number

o) =]

Energy Savings Reports

Energy savings reports summarize the modeled or verified energy savings delivered by
your program across all completed projects. These reports are the core of program

performance tracking.

) HANCOCK™
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Admin
Application
Allocation
Container
Project
Configuration

Inventory © Never Ran

Measure

History

clients.

Contractor Management

Export Data

(© Never Ran
Data Import

— HANCOCK

SOFTWARE

Job Cost Report

‘Summary of material, labor and
subcontractor costs by project.

Long Household Report

Demographic data for invoiced

Job Inprocess Report

Job InProcess Report

© Never Ran

Measure Energy Savings
Report

Measure Energy Savings Report

Job Status Leveraging Report

© Never Ran

Monitor Compliance Report

Show a completed list and how the
costs were assigned to each
allocation

Measure Energy Savings Report

(© Never Ran

(© Never Ran

Job Status Leveraging Report

REPORT a 2 daniellesf [J MINT @ Support £ Sign Out
o Weatherization Reports
18 Reports ) ort Q  Ssortby Name -
© Never Ran © Never Ran © Never Ran

Labor Hours Report

Hours worked and total labor cost by
project and employee.

© Never Ran

Performance Report

Demographic data for mapping
clients.

(© Never Ran
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Reports can typically be filtered by:

Date range

Allocation / funding source
Contractor organization
Measure type

Geographic area (if configured)

. IRA HOMES/HEAR, DOE Weatherization and LIHEAP DHHS Programs:

For HOMES rebate programs, DOE Weatherization and LIHEAP Hancock

Software generates pre-built quarterly reports — submission-ready datasets

that meet federal reporting requirements. These reports are generated from
project data and can be exported directly for submission to federal partners.

Allocation & Budget Tracking

The allocation reporting tools show how program funds are being used in real time —
how much has been committed, how much has been invoiced, and how much remains.

HANCOCK

ALLOCATION

Allocations Allocation Rule
Adjust Budget

More +

% 2lect Allocatior v

) Allocation Name Agency

DOE (2025) v (Al

&8 HANCOCK"
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Allocation Rule Details

€) Column Explanation = @

Agency Allocations Audit Trail

County Active

N (Aan - (All)

Y ARV ESESE SR WRS

B Save Profile

Budget Change |
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=i Program Administrators: Use allocation budget reports to monitor spend
against program goals and identify allocations that are at risk of overspending
or underspending before the program period ends. Budget type breakdowns
(administrative, health & safety, etc.) are visible at this level.

. Energy Efficiency Organizations / States: You can view the budget status
for allocations under your organization. Use this information to prioritize project
completion before allocation deadlines.

Contractor Performance Metrics

Hancock Software tracks contractor performance over time, including measures
installed, energy savings delivered.

PROJECT MEASURES a 2
@ Al - =
Client Name Measure Name Quantity Savings Total Cost Rebate/Incentive WorkOrder
MATTHEW Morgan  Air Sealing at Estimated 62.5 CFM50 Per Hour 1 5.236845 $105.03 $105.03

MATTHEW Morgan Crawlspace Wall - 2 in Thermal Barrier Polyiso 20 0.018338 $108.40 $81.30

MATTHEW Morgan Crawlspace Wall - 2 in Thermal Barrier Polyiso 20 0.042049 $108.40 $81.30 53936
MATTHEW Morgan  Air Sealing at Estimated 62.5 CFM50 Per Hour 1 1.593824 $105.03 $105.03 53936
MATTHEW Morgan  Overhang - 10 in Dense Pack Cellulose 64 0.218898 $339.20 $254.40 53936
MATTHEW Morgan  Exterior Door Weather Stripping 2 $72.20 $72.20 53936
MATTHEW Morgan Vented Crawlspace Ceiling - 9 in Fiberglass Batting 408 0.773405 $1,272.96 $954.72 53936
MATTHEW Morgan Door Sweep 2 $58.88 $58.88 53936
MATTHEW Morgan Vented Crawlspace Ceiling - 2 in Thermal Barrier Polyiso 408 0.147607 $2,235.84 $1,676.88 53936
MATTHEW Morgan Basement Insulation Removal 408 $571.20 53936

RONALD Morgan Permit Admin Fee 1 $0.01 53658

RONALD Morgan Walls - Vinyl - 4in Dense Pack Cellulose 252 8.856335 $758.52 $568.89 53658

RONALD Morgan Walls - Vinyl - 4in Dense Pack Cellulose 252 8.960112 $758.52 $568.89 53658

RONALD Morgan 1IC Recruitment Commission Fee 1 $393.00 53658

RONALD Morgan Walls - Vinyl - 4in Dense Pack Cellulose 252 8.787865 $758.52 $568.89 53658

RONALD Morgan Permit Fee 1 1 $0.01 53658

. Energy Efficiency Organizations / Agencies: Use contractor performance
data to inform work order assignment decisions, credential renewal tracking,
and contractor development conversations.

compliance reports show inspection findings, corrective actions taken, units
completed and dollars spent.
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Email Log

Every automated email sent by Hancock Software is recorded in the email log, giving
administrators a complete history of system-generated communications.

(6] 25 pa-test.hancocksoftware.com/HEEC/#/admin

[ Hancock [ Kids

= = g&#ﬁﬂg& ADMIN a 8 demohpc [ MINT @
Organization Intake Template Agency Territory Relationship User Login Details Failed Login Details MINT Data i BO Email
] Ce
E?E Agency Event Date Sent Description Email Content
& o}
Community Action Partnership of Mercer County ~Work Order Issued  3/13/2026 4:07:06 PM Work order of Job: 0000021979 has been assigned to contractor. View Email Body
@ Warren-Forest Economic Opportunity Council Work Order Issued  3/13/2026 10:07:15 AM  Work order of Job: C25-137-61 has been assigned to contractor. ~ View Email Body
Ill Wayne County Redevelopment Authority Work Order Issued  3/12/2026 3:08:15 PM Work order of Job: C25-082-64 has been assigned to contractor.  View Email Body
R Wayne County Redevelopment Authority Work Order Issued  3/12/2026 2:44:10 PM Work order of Job: D25-001-64 has been assigned to contractor.  View Email Body
a Wayne County Redevelopment Authority Work Order Issued  3/12/2026 2:22:13 PM Work order of Job: D25-003-52 has been assigned to contractor.  View Email Body
x Warren-Forest Economic Opportunity Council Work Order Issued  3/11/2026 2:16:54 PM Work order of Job: C25-145-27 has been assigned to contractor.  View Email Body
@ Action Housing, Inc. Work Order Issued  3/10/2026 3:32:41 PM Work order of Job: C25-263-02 has been assigned to contractor.  View Email Body
Action Housing, Inc. Work Order Issued  3/10/2026 1:49:46 PM Work order of Job: C25-350-02 has been assigned to contractor.  View Email Body
9 Action Housing, Inc. Work Order Issued  3/10/2026 1:14:34 PM Work order of Job: C25-295-02 has been assigned to contractor.  View Email Body
B Warren-Forest Economic Opportunity Council Work Order Issued  3/10/2026 1:09:49 PM Work order of Job: C25-147-61 has been assigned to contractor.  View Email Body
Action Housina. Inc. Work Order Issued  3/10/2026 11:49:00 AM  Work order of Job: C25-298-02 has been assianed to contractor.  View Email Bodv

The email log can be filtered by:

e Event type (e.g., appointment confirmation, work order assignment, 90-day
reminder)

Recipient
Date range
Project or agency

This is useful for troubleshooting cases where a contractor or customer claims not to
have received a notification — you can confirm whether the email was sent and when.
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PowerBI Integration

For organizations that want to build custom dashboards and cross-program analytics,
Hancock Software supports data export to PowerBI.

Tailored PowerBI dashboards can display program level data from Hancock, including
project counts, energy savings, budget utilization. Setup requires coordination with your
Hancock administrator.

POWER REPORTS a 2 danielle.sf 0 MNT @

Efficiency Program

Filters

Date AllocationName
1/1/2025 =] 1/6/2026 8 All &
i
g
Measure Group Therms Savings Measure Cost SIR Final Jobs Where Measures Were Installed Number of Measures
© Appliances $13,630.00  $0.00 3 8
© Dryer $460.00 $0.00 1 1
18-£S Replace Dryer $46000  $000 1 1
© Hot Water Heater $13,170.00 $0.00 3 7
18-ES Electric Water Heater Replacement - 50 Gallons $13,170.00 $0.00 3 7
© Direct Install Measures $7,839.00 $105.00 6 27
© Faucet Aerators $74.00 3 3
18-ES Install Faucet Aerators $74.00 3 3
o LEDs $7,765.00  $105.00 5 24
18-ES LED - TTW R30 $44.00 $12.00 2 2
18-ES LED - 15W A-type §720000  $3200 2 5
18-ES LED - 5W Candle $36.00 $20.00 1 1
18-ES LED - 6W Globe $134.00 $20.00 2 3
18-ES LED - 9W A-type $35100  $21.00 3 13
HVAC $11,605.00 $39.00 6 15
© Central Air Conditioner $9,218.00 1 1
18-ES Central A/C Replacement - 3 ton $9,218.00 1 1
© Clean & Tune $1,661.00 2 3
18-ES Clean and Tune - A/C $976.00 2 2
Total $45,701.00 $8,341.00 10 79

15. Configuration & Administration

Overview

Most of Hancock Software’s behavior can be configured without writing code — through
the administration interface, dropdown menus, and form configuration. Some advanced
configurations (primarily those involving SQL-based business logic rules) require
assistance from the Hancock professional services team.
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This section describes what administrators can configure independently, and what
requires Hancock support.

administrator-level access. Contact your Hancock representative if you need to
perform a configuration not covered here.

Configuring Application Fields and Picklists

Application intake forms are fully configurable. Administrators can add, remove, reorder,
or relabel fields, set fields as required or optional, and define the values available in any
dropdown pickilist.

ADMIN a 2 demohpc [ MINT @ S

Organization Intake Template Agency Territory Relationship User Login Details Failed Login Details MINT Data Mapping

Email Notification Logs

Program: Module : Screen : Tab : Field Type : Gri
Wap v Application v Client Screen v Application Inffo Grid v Fi
L_g' PAHC Intake Program Template v + Add Intake Template

Field Title Field Type Required Se(IYe;;:)e d Row Number Order Section
(All) v (Al v Yes v (All) v
Relationship Dropdown Optional Yes 30 10
First Name Text Box Required Yes 10 10
Middle Name Text Box Optional Yes 10 20
Last Name Text Box Required Yes 10 30
Date of Birth Date Required Yes 20 10
Gender Dropdown Required Yes 20 30
Ethnicity Dropdown Required Yes 30 20
Education Dropdown Optional Yes 50 10
Employment Nrandawn Ontinnal Vae an on

What you can configure without Hancock support:

e Show or hide fields on the application intake form
e Change field labels
e Mark fields as required or optional
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e Add new values to picklist dropdowns (e.g., new deferral reasons, new housing
types)
e Reorder fields within a section

What requires Hancock support:

e Creating new fields with complex conditional logic (e.g., “show field X only if field
Y=2"
Connecting field values to business rules or allocation logic
SQL-based validation rules

Measures and Price Sets

Measures — the energy efficiency upgrades your program installs — are configured
with their specifications, unit costs, labor costs, incentive amounts, and
allocation-specific codes.

SCREENSHOT NEEDED: 15-02_measure-price-set-config.png —
Measure configuration screen showing measure code, unit cost, labor cost,
incentive percentage, and effective date fields — Source: Hancock end-to-end
transcript.md, near quote: “define measure defaults including codes,
incentives, and specifications...material and labor costs...different costs for
multiple funding sources per measure”

Set Price Setting
ricing Set Original price set fo 01/01/2024 06/08/2025
Pricing Set Price set effective 2025-06-09 06/09/2025 12/31/2050
a X W & Export

Measure Measure Unit Default Unit Material Cost Default Unit Labor Cost
Recessed Light Enclosure - Cost EA 56.38
Hatch - 2in Thermal Barrier Polyiso EA 53.19
Electric Clothes Dryer (ENERGY STAR certified) EA 50
Natural Gas Storage Water Heater M.D.>=0.81, H.D.>=0.86 $50 EA 50
Attic Sheathing Access EA 45.78
Basement Sheathing Access EA 45.78
Attic Sheathing Access (without Wx) EA 45.68
Basement Sheathing Access (without Wx) EA o 45,68 J
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Price sets group measure costs by utility or organization. Different funding sources may
have different price sets, meaning the same measure can have a different unit cost
depending on which organization is doing the work.

Key configuration elements per measure:

e Labor — Labor cost per installed unit
e Material cost— Labor cost per installed unit
o Effective dates — price sets can be date-ranged to reflect rate changes over time

Configuring Incentive Levels

Incentive levels determine what percentage of a measure’s cost is covered by the
program vs. paid by the customer. Incentive levels require additional configuration —
specifically, the rebate calculation method (job-based, measure-based, fixed per item,
percent of savings). These are typically set up by the Hancock professional services
team during program onboarding.

Automated Email Triggers and Templates

= g&#ﬁ&%‘é ADMIN a 2 demo.hpc [ MINT @ Support 4
Organization Intake Template Agency Territory Relationship User Login Details Failed Login Details MINT Data i BO Emails
[ Note: 'Sent To Static Emails' value is split by ; B Remove X Cance (Wi
Enabled Owned Agency Event Sent To Sent To Static Emails Email Subject Email Template File Intake Te
v v - v

Sweer vaney WOIK Uruer 1ssueu venuaor WOUIK Uraer 1ssueu UIICK Mere 1 gew criain onent

Armstrong Work Order Issued Vendor Work Order Issued Click Here to get Email Content

Beaver Work Order Issued Vendor Work Order Issued Click Here to get Email Content

CCA Work Order Issued Vendor Work Order Issued Click Here to get Email Content

Berks Work Order Issued Vendor Work Order Issued Click Here to get Email Content

Blair Work Order Issued Vendor Work Order Issued Click Here to get Email Content

Bucks Work Order Issued Vendor Work Order Issued Click Here to get Email Content

Cambria Work Order Issued Vendor Work Order Issued Click Here to get Email Content

NTCAC Work Order Issued Vendor Work Order Issued Click Here to get Email Content

Carbon Work Order Issued Vendor Work Order Issued Click Here to get Email Content

Central PA Work Order Issued Vendor Work Order Issued Click Here to get Email Content

NWPA Work Order Issued Vendor Work Order Issued Click Here to get Email Content

— -

To configure an email trigger:
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1. Navigate to Administration — Email Triggers

2. Click Add Trigger or select an existing trigger to edit

3. Select the triggering event (e.g., “Assessment Scheduled,” “Work Order
Assigned”)

4. Select or create the email template to use

5. Define recipients (e.g., assigned assessor, customer, lead vendor)

6. Save and activate the trigger

Note: Automated emails are typically set up by the Hancock professional services team
during program onboarding. Special configuration is required to set any conditions that
must be true for the trigger to fire. The professional services team will embed email
templates. Email templates support variable substitution — placeholders like
{customer_name} and {project_address} are automatically replaced with actual values
when the email is sent.

Configuring Mint Mobile To-Do Lists

The sequence of tasks in Mint Mobile’s To-Do List is configured per program.
Administrators can control which tasks are included, their order, whether tasks are
required or optional, and what data validation rules apply within each task.
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Signed in as demo.hpc All Files
Project Overview:

H Site Assessment

IN PROGRESS

Cheryl Sample
51Allen Street
Smethport, 16730

Phone: (814) 363-0479 Mark Project as
Project: D24-2014-42 Done

To Do List
Confirm Client Information
=
Customer Phone is required!
Completed Review. Required.
Collect Building & Utility Information
om—
o (=
Missing Building Information please review...
Review. Required.

Completed

Health and Safety / Other Measures

No Health and Safety Measures have been entered...

Completed

DOE Deferrals ?

No DOE Deferrals have been entered...

Completed Review.
Combustion Safety and Testing

No CAZ testing has been recorded. A

Review.

Completed

Air Infiltration (Blower Door Testing)

No Blower Door Tests have been entered...
iew..

Heating and Cooling Text Notes

Completed

No HVAC System (Heating, Cooling or Heat Pump) has been entere.. Build: 1526

Completed

What you can configure without Hancock support:

Task order (drag and drop)

Required vs. optional tasks

Which fields appear within a task
Conditional field display within a task

What requires Hancock support:

e Range validations on numeric fields (e.g., “alert if blower door result is outside
expected range”)

Complex conditional logic between tasks
New task types not already in the system

Adding and Managing Users

User accounts are managed in the Administration — Users section. Each user must be
assigned to an organization and given a role before they can log in.
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|
M HANCOCK™ ADMIN a

demo.hpc MINT Support
W B SOFTWARE . 2 e 0 @ Supp
Organization Intake Template Agency Territory Relationship User Login Details Failed Login Details MINT Data i BO Emai
") Process ALL 48 Records + Add [ N
Short Name Organization Name Inactive Org Code Business Type Business Function FED Tax ID State Tax ID
(Al) -
Users + Add Q
Login Name Full Name External User ID Address Zip City State Email Phonet User Role Active User ID
a0189f40-
smiller-riley gz_lrirmntha PA 3818@donotsend.com Agency User No 3532:4244'
18fe3205abf9
2497718d-
schambliss g;ﬁa?ne PA 3674@donotsend.com ﬁgﬁ:ﬁy No ﬁgig:‘“““'
24bdec75cb0f
’ 6d801cb2-
jpiwowar gm?g er PA 3933@donotsend.com Agency User  No 317532_—422#
2968d6d53ae5
8a1fc9co-
Dahart h7hE_A§22_

To add a new user:

1. Navigate to Administration — Users

2. Click Add User

3. Enter the user’s name, email address, and contact details
4. Select their organization from the hierarchy

5. Assign their role

6. Save — the user will receive a login invitation by email
de

To deactivate a user:

1. Locate the user in the user list

2. Click their name to open their record

3. Change their status to Inactive

4. Save — the user will no longer be able to log in, but their historical records are
preserved

Note: Users cannot be fully deleted from the system, as their activity is tied to
project and invoice records. Deactivating the account is the correct way to
remove access.

Rule Sets: What You Can Configure vs. What Requires
Hancock Support

Rules in Hancock Software fall into two categories:
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Self-service configuration (no Hancock support needed): - Picklist values (deferral
reasons, housing types, status labels) - Field visibility and required/optional settings -
Email trigger conditions and templates - Measure price sets and measure
characteristics - Mint Mobile To-Do List sequencing - Allocation goals and date ranges -
New allocation setup (for experienced administrators)

Requires Hancock professional services: - SQL-based eligibility and qualification rules -
Duplicate-check logic (e.g., two-year lookback rules) - Complex field dependencies and
cross-field validation - Project Approval rules - Energy modeling calculation parameters
- Custom document layouts and report templates - API integrations (scheduling,
customer portal, third-party systems)

When you need to request a rule change or new configuration from Hancock, document
the business requirement clearly (what the rule should do, and under what conditions)
rather than trying to describe the technical implementation. The Hancock team will
translate your requirement into the appropriate system configuration.

Appendix
Glossary
Term Definition
Allocation A funding source in Hancock

Software — a pool of money from
a specific program (DOE WAP,
LIHEAP, utility rebate, IRA
HOMES, etc.) that pays for
measures installed in the program

AMI Area Median Income — a federal
income benchmark used to
determine eligibility for IRA
HOMES/HEAR and other
income-qualified programs

Assessment The on-site energy audit
conducted by a field assessor; the
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Term

BPI-2400

Direct Install Measure (ISM)

Deferral

HEAR

HOMES

HPC

HPXML

lc
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Definition
first field visit in the program
workflow

Building Performance Institute
standard for whole-home energy
audits; the energy modeling
methodology used by Mint Mobile

A small energy efficiency upgrade
(e.g., faucet aerator, LED bulb,
door sweep) installed by the
assessor during the audit visit

A project status indicating that
work cannot proceed, with a
recorded reason (e.g., health
hazard, customer refusal,
structural issue)

Home Electrification and Appliance
Rebates — an IRA-funded rebate
program for electrification
upgrades

Home Owner Managing Energy
Savings — an IRA-funded rebate
program for whole-house energy
improvements; requires verified
savings of 20%+

Home Performance Contractor —
a contractor who conducts energy
audits and installs direct install
measures; may also coordinate
major measure installation

Home Performance XML — a
standard data format for home
energy assessment data; Hancock
supports HPXML v4 export

Independent Installation Contractor
— a contractor who performs
major measure installation
(insulation, air sealing, etc.) based
on work orders
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Term
Incentive

Invoice

Energy Efficiency Organization

Major Measure

Mint Mobile

Program Administrator

Price Set

Project

Quality Assurance
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Definition
The portion of a measure’s cost

covered by the program; the
remainder is the customer’s cost

A payment request created by a
contractor for completed work;
invoices go through lead vendor
review before reaching the PA for
payment

An organization that manages a
network of contractors on behalf of
the PA/utility; responsible for work
order creation and invoice approval

A larger energy efficiency upgrade
(insulation, air sealing, HVAC
replacement, etc.) that is
recommended during the audit but
installed later by an IIC via a work
order

Hancock’s companion field
application for conducting on-site
energy assessments, recording
installations, and running
inspections offline

Program Administrator — the utility
or agency at the top of the
organizational hierarchy that funds
and oversees the energy efficiency
program

A configuration grouping that
defines measure costs, labor rates,
and utility incentive amounts for a
specific organization or utility

The central record in Hancock
Software representing all work to
be performed for a single
customer; created from a qualified
application

A project is assigned to an state or
program level inspector based on

78



Term

QCl

Qualification

Recall or Callback Work Order

Roadblock

Rule Set

WAP

Definition

the accuracy and completeness of
their invoice documentation and
installation records

Quality Control Inspector — a role
for conducting formal
post-installation inspections

The process of running an
application against program
eligibility rules to determine which
funding sources a customer
qualifies for

A work order created automatically
when an inspection rejects a
measure; assigned back to the
original contractor to correct the
deficiency

A condition identified during
assessment (e.g., knob-and-tube
wiring) that prevents major
measure installation until resolved

The collection of eligibility and
validation rules assigned to an
allocation; controls which
customers qualify and what work is
eligible for reimbursement

Weatherization Assistance
Program — the federal DOE
program that funds energy
efficiency improvements for
low-income households
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Frequently Asked Questions

Q: Can | use Mint Mobile on an Android device? A: Mint Mobile officially supports iOS
(iPad recommended), Windows tablets, and Windows desktops. Mint Mobile is not
supported on Androids.

Q: What happens if | lose my internet connection mid-assessment in Mint Mobile? A:
Nothing — Mint Mobile is designed to work fully offline. All data entry, energy modeling,
and document generation work without a connection. Your data is saved locally on the
device and uploads automatically the next time you sync.

Q: Can a customer apply for the program online without calling our office? A: Yes, if
your program has the customer self-intake portal enabled. Customers can submit an
application through a link on your utility’s website. Submissions appear in Hancock
Software for your intake team to review and process.
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Q: A qualification check failed but | think the customer should qualify — what do | do? A:
Use the Request Approval function on the qualification results screen to submit an
exception request to your lead vendor. Include a note explaining the reason. The lead
vendor will review and can approve the override.

Q: A contractor declined a work order — who sees that? A: The decline and the stated
reason are visible to the organization who created the work order. The work order
returns for reassignment.

Q: Can more than one contractor work on the same project? A: Yes. A single project
can have multiple work orders, each assigned to a different contractor. However, each
contractor can only see and invoice for the specific measures on their work order.

Q: What'’s the difference between an invoice and an allocation invoice? A: A
organization or agency invoice is created for the work they performed on a single
project. An allocation invoice is created by the Program Administrator / utility or state
and bundles all approved invoices for a given funding source into one payment request
sent to the funding agency.
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