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Managing youAccount & Profilegn ACE

Please noteAssessors profildata held in ACE must match the data issued to the assessoeiataeditation

schemefor the followingfields.

Assesasr Name
Assessr Numbe¥fID

InsuranceExpiry Date

[ entu xR e e A N e N e

Assessment Fn TradingName
Assessment Firmirading Address
Professional Indemnitinsure
InsurancePolicy Number
InsuranceEffectiveDate

InsuredProfessional Indemnitimit

Thiswill includecommeas, full stops etc

L= qWizARD

SOFTWARE FOR ENERGY ASSESSMENTS!

Managing the Assessment Fiffnading NamgAddress& Insurance Detds

For Assessment Firm AdmUsers Only, for atither assessorplease go tdVMlanagirg Lodgement Rifiles inACE &
Insurance policy details for Assess

The Assessment Firfimading Name& Address will filter dowro all assessors linked to the assessment fithe
details will appear in all AGEoduceddocumentsandwill be used in the XML filedgedon the register.

From the'Lookyp’ Tabclick on'EditAssessment Firtnall assessment firmedails incliding ary ‘Chill Assessment
Frmsassociated tg/our organisationwill be shown a this pageTo see allthe details $ored for the Assessment
Firm clickthe ‘ExpandeiTrianglé shown on the left of the page belowo edit any of the details@ted clik the
‘Edit button. Please Note: SulContraced Assessors cannotdi these details; however,all assessorsan opt to
usedifferent insurancedetails which can beentered atthe assessotevelif required

[Y:3wizaro

Contact Us

Inspections

Edit Assessment Firm

ACME AC/FM Ltd

ACME Assessment Firm 3

D ACME Assessment Firm Lid

Assessment Firm Details

Name:

Name:

Address:

Postcode:

Website:

Email Address:

Tel No:

Fax No:

Scheme:

Contact Us Email:
Contact Us Tel No:
Insurance Company:
Insurance Policy:
Effective Date:

Expiry Date:
Professional Indemnity (£):
Web Description:
Visible:

Access Time (months):
Child Companies:

Your Inspections

PEERE S Lookups ¥ Administration ¥ @ Logout (ACMEAssessor)

Search AC Units

! Edit Assessment Firm

Tools

Upload Cover JM

Details  Linked Assessors EndUsers  Clients  Report Colours  Permissions

ACME Assessment Firm Lid

ACME Assessment Firm Lid

ACME House ACME Street ACME Town
AC3 3MM

contact@acme.com
01234 56789

Sterling Accreditation Ltd
contaci@acme.com
01234 56789

Insurance (UK) Limited
A1402C57/01
01/01/2021

31/12/2021

2,000,000

True

12
ACME AC/FM Ltd, ACME Assessment Firm 3

[\E3wizarD

Y  UploadL... Y | Edit

(v J e

ACE Wizard Ltd, Suite A, 17B Somerset House, Hussar Court,
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Maintainng Insurance details for Assessment Fiasmin Wer)

The assessment firm admin user @soview and alit all insurance details for all asssment firms linketb the
Parent Assessmerfirom the Administrationtab the admin user caselect'EditInsurancedetails

Your Inspections Data Reports Lookups Administration * 6 Logout (ACMEAssessor)

Contact Us Inspections
Lodgement Profile

ACE (Air Conditioning Energy) Wizard - Project List Edit Insurance Details

My Account

Y Inspected Y Asse.. Y Type Assessment... Y Sta.. T Project

v o ® Clear

+ Add Project

I.. ¥ Client T | Sie

Allassessmentirms linked to theparent assessmenfirm can be viewed from het&o update or addinsurance
detailsfor any of theassessmenfirms listed, click the'Edit button. Note: If noinsurancedetails areshownfor a
EhildAssessment firmACE will use thensurancedetails from the Parentfirm listed in theWParentrolumn. This
supports assess's lodgng reports underifferent Assesor IDs but with the sameénsurancepolicy as theparent
assessment firm

Contact Us Inspections YYour Inspections Data Reports Lookups v Administration v @ Logout (ACMEAssessor)

Edit Assessment Firm Insurance

Date Y Date T
T Parent Y Ins Company Y Ins Policy Y Effect. Expi... PILi. Y Edi

ACME AC/FM Lid IACME Assessment Firm leI

ACME Assessment Firm 3 ACME Assessment Firm Ltd ACME Insurance Ltd ACME-1234567890 | 02/10/2020 01/10/2021 1000000 [ # Edit

ACME Assessment Firm Ltd Insurance (UK) Limited | A1402C57/01 01/01/2021 31/12/2021 2000000 # Edit

M4 1 2 ] 1-30f 3 items

ManagingLadgementProfiles in ACE Insuncepolicydetails for Assessors

ACE supports multiple lodgement profiliesenable an assessor to lodgespectionsunder different assessor
numbers withone or multiple lodgement houses

Contact Us Inspections Your Inspections Data Reports Lookups v Administration ¥+ @ Logout (ACMEAssessor)

. Lodgement Profile
Lodgement Profiles J

Default Profile

EQIt Insurance Details

My Account

Name: Acme Assessor Certification(s): None

Edit Default Profile. ..

Company Profiles

Use Parent Use Assessment
Company & Details Assessor ID Scheme Firm Insurance
ACME AC/FM Ltd ACME Assessment Firm Ltd
ACME Assessment Firm 3 ACME Assessment Firm Ltd STRO456789 Stroma Certification

D ACME Assessment Firm Ltd STER112233 Sterling Accreditation Limited

Lodgement Details

Assessor ID: STER{12233

Scheme: Sterling Accreditation Limited
Trading Name: ACME Assessment Firm Ltd
Address: ACME House ACME Street ACME Town
Postcode: AC3 3MM

Email Address: contact@acme.com

Tel No: 01234 56789

Insurance Company: Insurance {UK) Limited
Insurance Policy: A1402C57/01

Effective Date: 01/01/2021

Expiry Date: 31/12/2021

Professional Indemnity (£): 2,000,000

ACE Wizard Ltd, Suite A, 17B Somerset House, Hussar Court, E !W|ZAR[]
Waterlooville, Hampshire, PO7 7SG WOVING THE BOUNOARIES OF IR
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Onlythe assessor can manage and aptheir lodgementprofiles,and these can benanaged from the
administrationtab and by seledtg‘Lodgement Profile

The expander tiangleif clicked, will show the full pofile data inaidingAssessment FirfiradingName, Aldress,
Insurance Details in use and the contamnail addressvhichwill appear on the certificateAll the data shown will
appearin the XML filegeneated by AEto be included in the lodged Report and Certificate

To set up the lodgement profiléhe assessdirstly needs toedit the ‘Default Profile’.

Lodgement Profiles
Default Profile

Name: Acme Assessor

Edit Default Profile...

Certification(s):

None

Edit Default Profile

Assessor Name

ACme Assessor

Assessor has SP3

Assessor has CC4

Save

Cancel

assessment firnby clicking theEdit button

shownon the image on the previous page.

TIP: Seup the Lodgement Profile for th
Parent/Leadassessmat firm first.

Thea s s e dodgementprofile createdfor
the ‘Parent assessmentie will be useds
for all*Chib’ assessment firmsunlessedited
to useadifferent ID. To use adifferent
Assessient ID fora‘Child assessment firm
untick the‘Use Pagnt Assessor Box arl
input the assessolD and set the
Accreditation Scheméo be used.

If the email addreskeld at theAssessient
Frm levd is rot to appear on thecertificate,
pleaseuntick the'Use Assessment Firm
Email and enter the email addressghichis
required to appear on the certifite. Note:
this does not have to match with themail
address held with yowaccreditation
scheme

The assessor also has the optioruse
alternative insurancepolicy to thedetails
held for the assessment firnThis is
particularlyrelevant for subcontractor
assessors whosea ‘Pay Per Clitkover

Company

Assessor Name

Use Parent Assessor ID

Assessor D

Accreditation Scheme

Use Assessment Firm
Email

Email Address

Use Assessment Firm
Insurance

Insurance Company

Insurance Policy

Effective Date

Expiry Date

Professional Indemnity
Limit

Thisincludes the
asseqameands
Air ConAssessment
gualifications

Once the default
assessor details have
been setyou can now
edit the profile to be
used for each

[ ACME Assessment Firm 3

Acme Assessor

o
ma |

ACE Wizard Ltd, Suite A, 17B Somerset House, Hussar Court,
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provided bytheir accreditationscheme Tochange the details usedintick the boxUse Assessment Firm urmancé
andensure all thdieldsmatchthe detailsissued to you by yauaceeditation scheme fothe specific profile

Lawunchingyour Accreditation Scheme Portal

There are two places to laachyour accreditationscheme paal, the first is fromwithin the projectviathe ‘XML
Expat’ drop down menu ashownbelow.

Contact Us Inspections Your Inspections Data Reporis Lookups ¥ Administration ¥ 6 Logout (ACMEASSsessor)

ACE (AIr Conditioning Energy) Wizard - Project Editor

Project Id: 12072 Client: Client ACME 1 Site: Cannock Community Centre
Address: 1st Floor - Cannock Community Centre, Avon Road, Cannock WS11 1LH Cost/kWh (£): £0.12

Contact: Client Simpson Username: ACMEMaintenance Status: Draft

Inspected: 09/04/2021 Expires: 08/04/2026 Report Type: Level 4

[ Edit thCopy v ARepors v « Validate ¢» XMLExport v 9 LinkPDF «f SendEmails v # Tools

Details Download Evolve XML Project

Link CLG XML Export to Project
Units Room Sizing Time Zones Photos Attachme ymmendations TMA44 Inspection Fields Sections
Download Importer Application

AC Units  Air Handling Units Chilled Water Pumps Open Lodgement Portal

Thesecondis from the Hit/Add pagewhichcan befound onthe ‘Inspecton’ tab landing pageand inthe projectvia
the Hlit button shown abwe. Please NoteThe®pen Lodgement Port&button will only appear if the
AccreditationScheméhas been set uin thel & & S da@igeiNdntarofile in use on tle project.

UPRN& Address Lookup via th@dlgement Portal

Carrying out an addressaeh is required to gtablishif a UPRNexist for theinspected propertyThe Property
UPRNshauld beenteredinto the field shownbelow.

Edit | Please noteThe
csesmar et the addes
ssessment Firm sment Firm v ite Name Cannock Community Centre
; ACHnN the Addess
Select Assessor Address 1st Floor - Cannock Community Centre Town and Postcode
Name of Assessor Avon Road f|6|dSW|” be the
addressshownon the
lodged certificate &
Inspection Date 09/04/2021 report.

Equipment Icnem ACME 1 Town | Cannock

Owner/Operator
Company Name

TIP: TheSte Name
will only show on the
Property UPRN ACHReport andACE

Postcode WS11 1LH

Equipment ICIiemSimpson
Owner/Operator

Contact Name Reportype  [ETND . Draft Certificate and
. will not appear on
El t O 01234 567890 .
Teﬁetgﬁ:neenNunv:g:; I 2 Project Status Drafnt v

the lodged

CostperkWh (201200 B documents

Separate Process (]
and Comfort
Cooling

[ » Lodgement Portal + Update | + Save & Open Project

Click on the Lodgemeftortal button to begin an addressaeh.

Equipment Owner IACMEMamtenance
ACE Username

To use thdodgementportal, you will need pur accreditation scheme Username and Passwaitdshould be noted
the usernamamay difer for eachAssessor I@epending on the accreditation scheme you lodge with.

ACE Wizard Ltd, Suite A, 17B Somerset House, Hussar Court, E !W|ZARD
Waterlooville, Hampshire, PO7 7SG
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Once you havéogged infor Serling Accreditationassessa@clidk on the'AirCori Icon as shown belwv.

Lodge a report:

For EMmhurst assessors click ¢time NDEA btton shown below.

Home

Welcome to Access Elmhurst, your portal to working online. Here you can create, work on and manage all your assessments. You can also keep track of v
documents into Evidence Online. Don't forget you can always Contact Us with any queries.

NDEA < QAHub& CPD

EVldence Audit Zone elmhurst energy | Training Calendar
elmhurst energy  elmhurst energy | elmhurst energy elmhurst energy

Thenclick on the Address Searblutton (the example sbwn is from Sterlind\ccreditationlodgement portal), paste
the postcode for the property fronour ACE Wizargrojectin to the sarch boxof the lodgement portal.

Lodge Report Recent Lodgements Address Search

SEARCH ADDRESSES

Address search is powered by Lifespan Software and uses the MHCLG database

How do you want to search for addresses?| Search By Postcode V|
Postcode I Ws11 1LH I
Building Mame/MNumber | aptional

When seleting the UPRNpleaseconsider the following information issuedy Sterling Accrelation Scheme tats
assessomembers

i

Always search the new register for an address either via your software or via the web interface in our
members area (Lodgement Portal).

Do not use a UPRN that you have obtained from the_alidmark register

Please note that addresses that have been imported to the new register from lodgements completed in the
old register will have the RRN number of the previous lodgeriteplace of &JFRN

Always try to use an address with a URRi¢re possible.

ACE Wizard Ltd, Suite A, 17B Somerset House, Hussar Court, E !W|ZARD
Waterlooville, Hampshire, PO7 7SG
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U Where a Town appears twice in the address you can remove the Town entry that appears in the address
lines 1 to 4n the softwareyou areusingto produce the report.

U  Where an address appears in all CAPS you are welcomangelthe words to be initial letter capital the
softwareyou are using to produce the repdftthisis more aesthetically pleasing to you or your client.

U Where you believe a UPRN to be representative of the inspected buildingydatdress is slightly
incorrect, please use the UPRN and amend the address manutidlysatware you arecreatingthe report
in to suit your requirements.

U  Where you are assessing part of a building and the whole building has araedttyPRN on the register;
use the whole building UPRN but manually amend the address to reflect the part of the building you have
inspected.Forexample line oneof the addressvould read 15t Floor— 11 Brixingon Parade.

U Where you cannot find an address on the regisf#ease leave the UPRN field blank and manually enter
the addresaunlessthe address gits with an RRN iwhichcase use th&RN.

U Unless thébusinessiame forms part of theJPRN addres$o not use the busess name as padf the
addresdn lines 1 to 4 of the addredields. (fememberit is the building or part of théuildingwhichis
beingcertified not the busines$

TIP: Addresses in 8P TAISwill have a UPRN

Inthe example below thaddressvhichshouldbe selectedwould be the'11 BRIKNNGTONPARADEandnot
‘Headlines, 11 BringtonParadé. 11 BRIXINGTOhs a UPREINd does not cotain a businessame.Toview the
UPRNMNand full address dails click on the address you wish teview.

RESULTS
Please select one of the results to see the address detail. .
SELECTED ADDRES
1 BRIXINGTON PARADE, CHURCHILL ROAD, EXMQUTH, EXMOUTH, EX8 4J5 UPRN I UPRN-010000269833 Copy I
1-2 Brixington Parade, Churchill Road, EXMOUTH, EX8 4Js Line 1 ‘ 11 BRIXINGTON PARADE Copy
WWW% Line 2 ‘CH URCHILL ROAD Copy L
11 BRIXINGTOM PARADE, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX8 45 Line 2 ‘ EXMOUTH ‘ Copy I
12 BRIXINGTOM PARADE, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX8 45 .
Line 4 ‘ ‘ Copy
2 BRIXINGTON PARADE, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX8 4J5
Town ‘ EXMQUTH H Copy |
3 BRIXINGTON PARADE, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX8 4J5
Postcode ‘EXS 45 ‘ Copy
3 Brixington Parade, Churchill Road, EXMOUTH, EX8 4JS
4 BRIXINGTON PARADE, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX8 4J5
5 BRIXINGTON PARADE, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX8 4J5
SEIECTED ADDRESS i
6 BRIXINGTON PARADE, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX8 4J5 e T -
UPRN I RRN-5290-2977-0493-0370-8094 Copy It
&, Brixington Parade, Churchill Road, EXMOUTH, EX8 4J5
Line 1 | Headlines F
T BRIXINGTON PARADE, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX8 4J5
8 BRIXINGTON PARADE, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX8 45 Hne 2 ‘ 11 Brixington Parade, Churchill Road Hﬂ/
9 BRIXINGTON PARADE, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX8 4J5 Line 3 ‘ Sl ‘
BRIXINGTON PARADE, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EXS 4J5 Line 4 Copy
Budgens Stores Ltd, 12 Brixington Parade, Churchill Road, Exmouth, EX8 4JS Town EXMOUTH Copy
CAR PARK, BRIXINGTON PARADE, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX3 4J] | Postcode EX8 4J5 Copy
Headlines, 11 Enixington Parade, Churchill Road, EXMOUTH, EX8 4)5
— I I e —
POST BOX 7M FROM BLADEZ, 3 CHURCHILL ROAD 24M FROM CHURCHILL ROAD, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX8 415

| PUBLIC TELEPHOME 8M FROM BLADEZ, 3 CHURCHILL ROAD 25M FROM CHURCHILL ROAD, CHURCHILL ROAD, EXMOUTH, EXMOUTH, EX8 4J5 |

|The Southern Co-operative, Brixington Parade, Exmouth, EXS 4JS |

ACE Wizard Ltd, Suite A, 17B Somerset House, Hussar Court, E !W|ZAR[]
Waterlooville, Hampshire, PO7 7SG WOVING THE BOUNOARIES OF IR
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Once you havéoundthe UPRN or RRNaste this ito the Property UPRN field izour ACE Project.

In thisexamplethe address does have a bnsss name ASDA, AVON ROAD, CANNOCK, CANNOCK, WS11 1LH

as part of th? UPRN ado!ress addtion the address is ATM SITE 1, ASDA, AVON ROAD, CANNOCK, CANNOCK, WS11 1LH
alsoshownwith an RRNvith full company nameThe
asseser shouldselect the URN and pste his ‘ATM SITE 2, ASDA, AVON ROAD, CANNOCK, CANNOCK, WS11 1LH
referenceinto the ACE Proje@sa UPRN shod be used ‘ATM SITE 3, ASDA, AVON ROAD, CANNOCK, CANNOCK, WS11 1LH
ahead of an RRN

|.-’-\TM SITE 4, ASDA, AVON ROAD, CANNOCEK, CANNOCK, W511 1LH

Asda Stores Lid, Avon Road, CANNOCK, WS11 1LH

UPRN RRN-9490-6024-0667-08003405 || Copy || uprn UPRN-010014215084 Copy |
Line 1 Asda Stores Ltd \%’ Line 1 ASDA Hﬂ/
Line 2 |Awn Road Hﬂ, Line 2 |AVON ROAD ‘\%
Line 3 | H% Line 3 |CANNOCK ‘\%
Line 4 | H Copy | Line 4 | Hﬂ/
Town |CAN NOCK ‘ Town |CAN NOCK ‘M
Postcode |ws11 1LH H Copy| | postcode |WS11 1LH H Copy |

Once you have savedelJPRINRRNto the ACE projeceditedthe addressn line with theguidance andgavethese
changedo the ACEProject You are now readyd validat the projectready to generate the XML file for lodgement

Validatian & producingan MHCLGcompliant XML file

Assessors camn thevalidation process at any time by click thélidatiori button, thiswill allow the assessdo
identify if there are anyerrorsin the dataentered ACHighlyrecommends the assessor uses this validation in
conjunction with the ‘View Report function. (‘Report drown down merm to the left of the validation buttor).

Using the'ViewReport is a great way to seleow the report and certitate data wilbe seernin the ACEdocuments
andis an easy way to see if yoompleted allthe areas in theACE Pject.

[TE3wizArD [T=3wizARD

Contact Us My ACE Inspections Your Inspections Maintenance Data Reports Lookups » Administration v+ @ Logout (ashley@acewizard.co.uk)

ACE (Air Conditioning Energy) Wizard - Project Editor
Project Id: 16108 Client: Owmner Ltd Site: Victoria House (Test Case A)
Address: Property address Test Case A, Property address line 2, ST Albans AL1 3UT Cost/kWh (£): £0.12

Contact: Owmer Username: EndClient Status: Draft
Inspected: 01/02/2020 Expires: 3110112025 Report Type: Lavel 4

[ Edit.. EMCopy * &Reports v « Validate <>XMLExpot +* “%LinkPDF <@ SendEmails * /FTools -

Details

Units  RoomSizing TimeZones Photos  Aftachments Maintenance Text Recom CLG Export

ACUnits  AirHandling Units ~ Chilled Water Pumps ~ OtherAssets  Import AC Units

Totals Validation Errors

The CLG XML Export failed due to validation emors.

Once the Validatioprocesshas been runACE wilprovidea
notificationif errors are foundTo view the validation errors,

click thei AView Window” but

ACE Wizard Ltd, Suite A, 17B Somerset House, Hussar Court, E !W|ZAR[]
Waterlooville, Hampshire, PO7 7SG WOVING THE BOUNOARIES OF IR
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Anew window will operdisplayingall the validation errors for the pject.

[TE3wizArD

My ACE

[TE3wizArD

© Logout (ashley@acewizard ca uk)

Contact Us Inspections Your Inspections Maintenance Data Reports Lookups v Administration »

CLG Export Validation Errors

The CLG Export did not complete because of the Validation Errors shown below. Please address these issues and then run the export again.

UPRN: Data missing or invalid format

F-Gas Compliant Date: Missing Data

VOLO01/SYS001/CP2 - Serial Number: Data missing
WVOLO01/SYS001/CP2 - Total Occupants: Data missing
VOLO01/SYS001/CP2 - Total Floor Area: Data missing
WVOLO01/SYS001/CP2 - Occupant Density: Data missing
WVOLOD1/SYS001/CP2 - Max Instantaneous Heat Gain: Data missing
WVOLO01/SYS001/CP2 - Installed Cooling Capacity: Data missing
VOLO01/SYS001/TU2 - Description: Data missing

Orce all the validation errors have been resolvedy are now ready to geerate theACE Advanced Energy Report
and/or Draft CLG Certificat@nd or Draft CLG Repart

Once ttese draft documents have been revievandchanges made or you are going to lodge without issuing the
documents irDraft for client or peer reviewyou are now ready to generate tHeLGML filefor lodgement.

Creatngthe CLG XML Fiteady for lodgement

To create the CLG XML fiteupload toyour chosen Accreditation Scheme, | i ¢ k o n
sel ect the “Link CLG XML Export to Project

the *“ XML

Expor

AGE DAY [TF3wizARrD

I Contact Us Inspections Your Inspections Data Reporis. Lookups v Administration v @ Logout (CLGtest)

ACE (Air Conditioning Energy) Wizard - Project Editor

Site:
Cost/kWh (£):
Status:
Report Type:

Victoria House (Test Case A)
£0.12

Open

Level 4

16108 Client: Owner Ltd

Property address Test Case A, Property address line 2, ST Albans AL1 3UT
Chwiner Username: gy (@owner
02/02/2020 Expires:

Project Id:
Address:
Contact:
Inspected:

(£ Edit.. €61Copy ~+ EReports v <XMLEpot * “%LlinkPDF <@ SendEmails + FTools v

Download Evolve XML Project
Link CLG XML Export to Project

Details

Units Room Sizing Time Zones  Phoir Text Recommendations  TM44 Inspection Fields  Sections

Download Importer Application
Chilled Water Pumps ~ OtherAssets  Import AC Units

AC Units  Air Handling Units

Cooling Capacity: 50.0kW
Total Refrigerant Weight: 42.00kg
Number of Systems: 2

Rated Input Power: 2.2kW
Total Equivalent CO2: 71.4 tonne
Average EER: 22.7

Calculated Energy Input: 1.5kW
Annual Operating Cost: £0

Details

The validation process will run automatically with any errors showing as described earlier. If no errors are found the
MHCLG XML File wile automatically added to thproject and can be fountiAttachment tab.

Click on the Attaament Tabfrom within the prgect.

(# Edit... (hCopy ~+ A Reporis v « Valdate «>XMLExport v % LinkPDF «f SendEmails ~» J Tools

Details

Attachments Maintenance Text Recommendations Sections

TM44 Inspection Fields

Units Room Sizing Time Zones Photos

ACE Wizard Ltd, Suite A, 17B Somerset House, Hussar Court,
Waterlooville, Hampshire, PO7 7SG
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TheXMLfile will be automatically named and cée foundin the attachmenttab as shown below

TIP: TheWiew Certificate on RegisrCbutton will only work once the XML file haseen lodged If the button is
not visibleand the XML file does show in the attachmetatb press\€trl+F%and the Wiew Certificate o RegdsterQ
button shoulddisplay.

ACE (Air Conditioning Energy) Wizard - Project Editor

Project Id: 12072 Client: Client ACME 1 Site: Cannock Community Centre
Address: 1st Floor - Cannock Community Centre, Aven Road, Cannock WS311 1LH Cost’/kWh (£): £012

Contact: Client Simpson Username: ACMEMaintenance Status: Draft

Inspected: 09/04/2021 Expires: 08/04/2026 Report Type: Level 4

[# Edil... (hCopy v EReporls v  Validaie <¢pXMLExport v S LinkPDF «f SendEmails v & Tools v

Details

Units Room Sizing Time Zones Photos Aftachments Maintenance Text Recommendations TM44 Inspection Fields Sections

Upload Files.. [ View Certificate on Register
File Name Date Caption Order | Download @ Edit
# Edit
Draft DCLG Report - Client ACME 1 - Sample Warehouse. pdf 07/12/2020 0 m
X Delete
# Edit
Draft Certificate - Client ACME 1 - Sample Warehouse.pdf 01/12/2020 0 m
X Delete
# Edit
ACE Wizard AIR-CON TM44 Advanced Report - Client ACME 1 - Sample \Warehouse. pdf 01/12/2020 0 m
X Delete
# Edit
12072 - Client ACME 1 - Cannock Community Centre - 9571-9076-1654-8863-1634.xml 11/04/2021 0
X Delete

To lodge the XML file,

1. firstclick’ O p then XML filebutton, this willdownloadthe file toyour local PQtypically yur* Down |l oad s
Folder) — TIP:just letting the file download via your browser is usuallyufficdent to put the XMLfile in
your download fotler, you donot need toopenthe XML fileonce it has downloaled.

2. Launchyour accreditation scheme lodgement portéd the XML Bport menu.

3. Log into the Lodgement Portat Makesure yu areloggingin with the correctAssessor account as you are
usingon the ACE project

4. Click on theLodge Report Taénd click Chese File.

Lodge Report Recent Lodgements Address Search

NON-DOMESTIC AND DOMESTIC REGISTER SUBMISSION
Submission File Choose File | No filz chosen

Building Complexity

Client Company Name
Client Contact Name
Client Contact Tel

Have you personally carried out the
assessment inspection on site?

Reason for not visiting the property

Have Data Gatherers been used in
completing any data for this Report?

If o, please name the Data Gatherer(s) used

Build Type Please Select v

| agree to the Terms and Conditicns

ACE Wizard Ltd, Suite A, 17B Somerset House, Hussar Court, E !W|ZARD
Waterlooville, Hampshire, PO7 7SG
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5. Use theWindowsHile Explorer to navigate to your dowioads folder

{E Open
“— v o ; » ThisPC » Downloads v [¥] 2 Search Downloads
Organise - Mew folder =~ M @
~  MName Date modified -
v 3k Quick access
[ Desktop  Today (1)
E Documents I j 12072 - Client ACME 1 - Cannock Community Centre - $571-8076-1654-8863- 1634 I 11,/04/2021 23:33
~ Earlier this week (64)
&=/ Pictures j 16132 - Test Company Ltd - Test Site - 2932-7442-0864-1879-3676 00,/04/2021 16:50

6. Select the fileto be lodged

7. Double chek the assessaietails andaddress detail®n the right of the lodgement pagare correctfor
the project

8. Answerthe 2 questions and tick to confirm you agree toedTerms and Conditianfor your accreditation
scheme.

Lodge Report Recent Lodgements Address Search

NON-DOMESTIC AND DOMESTIC REGISTER SUBMISSION

Submission File Choose File | No file chosen
File 12072 - Client ACME 1 - Cannock Community Centre - 9571-9076-1654-8863-1634.xml file
uploaded.

RRM: 9571-9@76-1654-5863-1634
Building Complexity Level 4 Certificate Mo: STER112233

Name: Acme Assessor

Client Company Name |Cliem ACME 1 |
. - - Property Address:
Client Contact Name |Cllem Simpson | Line-1: 1st Floor - Cannock Community
Client Contact Te 01234 567890 | Ei::.; Aven Road
Have you personally carried out the Line-3:
Line-4:

assessment inspection on site?

| Post Town: Cannock

Reason for not visiting the property Post Code: W5S11 1LH

Have Data Gatherers been used in

- . S Company MName: ACME Assessment Firm Ltd
completing any data for this Report?

Insurance Details:

Insurer: Insurance (UK) Limited
Policy Mo: Al482C57/81

If 50, please name the Data Gatherer(s) used Effective Date: 2021-@l1-81
Expiry Date: 2821-12-31

PI Limit: 2028808

Build Type Please Select w

| agree to the Terms and Coqcli:icr‘sE

9. Press the Lodgement button ¢b shown)

In a small numberfocases, the XML file will be rejected by the CLG, the known re#tsisrcould happen are

U RRN numbers already in usé’lease regenerate the XML file in ACE, new RRN numbers will be allocated to
the project ready fosubmissioragain.

U Assessor details dwot match those stored with the accreditation schemPBlease update your assessor
details in ACE to match those with the accreditation scheme and regenerate the XML file.

U Insurance details do not match those stored with the accreditation scheme or ai&f date— Please
update your assessor details in ACE to match those with the accreditation scheme and regenerate the XML
file.

U Assessment Firm Taang Name or Address do not mett those stored with theccreditationscheme-
pleasecheck youmassessocredentiak provide byaccreditationschemewith those stored in ACE.

ACE Wizard Ltd, Suite A, 17B Somerset House, Hussar Court, E !W|ZAR[]
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Printing/ Savng the lodge Certificateto issue to your client

Once you have seen theodgementSucceededmessageclos thelodgementportal windows. You are now ready
to retrievethe lodged certificateand report,save these files to ACEBose theACHroject, notify your client you
havecompletedthe work andinvite them to access the daments from ACE Wizardo do this,

i From the attachments Tab in the A@fBject, clickon the‘ViewCertificate on Registérbutton —if you are
happyfor your cliensto view the report via thdink onlyand wish tainvite your cliem to review the
certificateand reportin ACEFisst dekte the'Draft Certificate &Draft Report’ and then close theroject
from the main project Edit button. Please notethe Wiew Certificate on Regist€button will not display
to the end client unless the project is set #losedQ

U If you prefer to save the lodged certificads a PDF the ACE projectOnce you have kanched thelodged
certificate page print the certificate as a PDF and save this to yoocaldownload folder Beforeuploaded
the certificate to ACEwe recommendyou delete the Draft Certificatend Draft Report from the ACE
project. Then clickon the ‘UploadFiles button andselectthe locallysavedlodgedcertificate PDFto be
uploaded.

ACE (Air Conditioning Energy) Wizard - Project Editor

Project |d: 12072 Client: Client ACME 1 Site: Cannock Community Centre
Address: 1st Floor - Cannock Community Centre, Avon Road, Cannock WS11 1LH Cost/kWh (£): £0.12

Contact: Client Simpson Username: ACMEMaintenance Status: Draft

Inspected: 09/04/2021 Expires: 08/04/2026 Report Type: Level 4

(Edit. (fCopy v XReporls v « Validate <¢>XMLExport ~+ S LinkPDF «f SendEmails v ,Tools v

Details

Units Room Sizing Time Zones Photos Attachments Maintenance Text Recommendations TM44 Inspection Fields Sections

Upload Files...  View Certificate on Register

File Name Date Caption Order Download | Edit

# Edit
Draft DCLG Report - Client ACME 1 - Sample Warehouse pdi 07122020 4] Open .
X Delete

= # Edit
X Delete

# Edit
ACE Wizard AIR-CON TM44 Advanced Report - Client ACME 1 - Sample Warehouse.pdf 01/12/2020 0 -
X Delete

. # Edit
X Delete

U Once the fie isuploadedyou will be prompted to change theadus of the project TIP: Consideisavingthe
lodged report with the name you wish talisplayin the ACEProject so you caclose theproject
automatically assoon as the file isiploaded

i Asthe ACBdvanced report contains a lot more infoation thanthe lodged report you mayopt to not
upload the lodged report tethe ACE project andnly issue your clienwith the ACE Advanced report and
the lodged certificate If youwould prefer to savethe lodged report in ACEave thdodged reportin the
same way you saved the certificate andaga this to ACE PleaseNote: Once gorojectis closedany
additional documents added to the project M not show to the client, you will need to coatt
support@acewizardco.uk to have the poject status reseto draft first.

i Pease NoteWewould strongly advise not to dlete the XML file from the project, thille cannot be seen
by the clientand may need to baequired bythe accreditationschemeas part ofanl & & S Zade. N a
Ruming the XMLfile generation process again willeplacethe file with new RRNand should only be
done if thelodgement has failed.

Draft Certificate - Client ACME 1 - Sample Warehouse.pdf 011212020

(=]

12072 - Client ACME 1 - Cannock Community Centre - 9571-9076-1654-8863-1634 xml 11/04/2021

[=]
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GivingClient Access

Al projects created in ACE are

aut omat. i

cal ly

a read only formatNote: The End Clienamot edit anl & a S PdjechNAecess to a project or a group of projects
c o mmBquipnyentr ef er r ed
Owner/OperatorCompanyN a m.eThisnameis setwhenthe projectis createdTip: ToEdita ClientName,do not

changethed / f NafngEinthet NP 2Rliftlie £lEntnamefromthed [ 2 2 inelzl,iE 9 Rdséssmertirm Click
Expandearrowand / f &tab gi8hownin the Managingyour Account& Profilesin ACEsection. Theclientaccess

is based aroundthe Cl i en't name which is

mor e

will showall projectswhichhavebeencreatedfor the“ C 1 icarnedolt by the Assessmen€ompany(Testenn

this example) who carriedout the assessments.

Tosendthe EndClient
accesdo ACEclick” Op e n
to enterthe project.

[E3wizArD

Contact Us. Inspections Your Inspections Data Reports Lookups v

ACE (Air Conditioning Energy) Wizard - Project Editor
Gotothe" Semmdai | ”
menuandselecteither the
“Dr aftCompl et 6
emailfrom the dropdown
option.

Project Id:
Address:
Contact:
Inspected:

16108 Client: Owner Ltd

Property address Test Case A, Property address line 2, ST Albans AL1 3UT
Owmer Username: EndClient
02/02/2020 Expires: 01/02/2025

@Edit. f1Copy v &Repois v ¢ XMLExpot v % Link PDF

Details
Units Room Sizing Time Zones Photos Attachments Maintenance L
Theseemailscontain
instructionson how to
accessACEandhowto
reviewanddownloadtheir

reports.

AC Units  AirHandling Units ~ Chilled Water Pumps ~ Other Assets

Totals
Cooling Capacity: 50.0kW

Total Refrigerant Weight: 42.00kg
Number of Systems: 2

Rated Input Power: 2.2kW

Average EER: 22.7

Details

I f the “Client has never |l ogged

Import AC Units

Administration v

A Send Emails

Total Equivalent CO2: 71.4 tonne

n

® Logout (CLGest)

Site:
Cost/kWh (£):
Status:
Report Type:

FTools

Send Draft Email ..

Send Completed Email. .

Calculated Energy Input: 1.5kW
Annual Operating Cost: £0

to

[E3wizarD

Victoria House (Test Case A)
£0.12

Draft

Level 4

TM44 Inspection Fields ~ Sections

ACE before,

1+ qWIZARD

SOFTWARE FOR ENERGY ASSESSMENTS!

created

t he

in their email address here, if the address is not known send the email to yourself. Once the End User has logged in,

Contact Us Inspections Administration »

Your Inspections

<4

Usemame and Password to access your Draft Air Conditioning Energy Report and Draft Compliance Certificate

Data Reports Lookups »

Client Email Address

Subject

Message

REF - Owner Ltd - Victoria House (Test Case 4)

Your recent Air Conditioning Energy Assessment(s) carried out on behalf of Tester are in
draft and ready for review. Once you have logged on, we ask you to review the reports
and check the company name, address and contact details are correct on the Certificate
prior to us lodging the reports on the Governments Mon-Domestic Energy Register
(https://find-energy-certificate.digital.communities. gov.uk).

You can access the draft certificate along with your advanced report by clicking on the
"Recommendations & Report PDF" button and then clicking on the "Report PDFs”
tab. Once you have confirmed the data is correct and you are happy with the reports
we will notify you the reports have been lodged so you can download the finalised
reports and certificate and keep them safe. Compliance will only be achieved once the
report({s) and certificate have besn lodged.

® Logout (CLGtest)

Note, in addition to the editable text, the email will also contain a system access link, access time date and the client user name and password.

ACE Wizard Ltd, Suite A, 17B Somerset House, Hussar Court,
Waterlooville, Hampshire, PO7 7SG
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the assessor wiho longer be able to add an email address into this field. This is to prevent the Ensl REgsword
being exposed to the assessor as it will have been changed by the End User when they first log in to ACE.

All text contained in the email relates to tipeoject and the assessment firm the project was created under. The
above image shows the “Draft” email. The text below sh

REF Owner Ltd Victoria House (Test Case A)

Your recent Air Conditioning Energy Assessment(s) carriexh dnehalf of Tester has now been completed, the
report and certificate have been lodged on the GovernmentsDimestic Energy Register (https://fhethergy
certificate.digital.communities.gov.uk) and will remain valid for 5 years as proof of your céntpan O2 YLIX Al yOS ®

To access the Air Conditioning Report and Certificate please click the following link and enter the username and
password contained in this email.

The full reports and the enhanced energy data will remain accessible for you to downlb@2/02/2021 unless
you have subscribed for @oing access to our service.

https://system.acewizard.co.uk

Username EndClient

Password XXXXXXXX

Pleasenote:on first log in you will be asked to change your password and add a recovery email address.
Kind Regards

Tester

The client has a default access periatithe time of writingit is 12 monthsand this includes access to the ACE
Wizard End ClientGas Loghook and PPM system. Access to these systems beyond can be sold separately to the
End Client § the associated assessment firm or ACE Wizard Ltd

Supportg To contact ACE Wizard for advice on using ACE, to raise a bug, to suggest an improvement or to have systems
added to the database emailipport@acewizard.co.ubr call 01420 446202.

Training— Please contact your accreditation scheme or ACE Wizard Ltd on the details above

Additional Help— Visit https://www.acewizard.co.uk/acdraining where updates and new training videos will be
posted.
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