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1. Introduction

This document is intended to assist users of the Government's software in producing Display Energy
Certificates (DEC) and Advisory Reports (AR) in accordance with the Government’s intentions, and to aid
consistency between energy assessors, their assessments and the services they provide to occupiers.

Approved Accreditation Schemes should consider the issues addressed in this document when training
energy assessors seeking accreditation to produce DECs and ARs.

The software must be used in conjunction with the latest Government guidance available from
www.communities.gov.uk. Before attempting to produce a DEC or AR, energy assessors must make sure
they understand the guidance, in particular:

e The technical guidance titled The Government methodology for the production of Operational
Ratings, Display Energy Certificates and Advisory Reports

e The non-technical guidance titled Improving the energy efficiency of our buildings; A guide to display
energy certificates and Advisory Reports for public buildings

Energy assessors requiring clarifications or additional guidance should contact their respective Accreditation
Schemes in the first instance.

2. Getting Started
On starting ORCalc the new project dialog will be displayed in front of the main application:

3 OR Calculation Software 10 x|

File  Mawigate  Settings  Help

File Type: Mone Active Screen:  Mone DEC Outputs: Prohibited

Project Selector

Mew Project

L

DEC and AR DEC

Load Project

&

Open...

Help |

Ready
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You may either load an existing project or start a new project:

e “DEC and AR” — A joint Display Energy Certificate and Advisory Report. One combined XML file will
be produced for lodgement alongside a separate Certificate and Report.

o “DEC” — Assingle Display Energy Certificate and XML File.
e “AR”— A single Advisory Report and XML File.

Pressing Cancel will close the Project Selector and allow you to open a file from the ‘Recent Files’ list on the
File menu.

3. Software Security

On the Initial Information page select the Country of registration and then enter your unique Assessor
Number. This is issued by your Accreditation Scheme.

3 Test-Case-01 - OR Calculation Software o ] B4

File  Mavigate  Settings  Help

File Type: DEC Active Screen:  DEC - Initial Information DEC Outputs; Prohibited

Next

—Aszzessor Details

Caountry of Registration: IEngland and Wales j
Azzessor Number: ITESTSDDDDD Get Details...
—_— |

Next, press the “Get Details” button.

& Test-Case-01 - OR Calculation Software 10l =l

File  Mavigabe  Settings Help

File Type: DEC Active Screen:  DEC - Initial Information DEC Qutputs: Prohibited

Mext

Aszessor Details
Country of Registration: IEngIand and Wales ~|
Assessor Number: ITESTSDDDEIEI B Get Details... |

Once you have successfully retrieved your Assessor Details the following message is displayed.

x

:' Assessor details retrieved
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3.1 Assessor Details Retrieved

The retrieved Assessor details are displayed.

&) Test-Case-01 - OR Calculation Software - 1O] x|

File  Mavigate  Settings Help

File Type: DEC Active Screen:  DEC - Initial Information DEC Qutputs: Prohibited

Azgessar Information | Building Informationl Initial Energy Data Mext

—Aszessor Details

Country of Registration: IEngIand and W ales j

Assessor Number: ITESTSDDEIEID Get Details... I

Firsthame Surnamne 1

IEompany Mame 1 EM_w [ Edit

rAssessor I ame:

Emplover/Trading Mame:

Employer/Trading Address: IBIdg, Fioad, Town, County, EM_WwW, Postcode
‘.&ccreditation Scheme: IEF'Egen.N ET test &5
DELC Felated Party Disclosure: INot related to the occupier j

If your Assessor details are incorrect then please contact your Accreditation Scheme. In the short term it is
possible to edit your Trading Name/Address by checking the Edit box.

Employer/Trading Mame: ICompan}l Mame 1 ¥ Edit
Employer/Trading Address: IBIdg, Foad, Town, County, Country, Posteode
Arrraditatinn S cheme: IFFaen NET test AS

Note: Your Assessor ID and other particulars are stored in your user settings to aid subsequent analysis.

You may press the “Get Details” button at anytime to update your details from the Central Register. Whilst in
‘edit’ mode the trading name and address may be overwritten by the user.



3.2 Activation Problems

Assessor Not Found

The following message is displayed for a number of reasons.

. Energy Assessor not found fpractising/registered in, or deleted
| from, the selected Registry {Please check the Country of
Registration and Assessor Number)
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X

These are:

e You have mistyped the Assessor Number

The Assessor Number is not found in the register because you have the wrong Country of
Registration or the Assessor Number has been deleted from the Register.

Please check the details carefully and confirm your details wi
Further information is available by checking the Assessor Nu

Connection Error

If you do not have a working Internet connection then you wil

1 Unknown error occurred whilst getting a response from the
' Assessor Details remote service, please retry

The Assessor Number provided is marked as not practising, i.e. struck-off or in-active.

th your Accreditation Scheme if necessary.
mber on the Non-Domestic register.

| receive the following message.

X

You will still be able to produce draft outputs but they will contain both a watermark and your details set to

‘Unverified'.

The following sections present two technigues for resolving connection issues.
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3.2.1 Manual Connection Mode

If you have a working Internet connection and the problem persists then please check with your IT
Department since you may require Proxy Server settings. These can be set via the ‘Settings’ menu under
‘Internet Connection’.

& oR Calculation Software ]
File  Mavigate | Settings | Help
File Type: DEC | Internet Connection | ' n: DEC - Initial Information DEC Outputs: Profibited
CIF Location 2 Internet Connection Setting -0 x|
A Informator | Buiding Information | el Data | Next |
Internet Connection Mode:
A Details \ % futomatic
Country of Registration: IEngIand and Walas l " Manual l

£ Mone - Use \web Browser

Setup |

Assessor Number:

Assessor Name:

Employer/Trading Name: I \ Manual Connection Proxy Settings
Employer/Trading Address: I \ :' [ Bypass proxy server for local addresses
Accreditation Scheme: | . Address- I Port
DEC Related Party Disclosure:

Username I
[~ Tick to enter Professional Indemnity | details Password |

(= Insurance Details \

Insurer Name: I u 0K I Cancel

Insurance Policy Number: I

Policy Effective Date: [0070070000 j
Policy Expiry Date: jl
3.2.1 Web Browser Connection Mode

Should both Automatic and Manual connection modes fail a final failsafe mechanism is provided. This
utilises your web browser to transmit the required information and receive a session password each time you
produce an output. The 'Web Browser’ connection mode is recommended only as a last resort.

Note: This mode allows the download of Assessor details for a single registry at a time, please select
the appropriate Country of registration and enter your Assessor Number before starting the process.

Activate the one-time setup process by pressing the ‘Setup’ button and accept the warning:

x

& This should be used as a last resort only if automatic and then
| manual connection fails.,

This option will require you to visit a web page and copy a
password into ORCalc each time you produce an output.

Next confirm your Assessor Number, if this is incorrect return to the ‘Initial Information’ page and update the
Assessor Information tab:
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zl

Do you want to continue with the following Assessor Mumber: BREC999939

Selecting ‘Yes’ will display the following the ‘Setup’ window, work through the steps:

B setupUsingBrowser _______________ =10

As you are unable to connect to the internet using this application you must download your Assessor details in
a special file by following the steps below.

STEF 1: Display web page to download the file

Click this link to display the Setup web page, then enter the text vou see in the image to download the file

STEF 2: Locate the file

COnce the file is downloaded, extracted and placed in a
suitable folder click this button to locate the file and Select file
complete the process.

oK Cancel |

Step 1 will display the following page, enter the text in the image and press the retrieve button.

/- Non-Domestic Energy Performance Certificate Register - Microsoft Internet Explorer provided by AECG o ] 4|
@;;; L I@, htu:s:_."_."uat.ndepcregister.com_."';.-ebActi'-.-'ationrﬂode.html?lj % 4yl |2 I Bing 2

'i:? @ Non-Domestic Energy Performance Certificate Register | |

VaLandmark

Retrieve Details

Assessor 1D BREC999989
Software Tool DCLG, ORCalc, v3.6.2

Home

Please enter the text that you see in
the nearby image.
Send a different image

Retrieve Assessor Details

Accessibility | Site Map | Information | Site Policy

The Non-Domestic Energy Performance Certificate Register is operated
by Landmark Information Group on behalf of the Government

% Communities
g ge A
= [ [ [T [ [ @ wemetproteciediode: of TR~

If successful, a message will be displayed informing you that your assessor details can be downloaded.
Clicking the link will display a download dialog box.
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/= Non-Domestic Energy Performance Certificate Register - Microsoft Internet Explorer provided by AEC (] 4]
@;—T}.‘ - I@, hth:us:_-"_-"uat.ndepcregisher.com_-"';:ebActi'-.-'ationl'ﬂode.html?Ij % gl | 2 Bing L |-

']‘::i' @ MNon-Domestic Energy Performance Certificate Register

Home

¥4Landmark

Retrieval Successful

Click here to download your assessor details

Accessibility | Site Map | Information | Site Policy

The Non-Domestic Energy Performance Certificate Register is operated
by Landmark Information Group on behalf of the Government

§ Communiis
| [ | [ [ | [ mntenet]Prrotected Mode: Off T REST R

Click the Save button to download the file.

x

Do you want to open or save this file?

B Name: BREC999989.rea
Type: ClickOnce Application Deployment Manifest, 772 by...
From: wat.ndepcregister.com

Qpen Save

harm your computer.  you do not trust the source, do not open or

|@J While files from the Intemet can be useful, some files can potentially
save this file. What's the risk?

Return to the ‘Setup’ window to complete Step 2. Click the select file button and locate the assessor details
file that has just been downloaded.

Clicking the ok button in the ‘Setup’ window will extract the assessor details from the downloaded file. The
following confirmation message will be displayed:

x

:l Assessor details retrieved
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3.3 Creating Outputs

The outputs that are available depend on the type of file created/loaded and the file status as indicated in the
information bar illustrated below.

2 Test-Case-01 - OR Calculation Software ] |

File  Mavigate  Settings  Help

File Type: DEC Active Screen: Output Summary I DEC Qutputs: Enabled l

——

Display Energy Certificate;

Northern Ireland Save Draft DEC -—f-}‘l

Save Draft Techrical Table I_gﬁ

Certificate Reference Mumber:
word-Loldy s d-vokz-ezid .
Advizorny Feport:

Save Draft Advizory Report (54 |

“Werified Output:

Enargy Partarmanes dparatonal Aating

Export Werified Output -_9.}|

the b B,

lhunzing, TS el v Rppaed ben Des bt =4 b Bt Vet et I_ea,l

Moic onergy eficient

DEC Language:
" & English Language DEC
] turdr
Ze:50 " - —  welsh Language DEC

100 weuldl e lypical Pravious fperational Aatings

- ~ This o i B ol oty coag b
- Fiveryvinnet 17 AHds Bud g et Hoa (e
e wocounting perhazh

i 50 o |
-
Luse mnerny eiticimt IR

Adminialralive

AL By U Wt
T e S 1
Ermey fem mesessian o

ANRREREREN ready
Outputs will be disabled if:

e the user has not ticked the agreement found on the ‘Initial Information’ page under the ‘Initial Energy
Data’ tab within then ‘Certificate Type’ region.

e the user has entered invalid ‘Energy Consumption’ data. The user should return to the ‘Energy
Consumption’ page and address the highlighted issues. For more information, please see Section
5.2 ‘Fuel measurement periods and nominated date’.

Note the Output status updates once changes to the active file have been confirmed by pressing the
‘Next’ button or selecting another screen via the ‘Navigate’ menu.

Each of the Draft buttons will instantly create a draft document without the need to connect to the Internet.
Each of the Verified output buttons completes the following process:

e A fresh copy of your details will be fetched from the Central Register using your Assessor ID. These
will be inserted into the Verified Outputs.

e Your assessor status will be checked.
e The software version will be checked.

If the ‘Web Browser’ connection mode is being used then you will be displayed a web page to retrieve the
session password from (see the sub-section below for details).
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If any of the checks fail then you will be notified and a Draft output produced. If all the checks are passed
then the Verified Output (both the PDF and XML files) will be produced. Watermarked outputs will be
displayed and may be saved as PDF files.

Note: From ORCalc v3.6.1 onwards the following verified outputs will contain these watermarks:

e Display Energy Certificates will be marked “Not for display”
e Advisory reports will be marked “Not for issue”

Non-watermarked outputs may only be retrieved following successful lodgement on the Central Register.
The assessor may retrieve non-watermarked outputs from his/her Accreditation Scheme or from the Central
Register. Implementation of either or both of these options is left to the Accreditation Schemes’ discretion.

3.3.1 Verified outputs in Web Browser Connection Mode

In ‘Web Browser’ connection mode each set of verified outputs must be authorised with a session password.
On attempting to produce an output you will be presented with the following web page, enter the text
displayed in the image and press the ‘Verify’ button:

fj Non-Domestic Energy Performance Certificate Register - Microsoft Internet Explorer provided by AECOM = IEllil

|| X |g, https:,l’,l’uat.ndepcregister.com,l'web.ﬂctivationMode.htmI?Mode=1&EAN=BREj % - ﬁGoogle 2

il

o7 Favorites (& Non-Domestic Energy Performance Certificate Redister

Landmark

Home

AllA]A] Verify Details
Assessor ID BREC999989
Software Tool DCLG, ORCalc, v3.6.2
Session Token kDk4d
UPRN 123456780000

Report Reference ID 9182-1074-0493-0600-7595

Please enter the text that you see in the nearby
image.
Send a different image

Accessibility | Site Map | Information | Site Policy

The Non-Domestic Energy Performance Certificate Register is operated by
Landmark Information Group on behalf of the Government

sey
Communities
gs

a® ey

l_l_l_l_l_’_|e Internet ’\’5‘—'| R - £

A password will be displayed,; this should be copied to the dialog box:
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Report Reference ID 9182-1074-0493-0600-7595 x|

Please enter the text that you see in the nearby 2wl e e e chalmes] Flesre erte
Image. the text you zee in the image, press the Yerify

H H button and then copy and paste the displaped
Send a different image password into the space below, Cancel |

- “oumay cloze the web browser once finizhed,
Verify

|32aeid

Password 32aefd

Verified watermarked outputs will then be produced as normal (see details above) by the software.
4. Using ORCalc

4.1 Downloading the software

It is intended that the software will be made available by the Register Operator to each Accreditation
Scheme. Accreditation Scemes are responsible for disseminating the software to their energy assessors
accredited to produce DECs and ARs.

The software has been released on a restricted access website here:
https://www.ndepcregister.com/secure/softwareDownloads.htm| and
https://www.epbniregisternd.com/secure/softwareDownloads.html. Access details (digital certificates) have
been released to approved Accreditation Schemes only. Accreditation Schemes are responsible for the
distribution of the relevant digital certificate to their assessor members.

Depending on their organisation’s IT settings, energy assessors may need permission to download software
packages from external sources. Energy assessors who encounter problems downloading the software
should seek advice from their internal IT support department, or their Accreditation Scheme.

4.2 Installing the ORCalc software

Once the files have been downloaded, the software is installed by opening the file downloaded, which will
require WINZIP or equivalent, and following the instructions in the Readme.txt file and the Installation Guide
file.

Energy assessors will need full administrator's permission to their computer to successfully install the
software. Energy assessors who encounter problems with the installation of the software should seek advice
from their internal IT support, or their Accreditation Scheme.

4.3 Screen resolution

The software is best used with a screen resolution of 1024 by 768 pixels. Energy assessors using the
software on lower screen resolutions should use the scroll bar to scroll down the screen and ensure they
review the entire active screen before progressing to the next screen.

4.4 Software guidance

The software provides guidance comments at the bottom of most screens. Comments vary depending on
which field is active within the screen. Energy assessors should ensure that they read and understand the
comments before completing the active field and progressing.

4.5 Energy Assessor number

Each accredited energy assessor will be allocated a unique assessor number by their respective
Accreditation Scheme. The format of this unique number is mandated by Government (i.e. four letters
followed by six digits) and the software expects the format to be inputted correctly.
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4.6 Related Party Disclosure

When producing a DEC the software requires the Assessor to select the most suitable Related Party
Disclosure from the available list. A Related Party Disclosure is not required for an Advisory Report and the
interface will disable the data entry control under these circumstances.

4.7 Obtaining the UPRN

For each occupied area that requires a DEC, a Unique Property Reference Number (UPRN) must be
obtained from either the Government’'s Central Register or an approved Accreditation Scheme.

Accreditation Schemes issue digital certificates to their accredited energy assessors. Accredited energy
assessors with a valid digital certificate can access the restricted area of the Central Register’s website for
England and Wales at www.ndepcregister.com and Northern Ireland at www.epbniregisternd.com. The
UPRN is obtained by providing details of the occupied area, e.g. full building address, floors occupied, etc.

Alternatively, some Accreditation Schemes may provide a UPRN search service direct to their accredited
energy assessors.

In instances where a previously-lodged DEC is available, the previous DEC’'s UPRN may be valid and
suitable for use on the current year's DEC. The energy assessor should note that changes in the sub-
division of the building will trigger a change in UPRN, for example if the occupied area expands from two to
four floors. Certain address changes will also trigger a change in UPRN, for example where an additional
entrance, from a different street, is provided. If any doubts remain, the energy assessor must check the
validity of the existing UPRN at www.ndepcregister.com or www.epbniregisternd.com

4.8 Entering dates in the software

Software users must use the calendar function provided to enter dates (e.g. when defining fuel measurement
periods or selecting the nominated date). The software does not currently allow dates to be typed in.

4.9 Selecting a “main” benchmark

The software allows for a maximum of five building types, therefore five different benchmarks, to be specified
where a building houses different activities.

The simplified degree day correction is based on the degree day data available in the Central Information
Point (CIP) for the selected “main” benchmark / activity.

Guidance on how to select the “main” benchmark / activity is available in the Government's technical
guidance document titled The Government methodology for the production of Operational Ratings, Display
Energy Certificates and Advisory Reports.

4.10 Generating the Advisory Report

When producing the Advisory Report, some questions (e.g. Fabric section: question 2; HVAC section:
question 4; Alternative energy section: question 1) offer a choice of actual improvement recommendations to
choose from.

The proposed recommendations are optional. If the energy assessor deems that none of the proposed
recommendations are applicable to the building under assessment, then no recommendation should be
selected and, where available, the option “none” should be selected.

The Advisory Report generation process allows the energy assessor to insert additional bespoke
recommendations that are specific to the circumstances of the building being assessed.

4.11 DEC & Advisory Report entries

There is some overlap between the data input required for the DEC and the Advisory Report software
modules (e.g. in the Advisory Report generation the data required under the “Building Information” section
overlaps with the data required for the DEC).

The software allows data input in the DEC module to be copied across in the Advisory Report module. This
may be done by opening a DEC file that has been saved previously.
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If the energy assessor does not use this functionality of the software, then the energy assessor must ensure
that the overlapping data input is identical between the DEC and Advisory Report modules.

4.12 Producing DECs & Advisory Reports

By default the software produces DECs and Advisory Reports with a “draft” watermark. Accredited energy
assessors wishing to produce a “verified” DEC or Advisory Report must enter their Assessor Number (see
Section 3: Software Security). Note that “verified” outputs are watermarked. Non-watermarked outputs may
only be retrieved from the Central Register.

4.13 Producing DECs in Welsh

For buildings located in Wales, the software includes an option to generate DECs in Welsh. On the final
screen, where an image of the DEC is shown, the energy assessor should select the option “Welsh language
DEC” to generate a DEC in Welsh. The Welsh language DEC is a 2-page PDF that includes both the Welsh
and English versions of the certificate.

This option is not available in Advisory Report module of the software. The Advisory Report is always
generated in English.

4.14 Producing DECs for Northern Ireland

Northern Ireland adopted the same Operational Rating approach as England and Wales to transpose the
requirements of the Energy Performance of Building Directive to display Energy Performance Certificates.

The software may be used to generate DECs for buildings located in Northern Ireland. For buildings with a
postcode starting “BT”, the software generates DECs marked “Northern Ireland” instead of “HM
Government”. The Advisory Reports generated have the same format as those Advisory Reports generated
for buildings in England and Wales.

4.15 Extended hours

Energy assessors wishing to use the extended hours functionality of the software should:

e Check the maximum allowed extended hours. This is displayed in the comments section at the
bottom of the relevant screen.

e Ensure that they are in possession of the required supporting evidence to allow a claim for extended
hours of use. Details of the evidence required are provided in the technical guidance document.

4.16 Assessment periods & degree days data

The Central Information Point (CIP) is updated monthly with additional degree day data for the previous
month to ensure the relevant adjustments can be made for weather conditions.

This means that if the DEC is produced in month M, the assessment period for the DEC should end in month
M — 1 (the previous month) to ensure sufficient degree day data is available, and adequate corrections can
be made.

4.17 Updating the CIP

When calculating the Operational Rating (OR), the software checks that the Central Information Point (CIP)
includes data (e.g. degree days) that are relevant to the specified DEC assessment period. Any mismatch
between the CIP data (e.g. degree day data up to January 2008) and the DEC assessment period (e.g.
March 2007 to March 2008) will generate an error message and prompt the user to download the latest CIP
file available. ORCalc Version 3 onwards requires the CIP file to be in the XML format not MS Access
(*.mdb).

The CIP is updated monthly with degree day data. CIP downloads are available from the restricted access
website www.ndepcregister.com or www.epbniregisternd.com. Accredited energy assessors should log on
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to the website regularly, download the latest CIP XML data file, and save it on their local drive. Once the CIP
file has been saved locally, the software user needs to direct the software to the location of the latest CIP file
via the software menu using “Settings” / “Set CIP”, and then browsing to the CIP file location.

4.18 Importing a Report

Energy assessors wishing to combine a DEC and an Advisory Report ORCalc file may use the ‘Import
Report’ function. The assessor should open a file (File Menu > Open) and then select the ‘Import Report’
menu item (File Menu > Import [merge in] Report). If the opened file is a DEC then the assessor will be able
to import an Advisory Report, and vice versa. Having imported the file, ORCalc will perform some basic
checks, although the assessor is responsible for checking through the imported data.

Note: DEC data will take precedence over Advisory Report data where data is duplicated (for example the
Advisory Report total usable floor area will be replaced with the values from the DEC).

4.19 Exporting a Report

Energy assessor’s wishing to extract either a DEC or an Advisory Report from a combined ORCalc file may
use the ‘Export Report’ function. The assessor should open a combined ORCalc file (File Menu > Open) and
then select the ‘Export Report’ menu item (File Menu > Export [split out] Report). The assessor may select
either a DEC or an Advisory Report. Having exported the file, the assessor is responsible for checking
through the exported data. Once the export is complete ORCalc will prompt ‘Would you like to open the
exported file now?’, select yes to view the file. Note you may be prompted to save your current data first.

Notes:
e You may be prompted to save your current data first.
e The export report function is only available for combined ORCalc files.

5. Other issues

5.1 Disseminating the Full Technical Table

Energy assessors are to make the full technical table available to occupiers at the same time as a DEC is
provided, i.e. after the DEC has been lodged successfully on the Central Register. As a minimum
requirement, the full technical table should be provided as an electronic file (in PDF format). The occupier will
decide whether / how the full technical table should be released to the public.

5.2 Fuel measurement periods & nominated date

While checks are built into the software, energy assessors must ensure they specify a fuel measurement
periods, an assessment period, and a nominated date that are defined in accordance with the guidance
provided.

Energy assessors must be mindful that the quality of the energy consumption data obtained from building
occupiers may affect the DEC rating.

5.3 Previous years’ DEC data

Where appropriate, the Operational Rating and the carbon dioxide (CO,) emissions for the previous two
years should be shown on the current year's DEC. The accredited energy assessor should make sure that
the data shown for the previous two years is relevant and suitable i.e.:

0] The previous years’ data refer to the same occupied space, the same occupier, and the same
building use as the current year's DEC.
(ii) The previous years’ data are obtained from previously lodged DEC and associated XML files.

Where the previous year's DEC was a “default” DEC, the default data should be shown on the current year's
DEC.
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6. Energy Assessors’ & Accreditation Schemes’ duties

The Government’s OR calculation software package automatically performs a number of minimum quality
checks to ensure satisfactory data input by software users.

It is ultimately the accredited energy assessor's and the Accreditation Scheme’s responsibilities (as
producer, quality assuror and lodger of software outputs) to ensure that the information input into the
software is in line with the Government-approved OR calculation methodology (see references in Section 1:
Introduction above).



