Best Practice — NEAT Copy Function for Multifamily
Date: Revised January 5, 2017
Subject: Speeding up the audit process on Multifamily Housing (MFH) projects.

Problem or Question: | am working on a MFH project and would like to know how to copy an audit in
NEAT so that | don’t have to repeat entries for units that have identical floor plans.

Discussion: Using the “copy” function in NEAT can save you hours of data input time on MFH projects!
It takes a little practice, but follow the step-by-step guide below and you will have it down in no time.
Place all identical floor plan units together. It is often easiest to place the assessor’s house map on top
for a visual identification. Don’t worry about the unit’s orientation; just make sure the square footage
and exterior layout are identical (walls, window, doors). It is helpful to highlight walls that are common
to neighboring units. Remember these are NOT entered into NEAT.
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Do one floor plan at a time. Enter one client with audit into NEAT. Assess the quality of the audit. Are
repairs, energy-saving measures, and Health & Safety items entered correctly? When you are satisfied
with this audit---then you can begin to use the copy function.

1. Go to the home page and hit the “CLIENTS” tab (bottom left “CLIENT” box). Find the client
information for the first unit that you entered, under this floor plan.
a. Hit the “Copy” button and change the following information:
i. ClientID
ii. Client Name
iii. Apartment number
iv. Occupant information
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b. Go tothe “Contacts” tab and complete the information
c. DO NOT go to the “Audit” tab to start this audit! Close this screen out.

2. You should now be back at the “Home Page” of NEAT. Select the “Site Built (NEAT)” tab. Make
sure you are on the audit for the first unit of this floor plan that you completed. (Apt 100 in
screen shot)

a. Hitthe “Copy” button and change the following information:
i. Client D number

ii. If you used the apartment complex name with unit number in the “Audit Name”

box—change the apartment number. (Apt 106 in screen shot)

iii. Verify the “fuel cost library”; in some areas, the fuel costs vary per client; not

service area.

iv. When you go to the “Shell” tab you will receive a prompt that says, “This will
assign the Audit to the selected Client record. Press “OK.” Notice that the client
name and ID in the header are from the previous entry, until you select “OK” —
then the name will change to the next client’s information. SUCCESS!

B3 NEAT AUDIT -- MEAT AUDIT -- NEAT = IDIﬂ
dit Name [Audit (5) | ClientID [11L51234 Client Mame [Brent, $oott | Al Client D
Audit InMgation | Status | Shell | Heating (11| Codling (11| DuctsAnfiteation | Baseloads | Health & Safety | Itemized Costs 21| Uity Bills (01| Phetas 01| Measures (01
Audit Nait\ [East Al At 106 ] Condiioned Staries Fun Audt |
Client ID [11L51235 | Floar &rea [sq ft) ST——
ast Fun On
<Agency Mamer |Tumbleweed CAP |
Agency State Comment I 2-5TORY BUILDING. USED 17.8 N-FACTOR at
Auditar ;l |:
— Libraries and Other Options
<Setup Library> |Sample Setup Libram ;l
<Fuel Cost Library» |.'IB ELECTRIC ;I
<Supply Librany: |Sample Supply Libree 1 - Summary
Weather File [ALISTIM T3 W
- . This will assign the Audit to the selected Clisnt record.
Billing Adjustment [~ IF this is what you inkend, press 0K, otherwise press Cancel then the ESC key,
Imputes Caoling
K Cancel | :I
by Audit Name l: by Client ID l: Select Report |Flecommended Measures ;I

Preview I Print I Snapzhot File I

N — T 1] E—

A EIEIE NewlCopyI Del I —

BES NEAT AUDIT -- NEAT AUDIT -- NEAT AUDIT - NEAT AUDIT - NEAT AUDIT — NF*™ _uIT — ;Iglﬂ
Audit Hame |East Hills Apt 106 | Client ID 11051235 Client Name |Hamilt0n,Joe _| Al Client 1D
Audit Information | Status | Shell | Heating (11] Cooling (1)] Ducts/Infiltration | Baseloads | Healih & Safety | Itemized Costs (2] | Utiity Bills (0) | Photos (0| Measurss (0] |
Audit Mame [East Hils A0t 105 | Condiioned Stories Run Aud |
Client ID [11L51239 | Floor &rea (sq fi] —

<pgency Mame: |Tumbleweed CAP

13

— e L I R G L Tt ala) -

http://www.tdhca.state.tx.us/ea/wap.htm




3. Now go tab-by-tab through the audit making the necessary adjustments to the following:

a. Start with the “Shell.” Change the wall names, orientation, can insulation as needed. It
is easiest to change wall information using the “subform datasheet.” Simply right
mouse click and hit prompt.

i. Before changing the wall names, you must first number them 1, 2, 3, 4...etc.
then rename them as on the house map; otherwise you will receive an error
message for ‘duplicate’ names.

Audit Information | Status  Shell | Heating [11] Cooling (1) | Ducts/infilration | Baseloads | Health & Safety | Itemized Costs (2) | Utiity Bills (0) | Photos |

wials (4] | windows (8) | Doors [1)] Unfirished &ttics (1] ] Firished &tics (01| Foundations (0) |

| Code | Stud Size | Esterior | Exposed To| Orentation | [sqf] | Measure # | Ewistlnsl | EwistR | Add Insl
W |2 md Wwhiood Outzide [£ West 2hE 1 Maone Blown Cellulose
I Nw (244 ‘Wood Outside [¢ | (Sl - | 55 1 Hone Blown Celluloze
3 2ud Brick o | Outside [¢ Marth h 1 Maone Blowin Cellulose
4 2nd ‘whood Outzide [£ Sauth 1 Mone Blown Cellulose
* 214 East
West

4. When finished with the walls, go onto windows. Typically, you will need to change the Interior
Shading, Exterior Shading (%), and Leakiness for individual windows. However, if there are other
differences make changes again using the “subform datasheet” for windows.

walls (4] Windows (8] | Doors (1) | Unfinished dttics (11| Finished Attics (0) | Foundations (]|

Code Glazing Type | Interior Shading | E sterior Shading [%] | Leakiness |Width [ir| Heigt
A Single Fane Blindz or Shae |25 M ediurn 45 =]
__|B Single Fane Blinds or Shae |25 M ediurn 36 =]
_|C Single Fane Blinds or Shae |25 M ediurn 36 =]
i ] Single Pane Blinds or Shae | A0 Loose A K B0
__|E Single Pane Blinds or Shac 50 Yery Tight
__|F Single Pane Elinds or Shac |50 Tight

* kd ediun,

Looge k
Yemw Looze

5. Repeat process for doors.
6. If different, make changes to the “Attic” and/or “Foundation” entries.
7. Change any “Heating” or “Cooling” data. Apartment complexes tend to change these units out

individually as each unit needs. Consequently, you may find various levels of equipment.

8. Under “Ducts/Infiltration,” enter the blower door reading and the Target for After
Weatherization. Change the “Duct Blower Measurements.” Make changes to the air infiltration
directions in the “Comments” box, and change the “Costs” accordingly.

9. Go through each “Baseload” measure and make changes to Water Heater, Shower Heads,
Refrigerator (especially “Metered Consumption” data), and Lighting.

10. Lastly, delete or add “Itemized Costs” measures that are applicable to each individual unit.
11. Hit “Run Audit.”
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When copying units in these situations mistakes (disallowed cost) can be multiplied. This could be
disastrous for a Subrecipient and WAP in general. Be sure to implement a Quality Control process

over these audits.

BELOW IS AN EXAMPLE OF THE RESULTS FROM CHANGES IN MEASURES FROM ONE APARTMENT TO

THE NEXT:
FIRST APARTMENT:

Energy Saving Measure Economics

[
Megsure Measure Measure Cumulaotive ﬁimﬂm'm

Rdex Reconnnended Componenss
Measure Savings (B4r)  Cost (%) SIR Cost (%) SIR
1 Infilttration Redotn 172 A40 2 A0 26
2 Low Flaw Showerheads ar2 40 1714 Aan 141
3 DW'H Pipe In=ulation 24 14 17 A G005 142
4 OWrH Tank Insulation 24 40 G4 G 127
] Lighting Retrofits L1 aa an G4 T24 128
G iall hsulation Bt St i, 192 474 .1 1194 02
LILTyliTy
T Sun Screen, Louwered ABLC.OEF 246 70 42 1909 20
g Adtic Ins. B-30 Al 201 it 3A 27T 33
g Smart Themastat Hi 21 Th 34 28452 65
0 Refrigarator Rplemnt 10% To0 18 3662 af
A Install/Replace H1 A | 400 17 557 40
Heatpump
1z Fix Improper Wenting of 1] 100 oo G502 on
Bathroom Bshaust Fan
13 Smoke Detectoris 0 15 0D 5513 0o
MHeed &d
SECOND APARTMENT:
Energy Saving Measure Economics
Index Recommended Componenis Measure Measure  Meosure Cumulotive Cumulative
Measure Savings ($41)  Cost ($) SIR Cost {$) SIR
1 Infiltration Redcn 163 500 ir 11} xr
z Low Flow Showerheads 286 40 260 540 24
3 OWH Pipe Insulation i 14 17 fi fah a1
4 ONfH Tank: Insulation i 40 G5 G095 an
b Lighting Retrofts L1 a8 20 fif i) ar
il iall hsulation B, B2 AN 185 474 fa 1144 Th
i
7 Smart Themostat H1 2fi 7 4.1 1224 T
i Sun Screen, Lovwversd  ABC.DEF 4 Falll 3a 1934 i}
a Fitic: Ins. B-30 Al 03 bt 35 anz L]
0 InstallfFeplace H1,AC1 333 400 17 G202 K]
Heatpump
1 Refigerator Rplemnt Gl yoo 10 A402 33
12 Fis hiring Problems 1] ]l 11 5942 [11]
[Adtic)
13 Smoke Detectoris 1] 15 11 L 11
Needed
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Recommendation Summary: Utilize the process identified above to “copy” audits for similar multifamily
units. Make sure your NEAT has all relevant and specific information inputted in for each individual unit
to allow for the most cost-effective results. Contact Department program staff if you have any questions

or need additional clarification.
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