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EHEAP REQUIRED DATA ENTRY IN CIRTS 

1. An Emergency Home Energy Assistance for the Elderly (EHEAP) Application is required to be 

completed for individuals seeking energy assistance.  If the applicant is not found in CIRTS, enter 

the applicant’s demographic information from the EHEAP application.  If the applicant already 

exists in CIRTS, skip to numbers 2 – 5 below.   No new rows are added and the data is over-

written. 
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2. Household Annual Income  

a. Go to Additional Client Information screen 

b. Enter Y to “Incomes?” 

c. Enter HAI = Household Annual Income for Type. 

d. Enter Household Annual Income for Amount.  Do not enter “$0.00” for the Amount 

unless the client’s income is truly “$0.00.”   
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3. Child who is age 5 or younger living in the household 
a. On the Additional Client Information screen, enter Y to “PSA Codes?” 
b. Enter EHEAP for PSA Table. 
c. Enter the PSA code (F9 for a list of values).  Choose from the following values: 

i. HM5N = NO CHILD AGE 5 OR YOUNGER 
ii. HM5Y = CHILD AGE 5 OR YOUNGER 
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4.  Number of persons living in the household 
a. On the Additional Client Information screen, enter Y to “PSA Codes?” 
b. Enter EHEAP for PSA Table. 
c. Enter the PSA code (F9 for a list of values).  Choose from the following values: 

i. HM1 = ONE HOUSEHOLD MEMBER 
ii. HM2 = TWO HOUSEHOLD MEMBERS 

iii. HM3 = THREE HOUSEHOLD MEMBERS 
iv. HM4 = FOUR HOUSEHOLD MEMBERS 
v. HM5 = FIVE HOUSEHOLD MEMBERS 

vi. HM6 = SIX HOUSEHOLD MEMBERS 
vii. HM7 = SEVEN HOUSEHOLD MEMBERS 

viii. HM8 = EIGHT HOUSEHOLD MEMBERS 
ix. HM9 = NINE HOUSEHOLD MEMBERS 
x. HM10 = TEN HOUSEHOLD MEMBERS 

xi. HM11 = ELEVEN HOUSEHOLD MEMBERS 
xii. HM12 = TWELVE HOUSEHOLD MEMBERS 
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  Handicapped members living in the household 
a. On the Additional Client Information screen, enter Y to “EHEAP Codes?” 
b. Choose from the following values: 

i. Y = Handicapped Household Member  
ii. N = No Handicapped Household Member 

 
 

 

 
 
 
 
 
 
 
 

 
 
 
 
 
 



Revised July 1, 2013 6 

 

5. EHEAP Client Enrollments 
a. Enter the program status of GOAH = GOAL ACHIEVED if the client is served. 
b. Enter the program status of TRNE = TERMINATED CLIENT NOT ELIGIBLE. 
c. Enrollment Date = CASEWORKER SIGNATURE DATE. 
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EHEAP ENROLLMENTS AND EXCEPTIONS REPORT  
 

This report can be found at Enterprise Application Services, CIRTS Reports, Monitoring 
section. 
 
When running this report, select the following: 
 

1. PSA:  Enter the PSA 
2. Provider:  Enter ALL PROVIDERS or a specific provider 
3. Location:  Enter ALL LOCATIONS or a specific location 
4. Program:  Enter EHEAP or EHEAW (for Weather-Related, when available) 
5. City:  Enter ALL CITIES 
6. Poverty Line:  Enter 11,490 (for 2013) 
7. Poverty Line Increment for each additional household member:  Enter 4,020 (for 2013) 
8. Start and End Date:  Enter the start and end dates for the reporting period 

 
The Annual Poverty Level must be entered when you run the EHEAP Enrollments and Exceptions report.  
The current income limits can be found at the Poverty Guidelines website:  
http://www.aspe.hhs.gov/poverty/index.shtml 
 

 
 
 

http://www.aspe.hhs.gov/poverty/index.shtml
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Highlights of the EHEAP report include the following: 
 

1. Annual Household Income is displayed. 
2. The Adjusted Poverty Line (using the EHEAP PSA codes HM% to determine the household size) 

and the percent of poverty line are shown. 
 
For example, if a client has a four member household with household annual income of $10,000, the 
annual poverty line is $11,490 and the additional amount per person is $4,020, then the adjusted 
poverty level is 11,490 + (4,020 X3) = 23,550.   The percent of poverty line will then be (10,000/23,550) = 
42.46 percent. 
 

The provider must obtain a statement from the client as to how basic expenses are met for any client 

whose income is less than 50 percent of the Poverty Guidelines.   

 

Household gross income must be 150 percent or below the Poverty Level in order to be “GOAH”.  Clients 

whose income is over 150 percent of the Poverty Level must be “TRNE.” 

If a client is missing the Household Annual Income or the number of persons living in household, they 
are counted in the "No Income Data" total at the report end and “****” is shown in the column where 
the data is missing.   “****” is shown in the column where other required data is missing.  The data will 
need to be corrected prior to submission of the report. 
 
SAMPLE REPORT DETAIL - TO BE SUBMITTED AS THE REQUIRED HOUSEHOLD REPORT 
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The report’s last page summarizes the client information by county using the provider location county 
served (not the client’s home address).  It is the AAA’s responsibility to ensure clients in all counties in 
the PSA receive EHEAP assistance. 
 
Assisted Household Report, “2.E.  Over 150% Poverty” row:  With the elimination of automatic 
eligibility, this number should be zero.  If there are numbers in this row, refer to the detailed report to 
correct the data prior to submission of the report. 
 
Assisted Household Report, “2.F.  No Income Data Available or Not Enough Info.” row:  If there are 
numbers in this row, refer to the detailed report to see which client(s) is missing data.  The data will 
need to be corrected prior to submission of the report. 
 
Assisted Household Report, Households with at least one member, “3.D.  Under 60 Years Old” row:  If 
there are numbers in this row, refer to the detailed report to see which client(s) is under 60.  The data 
will need to be corrected prior to submission of the report. 
 
If EHEAP and EHEAW are being reported for the same period, run the report twice, once for each 
program, and both submit to DOEA. 


