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Click here to watch

Department for )\tCh Management:

Energy Security <. eating & Submitting
& Net Zero a Batch (GRL/CM)

Batch Management: Creating & Submitting a Batch (GRL/CM). // This mini- guide will
outline how to create and edit a draft batch in the Grant Recipient portal, applicable
to both Consortium Members and Leads.

1. Disclaimer

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


https://app.guidde.com/playbooks/eRp84bMjCWDbvmKUdztd45
https://app.guidde.com/playbooks/eRp84bMjCWDbvmKUdztd45
https://app.guidde.com/playbooks/eRp84bMjCWDbvmKUdztd45
https://app.guidde.com/share/playbooks/eRp84bMjCWDbvmKUdztd45

All the screenshots in this user guide are
taken from the DESNZ training
environment. Since the system is still in

development, there may be some
differences to the screens you see in the
live environment, and the data used is
purely for demonstration purposes.

2. The Batch Summary Page

The Batch Summary Page. //The batch summary page is where you'll find a
comprehensive overview of the batches associated with your award.
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& Net Zero

The Batch Summary Page

3. Summary page overview

Simply navigate to the "Batches" tab and then select the "Summary" tab. This page
presents essential information, including the Baseline Total Grant Spends per



financial year; the total grant amount awarded so far' the number of batches in all
statuses; and the number of homes by fuel and tenure type, to name a few.
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4. Create a Batch

Let's create a batch.

Department for
Energy Security
& Net Zero

Create a Batch

5. Click "Create Batch"

On the Summary page, there is a "Create a Batch" button that you can select
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6. Click "Batches"
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alternatively, you can navigate straight from the batches tab to the "Create" button.
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7. Enter the reference number for this batch.
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The first thing you'll do is enter your unique Local Authority batch reference so that
you can identify this batch against your own records.




r the reference number for this batch.
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8. Click "I Agree’

Agree to the terms and conditions. This page is exclusively available when you
create a new batch, not during the editing process. This is one of the main
differences between creating a batch from scratch and editing a draft batch.
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9. Editing a Batch



To cover all bases, this video will take you through an existing batch. First, we'll head
over to the "Batches" tab. Select "draft" and look for the batch record that you need,
and select "edit".
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10. Know where you are in the form

Now its time to get to the details. // Helpfully, there is a pathway at the top of the
screen that let's you know where you are within the form at any time. Once you've
completed a section, it will turn green.

E—
Local Authorities participating in Batch “'”“""“'“'“‘”“"mx:';“:

Tl Herme Casty Fulal Wi Cauts ol Capital Exsendstans Crits
20000 E220.0000.90 E10500 0

Lozal Auiboriy Baich Fefrescs
LI (Cd T [ 2 () 50 FiS)

P s 3 e B 4y L) b s A ey v e i ol ey o [ bk a0 2 o e s g L e ot o s

e Lncat oary et s [
[vatng i oot

|-J]§‘Jms’lla.¢-\...
I

R AR oo i e e e 1Tt e (T i 5[, e v s e ot




11. Click "LAsOnBatch"

On this page, you can identify the local authorities involved in the batch. You have
the option to include your own local authority or create the batch on behalf of another
authority.
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12. Add and Remove

To add or remove local authorities, simply select the "+ Add" or "Remove" buttons.
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13. Click "Next"

Proceed to the subsequent step.
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14. Batch Delivery Dates

Next up is inputting the estimated start and completion dates for the batch.

Preparas
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15. Batch Delivery Dates - 2 FYs



Note that if the inputted dates span across more than one year- end, an extra page
will become visible later on in the form. In this example, the dates span over two
financial years. More on that later, when that page is reviewed. Select "next".
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16. Property Information Overview

This is where you will enter property information, choose which tenure and fuel types
are relevant for this batch. // A reminder that the "100% funded private rented" option
is only for the first home for a given landlord.
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17. Click here

In this example, we have 10 properties occupied by homeowners and 10 properties
which are 50% privately funded, with both categories reliant on grid-supplied gas. //
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18. Click "Reset Property Information"

If you'd like to start again from scratch, this is easily done by selecting the "Reset

Property Information" button. This is really useful when there are many different
entries to remove.
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19. Reset Property Info

Before any items are removed, you will receive a confirmation prompt to ensure your
decision. For now, let’s cancel this action since we don’t wish to proceed.
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20. Click "Next"

Advance to the following step.
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21. Add Projected Expenditure for the Homes



Add Projected Expenditure for the Homes
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Add Projected Expenditure for the Homes

22. Spend her Home- Owner Occupied

The form now features a dedicated page designed for the entry of projected
expenditures. Each tenure type chosen prior is represented on a separate page - the
first here is for owner occupied homes. The pages are organized into two distinct
pots: energy efficiency and low carbon heat.
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23. Number of Homes - Read only



To help you recall the number of homes in that tenure type, entered on the previous
pages, the system will display the total number of homes at the top of the screen.
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24. 10 homes, £115k

Here we have reported that 10 owner occupied homes will need funding of £115,000

from the energy performance pot. Each home spend averaging £11,500. // The

system automatically calculates this amount for the current batch, as well as for all
approved batches to date. In our example, the amount is below the cost cap, which

is shown on screen. //
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25. Homes Exceeded Validation Error

If the number of homes entered exceeds the amount specified on the previous page,
a red validation error will appear when you click 'Next.' Red Error validations mean
that you cannot submit this batch without resolving it.
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26. Show Cost Cap Warning Validation Error

If you exceed the cost cap amount, as demonstrated here, the system will issue a
warning before you proceed to the next step. However, you will still be able to submit
the batch. This flexibility is intentional, as the cost cap must be met on average by
the time the project concludes.
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27. Owner Occupied no validations
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Let's revert these numbers to their original values and eliminate the associated

validations before proceeding.
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28. Landlord matched contributions inputted here

For this page, which shows the spend per home for private rented 50% funded
homes, 10 homes have a projected spend of £57,500, and that amount is being




matched by landlord contributions. // Also note that the cost cap here is also
different, at £7,500.
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29. Landlord Matching Validation

Social housing units and privately rented homes that are 50% funded necessitate
matching funding contributions from landlords. // This policy is enforced in this
system. This means that the amount here has to be equal or more than the amount
coming from the funding pot.// In this example, you can see just £6,000 is inputted,
which flags a red error validation message.
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30. Click "Next"

Let's rectify these numbers and move on to the next section.
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31. Running Totals

Before we dive into the next section, it's important to note that the system now

0oRoEow a ar wwn

displays running totals at the top of the screen. The Total Home Costs should equal
to the total measure and expenditure costs combined.
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32. Projected Expenditure for Measures

Projected Expenditure for Measures.

Department for

Energy Security
& Net Zero

Projected Expenditure

for Measures

33. Add/ remove measure types

Enter the type, total quantity, and total expenditure for each measure to be installed.
After providing the necessary details, click on the '+ Add' button for each measure.
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34. List of standard measures



There is a long pre-defined and pre- approved list of standard measures exists in the
system for you to choose from.
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35. Request additional measures

If we were creating this batch from scratch, it's at this point we would be asked
whether we would like to request a custom measure to be added to the batch. Have
a look on screen for what that question looks like.
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36. Click "Next"



Our example batch has had "yes" already selected, which is why the question is not
on the page. Let's proceed to the custom measures page.
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37. Request custom measure(s)

As you can see, as an example, the requested custom measure is a boiler upgrade
for 20 homes, costing £20,000 in total. // If this were a real batch, PSOs would, of
course, deny this measure, as fossil fuels simply don't meet the criteria for the

scheme.// You can add or remove additional measures with the "add" and "remove"
buttons.
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38. Click "Next"

Continue to the next stage.
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39. Validation of measure price limits

The Measure Price Limits Validation page shows a summary of the standard and any
custom measures requested, showing any measure price limits that may have been
hit.
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40. Measure Price Limits Validation

Note that only 5 eligible measures have a price limit that must be met by project

closure. These include: Solid/external wall insulation; internal wall insulation; park

home insulation; double/triple glazing; and
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41. Click "Next"

scroll down and proceed to the next step.
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42. Add Additional Capital Expenditure

Add Additional Capital Expenditure

Department for
Energy Security
& Net Zero

Add Additional Capital Expenditure

43. Add additional capital expenditure

This is the opportunity where you can add figures that relate to spending that has not
yet been accounted for, from the drop down list of options. In this instance, an
additional £10,000 has been requested to cover PAS costs for a total of 7 homes.
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44. Add grant money spent upfront

Beneath this, you'll find the option to add any additional grant money you received
upfront, which you have already utilized to prepare this batch for submission and
approval.. // This amount is not included in the totals, as it has already been
allocated and spent using grant funds.
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45. Click "Next"

Advance to the next section.
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46. VAT Details

VAT Details

Department for
Energy Security
& Net Zero

VAT Details

47. Click here

In this section, you will specify whether VAT is included in the amounts provided and
indicate if any non-recoverable VAT has already been paid.

WHLG-Valley Hills Consortium-2024

VAT Details A-CMTRATMING 2FYs-00-50%PRS
Version 1

Teeal ema Caem Tartal Mesaure Caee Tots: Caperal Geognanare Camte

13000000 £220,000.00 £10,0000

et fursding. A Local Buierries are abieto
s

A the todt you Ravs provised irchisl e of VAT [ Pega | D4 yerw By - FecEnerasle VAT an ety of Ue gooe aed meoeices o |0 ihe betc T
e
z
" Mo 7 Wes
== - |
OOL 4 conkers b v Iobie i ncier He Doy oesmemint Liceags vi §, gvompr wihiss pifseivive sisied

) T - R I T - T
L ___________________________________________________________|

48. Non- Recoverable VAT "Yes"



If you answer 'yes' to having paid non-recoverable VAT, a text box will appear for you
to enter any relevant comments.

Warm Homes: Grant Recipient Portal
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49. Click "Next"

Move on to the next step.
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50. Batch That Spans Financial Years



Batch That Spans Financial Years: If it looks like your batch won't wrap up by the
end of the financial year, no worries! We just need you to share an estimate of the
funding that will be utilized in the current year. This way, we can ensure everything
stays on track and supports your needs.

o 3
Department for
Energy Security
& Net Zero

Batch That Spans Financial Years

51. Spans Financial Year

Remember at the beginning of the form where the estimated start and completion
dates spanned over a two financial year- ends? This page is used to indicate what
proportion of funding requested will be spent in each financial year.
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52. Enter funding to be spend in each financial year

As you input the amount, the system automatically calculates the corresponding
percentage of the total and determines the recommended expenditure or payment
for the upcoming year. // Please note that if the dates selected encompassed two
financial year-end periods, you would see three distinct splits displayed on- screen.
Select "Next" to continue.
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53. Summary Screen

The summary section conveniently highlights the key figures from the form, allowing
you to review your data and make any necessary adjustments before submission. //
Click "Next" to proceed.
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54. Final Validation Page

The validation page serves as the final checkpoint, displaying your compliance
status with the established policies. Messages highlighted in green indicate that you
are fully compliant. If you encounter any amber messages, these signal areas that
require further review; however, they won’t prevent you from submitting your batch.
In contrast, red messages indicate critical issues that must be resolved before you
can proceed with the submission.
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55. Click "Submit for Review"

As a Consortium Member, you now have the option to either save your current
progress as a draft or submit it for review by a Grant Recipient Lead.
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56. Submit for Approval

If you are logged in as a Grant Recipient Lead, you will see the option to "Submit for
Approval" to a PSO at this stage. Great! We've successfully completed the
submission process!
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57. Click "Pending Approval”

That batch will now reside in the "Pending Approval" section of the portal, until a
decision is made on it by a PSO.
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58. See submitted batch here

See the batch on screen with a status of submitted.
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59. Understanding Validation Page Compliance Messages



Understanding Validation Page Compliance Messages. There are situations where
batches may trigger additional validation rules that we did not address in our
previous example. The following and final section will outline these additional
validations.

Department for

Energy Security
& Net Zero

Understanding Validation

Page Compliance Messages

60. ERROR: Number of social homes is too high

If you have social housing tenure types in your batch, the number of social homes in
your batch goes over 10% of the total homes in the award baseline, you'll see a
friendly red error message pop up, preventing you from moving forward.
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61. WARNING: Number of homes exceed 50% of batch total

An amber warning message will appear if the number of homes in your batch
exceeds 50% of the total homes scheduled for delivery.
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62. ERROR: Total home costs do not equal measures and expenditure

A red error validation message will appear if the total home costs do not match the
sum of measures and expenditures, preventing you from submitting the batch. It's
essential that this equation balances correctly.
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63. ERROR: Baseline spend exceeded

A red error validation message will appear if the batch expenditure for any financial
year surpasses the baseline amount for that financial year. // The system will also
show you how much you'd take the spend over by, and the financial year baseline
figure you should be adhering to.
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This mini-guide provided a thorough overview for Consortium members and grant
recipient leads on how to create a batch while avoiding spend limits and other
validation rules. In the following video, you will learn how Leads can effectively
review, edit, and submit a batch to a PSO.
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