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Best Practice – Integrity of NEAT Library 

 

Date:  Revised January 5, 2017 

 

Subject: Integrity of NEAT Libraries 

 

Problem or Question: How do I keep my libraries consistent?  It seems every auditor’s library is 

different.  Also, how do I accurately enter in pricings for the setup and supply libraries? 

 

Discussion: 
When everyone has access to the libraries, library information begins to morph from one person to 
another.  In time, each auditor’s library becomes unique.  This results in one auditor getting measures 
that rank that another auditor cannot.  By setting up limited access, this can be avoided.  
Only 1 or 2 people should have access to the libraries.  These individuals will be given “Administrative” 
access to NEAT.  Everyone else, who needs to access NEAT but should NOT make changes to libraries, 
should be assigned as a “User.”  This does not affect an auditor’s ability to enter in an assessment, run 
an audit, or create a work order.  This simple tool will help your agency’s consistency in producing 
quality audits.   
 

HOW TO SET “LOG-ON GROUP AND PASSWORD” PROTECTION: 

 Open the WA 8.9.  

 Open AGENCY; make sure Agency information is entered; including address and phone 

number.  

 

 Go to CONTACTS tab and enter the person who will be in control of the libraries.    

o Click the “Change LogOn Group and Password” button.  The box on the right bottom 

side. 
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o This screen shot will appear.  From the top drop down box—select “Admin”.   Enter in 

New Password and confirm; then hit the “Apply New Password” button.   This person 

will be able to make changes to the Libraries.   

 

 

o Repeat for another person who is designated library access.  

 All others (auditors, contractors, etc) should only be able to data enter into NEAT, audits, and 

work orders; NOT change library costs. 

o To do this, enter each auditor name and contact information. Click “Auditor” box.  

Then go to “Change LogOn Group and Password” button.   
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o From top drop down box, select “User”.  Enter New Password and confirm; then apply. 

 

 

o Repeat for process for any contractors--Checking the “Contractor” box. 

 To implement this protection you now must go to the Main page and select the Preferences 

button. 
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o Go to the “Features” tab: 

 

 

 

o Click on feature #4:  
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You will receive this prompt.  BE SURE YOU HAVE SET UP LOGINS AND ALL KNOW THEIR PASSWORD 

BEFORE DOING THIS. 
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Select “Yes” and hit OK.  Now your libraries are protected and you are ready to create your 
libraries! 
 
CHECKING YOU SETUP LIBRARY:             

                   
                

 From “Main page” select “Setup Library.”           
1. Click on “Key Parameters.” 
2. Click on “Equipment” (If no ‘equipment button, you are in MHEA, change to NEAT) 
3. Change the Window A/C replacement SEER, the Central A/C replacement SEER, Heat pump 

replacement SEER, and SEER used to impute cooling savings to actual replacement SEER 
values of “ENERGY STAR” equipment.  (Example- from 13 SEER to 14.5 SEER).  The higher 
the SEER value you are using, the better the chances are that it will rank. 

4. Verify the gal/min rate of your replacement Low flow shower heads.  Many are using 1.5 
gal/min shower heads.  Using what you actually install may help your total SIR. 

 

 Next, click on “Windows”  
o Verify the actual “U-Values and Solar Heat Gain Coefficients” of the windows you are 

using for replacement.  These need to be “Energy Star” products. 
 You can obtain this information off the label on the window, or 
 From the window vendor’s technical literature.  

 
The default values are too high for current energy star rated windows. 
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 Next, click on the “Fuel Costs” tab. 
o DO NOT use the default pricings. Use the actual pricings for your providers.   
o If agency has multiple pricings, use the copy button to add each pricing OR 

combination pricings.  Try to associate electricity and gas for each area together and 
remember to change Unit Cost for each.  This will allow ‘dual price’ choices for the 
auditor to select when performing an audit. Then use copy button for each new one.   

NOTE: Natural Gas pricings, for NEAT, are in Mcf. Most bills are in Ccf. 

 
 

 
o Remember to click on “Make the changes” Otherwise, all your work will not take. 
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 Now you are ready to make changes to the “Library Measures:” 
o However, before you do, click on the “NEAT Insulation Types” button. 

 Verify the types of insulation you are using for each area. 
 If you are using other products, enter them in here, under each category. 

 

 
 
This will allow you to enter pricings for each in the “Library Measures.” 

 
 

 Now go to the “Library Measures” tab.  It is recommended that you go to the “Setup Library 

Information” tab and print out the “Library Measure Costs” from the REPORT section, before 
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starting this task.  You can write your actual pricing for each item on the print out.  This will 

simplify and expedite this section. 

 
 

o Example of print out: 
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The next screen shot, shows how this information will translate into each measure type cost.  Here 

is where you will enter actual costs for material, labor, and other.  Start with measure #1 and work 

your way down to measure #43.   

 
 

 Measures to pay attention to: 

o # 21-22 on Solar Screens.  If your agency is installing solar screens that block out 80% 

of heat gain or more, then you should click off the sun screen fabric box and click on 

sun screen louvered.  You must have documentation in the files that the solar screen 

fabric is rated such.   

 If you are using a fabric below 80%, then click off sun screen louvered and click 

on sun screen fabric. 

o #35: A/C replacements.  The Btu descriptions are SET units—only enter the units that 

your agency installs that have the closet Btu to the values given.  NEAT will adjust 

pricing and sizing to what is appropriate.  Same goes for ton pricings.   

o Measure #’s 30, 31, 32, 37, 39, and 43; must be entered into your “Supply Library.”  

(How is further below) 

 

 Next, you will build your “User Defined Measures.”  As before, it is recommended that you go 

to the “Setup Library Information” tab and print out the “User Defined Costs” from the 

REPORT section, before starting this task.  You can write your actual pricing for each item on 

the print out.   
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 “User Defined Measures” are for 2 categories:  Health & Safety and Repairs.  These items have 
“No Energy Savings.” 

 
o Remember to NOT click “Include in SIR” for H&S items 

 

 
 
 

o Remember to click “Include in SIR” for repairs: 
 

 
 
 
 

 Lastly, go back to the “Main” page and click on the “Supply Library”.  You must enter 
appliances into the following tabs.  These are needed so that the auditor’s can select 
replacement appliances.  
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o Enter the following information for water heaters: 

 

 
 
Be sure to click on the Energy Details button and enter in the fields.  Use the “New” button to add the 
other replacement appliances. 

 
o Next, refrigerators with energy details: 

 
 
 

o You should also, enter pricings for cooling equipment and heating equipment.  
Remember to enter the “energy details.” 
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o If you enter all items into your “Supply Library” tabs, your auditors can pull 
pricings from here for their work orders.   

 
 

 

Recommendation Summary:  Before starting, print out the “Library Measure Costs” and “User 
Defined Measure Costs” from the Report section, and write in all your agency pricings for each.  
Use the above step by step guide to build or check your libraries.  When setting up “password 
protection” be careful NOT to set feature number 4 in preferences until you have setup logins 
and passwords. Assign one of the “Admin” persons to check and update libraries. 
Make sure your the library is updated after each procurement process to ensure that the prices 
for the measures installed remains as accurate as possible. 


