
LIHEAP 

Vendor Crisis Attachment 
Upload Process 



Introduction 

LIHEAP vendors are required to submit crisis 
delivery claims via the PROMISe™ Internet. Once 
submitted, the vendor is required to provide 
supporting documents via fax or mail. 
A new feature allows vendors to electronically upload 
the supporting documents (trip tickets, shutoff notices, 
etc.) along with a system generated LIHEAP cover 
letter. 
This presentation will walk you through the process of 
uploading these documents electronically. 
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Begin Claim Submission 

Select Option 1 – 
EXPRESS Process to 
begin  submission of 
the claim. 
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Active Crisis Authorization Search 

Step 1: Search for an existing 
Active Crisis Authorization 
Number using one of the 
following search criteria: 

• Crisis Authorization 
Number 

• First Name, Last Name, 
and Date Range 

• Date Range and Status  

Step 2: When the results display, 
click the link for the appropriate 
Crisis Authorization number. 
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Request an Attachment Control Number 

Step 3: Request an 
Attachment Control 
Number (ACN), or 
search for an existing 
ACN. 
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Upload Button 

Step 4: Click the Upload 
button to open the new 
Vendor Crisis Attachment 
Upload page. 
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Uploading Attachments 

Step 5: Click the Browse 
button to open your 
directory. 

Step 6: Locate the 
appropriate file and click 
the Add button. Repeat as 
needed (up to 3 times). 

Step 7: After verifying the 
correct files are selected, 
click the Upload Files for 
Processing button. 
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Successful Upload 

The message 
“Successfully Uploaded 
attachments” indicates  
the attachments were 
successfully 
transmitted. 
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Claims Submission 

Helpful Hints: 
If the button is labeled 
Upload, the upload process 
has not been completed yet. 

If the button is labeled        
Re-Upload, the upload 
process has already been 
completed. 
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Important Notes for Uploading 

Notes for Uploading Attachments: 
• The LIHEAP Cover Sheet will be automatically generated and 

transmitted with the uploaded files. 
• Supporting documentation must be in a PDF format. 
• Only 3 supporting documents may be uploaded per claim. 
• Each uploaded document must have a different PDF file name. 

o Example (Doc 1.pdf, Doc 2.pdf, Doc 3.pdf) 
o Any duplication in the file names per UPLOAD will not be 

accepted. 
• Uploads can occur ONLY for Suspended Claims or Active 

Authorizations. 
• Uploads will not be accepted on Paid or Denied claims. 
• Upon submission, the message ESC 6104 REQ’D ATTACHMENT 

NOT REC’D/FINALIZED is applied to the claim, indicating the 
attachment has not yet finished processing. 
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Important Notes for Uploading 

Notes for Uploading Attachments: 
• In addition to using the express process, there 

are three access points to Upload attachments: 
1.Claim Inquiry page 
2.Vendor Claim Attachment Control Number 

Request page 
3.Claim Submission page 
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