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Webinar Logistics

• Slides and recorded webinar will be posted on the DLC Website 

www.designlights.org shortly after today’s presentation

• All attendees are automatically muted

– If you experience technical issues, please use the chat feature to let us know
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http://www.designlights.org/


Q & A

• Please place all questions in the Q&A chat box and we will answer 
during the meeting

• If we cannot answer all questions we will follow up with a response to 
you after the meeting

• In the Q&A session at the end of the presentation we will address a set 
of questions to the entire audience



Agenda

• Portal Overview and Timeline

• The Process and What Changed

• Application Dashboard and MyDLC

• Application Excel Forms

• How to Submit Applications

• Messaging in Applications

• Resources Available
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New Portal Overview and 
Timeline
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WHO

SSL & HORT

• Private Label

• OEM 

• Updates

• All App Types

• NLC

• Not included

• Same process 
as today

WHAT

• Streamlined 
Process

• More User-
Friendly 
Interface

• New Submitter 
Dashboard

• New Web Form 
Application 

WHEN

SSL/HORT

• Jan 31 2022

• Application 
Cutoffs 
timeframes in 
place to give 
ample time to 
submitters

• NLC Online 
Application

• Launch Q1 
2022

WHERE

• Access to the 
new application 
portal will be 
accessible via the 
my DLC at launch

• Links to AMS (old 
portal) and new 
portal will be 
accessible on 
MyDLC



New Applications
Applications in Process in 

Old System
• Apps submitted prior to launch can 

continue for 90 days. All applications 
must be completed in the old portal 

by May 1 

• Submitters will not be able to submit 
applications that have been opened 
previously but not yet submitted after 
COB on Jan 31, 2022

• Submitters will not be able to create 
new applications in the old portal 
after Jan 31, 2022.

• All new applications for SSL/HORT 
must be submitted in the new portal
– SSL Version 5.1

– HORT Version 2.1

How will my applications be 
affected?



DLC

• Website Resources explaining application 
process

• Recorded Webinar

• Communication on Timing

Submitters 

• Sign up for Newsletters

• Prepare for Application Cutoff

• Download data from old system

What can I do to prepare for Launch?

All submitters will have access to the old portal (ams.designlights.org) to download old 

applications data and history after Jan 31 for 110 days until May 31

New 
Application 

Portal



The Process and What Has 
Changed



Application 
Submission

Initial 
Review

Invoice 
Payment

Comprehensive 
Review

Publish to 
QPL

Application 
Submission

Comprehensive 
Review

Invoice 
Payment

Publish to 
QPL

Application Process Flow

SSL and HORT OEM & Update Applications

SSL and HORT Private Labels & Update Applications

PL apps no 
longer have an 

initial review and 
will be published 

after invoice 
payment



Application Type Reminder

Private LabelOEM
• Products that are typically qualified by 

the Original Equipment Manufacturer 
(OEM)

• Requires full set of testing and 
documentation to prove the product(s) 
met the technical requirements

• Manufacturer wishes to qualify a 
product identical to a product already 
qualified and published on the QPL as 
an OEM product

• Private Label products can choose to be 
listed as OEM products, yet additional 
testing and documentation is required

• Different Application Excel Forms

• Different Documentation Requirements

• Different Review Timelines



Application Type Name Changes

LEVEL 1

• Formerly known as 
Single/Standard Application

• Rules for Single/Standard Apps 
apply to Level 1

• Review Timelines apply

Level 2

• Formerly known as Family 
Application

• Policy for Family Grouping Apps 
applies to Level 2

• Review Timelines apply



Application Dashboard
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Application Dashboard
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My Applications page

V You can open a larger window to access more features that will help you manage your 
applications



My Applications
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V You can open a larger window to:
View all applications submitted, completed and created

Sort and Search by manufacturer, application type, and status

You can also Export a summary of all application data
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Notifications

Emails will be sent based on application progress and if action is required from the submitter.

Notifications will be populated as well.

You can view these notifications and will persist for future reference.
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Notifications You can search 
notifications here and 

filter based on the 
different fields
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Invoicing and Payments

A summary of the number of invoices and the total amount of those invoices can be found on 
your application dashboard



Invoicing and Payments

21

View, search, 
print and 

download and 
pay 

applications



Paying Invoices

22

Pay via credit 
card or ACH or 
pay by check



Manufacturer user accounts

23

• No separate log in, user name and 
password for the new application 
portal

• If you have “Super Admin” or “Admin 
Access” for a specific company you 
will see the Company Settings tab 
on the MyDLC Page

• You can add or edit users who are 
associated to your manufacturer 
account.

• Only users associated with your 
company can submit applications on 
behalf of your company for all 
application types including private 
label

Admin: add a user button on Company settings

User: Request 
association to company 
by clicking add 
organization



Manufacturer user accounts
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• Users with Limited Access permissions can submit and view applications 
that they themselves submitted on behalf the company

• Users with Super Admin or Admin access can submit and view all 
applications submitted for that company regardless of the user that 
submitted.



Application Excel Forms



Application Excel Forms Available For Each 
Application Type

• Applications are different for each 
program (SSL and HORT)

–OEM New

–OEM Update

– Private Label New

– Private Label Update

• Forms available to download on web 
for each application type

• Forms include some validation to 
ensure data is entered correctly

Changes

• Some fields are the same

• Some fields are now entered on the 
web form

• Removal of first tab of general info

– Now captured in web form

• For SSL and HORT, components tab 
captures info on drivers, LEDs, and Fans (if 
applicable for HORT)

• Fields will be greyed our when info is not 
required for certain product types
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Application Excel Forms Available For Each Application Type
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NOTE: Ensure 
component 
info on each 

tab aligns

LED Series



Update Applications

• When updating Existing products be sure to include Product ID

• For new products in Update Apps, leave Product ID blank

• If only adding new products, you must include the Family Code that you are adding the products 
to in the update purpose question field and a download of the QPL family to the misc. question in 
the questionaire that you wish to add the products to

– This will ensure products are added to correct family

– Not entering this info can cause a delay in review
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Existing

New



Delisting and Nomenclature & Dimming 
Controllability Updates

• Use update application to submit these 
types of apps

• Be clear on the purpose of  the update so 
that reviewers have info necessary to 
process the application

• Fill in only info that you would like to 
update



Submitting Applications
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Starting a New Application

SSL V5.1 and HORT V2.1 
• OEM New
• OEM-Update
• Private Label – New
• Private Label-Update

If approved to submit apps for 
Multiple manufacturers you can
Select the manufacturer you 
want to submit on behalf of



Application Page Detail
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Use this view to:
• View Application Overview
• Take next steps on an application
• View Application Progress
• Pay Invoices
• Download Product Spreadsheet
• View Application Comments



Application Progress Tracker
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• When viewing an application, you can 
see the progress of your application

• As steps are completed in the 
application process you can view 
progress

• All steps start grey until completed

• The status will be updated with check 
marks as the steps are completed.



Upload Application Excel Form
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Application Questionnaire Page
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Application 
Overview

Application
Questionnaire

Application 
Actions

Associated 
Products
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Upload Files

Drop Downs

Add options by adding rows to enter additional info 

Free Text 

Multiple files can be uploaded at once

Required Questions are noted
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Yes/No selection

Other questions 
may be opened if 
certain selections 
are made

Model Number 
Association

These question 
types allow you to 
associate files with 
model numbersModel numbers will be 

generated based models 
entered in the Excel 

form

Multiple Files CANNOT be Uploaded



Product Qualification Terms of Use Agreement

Before submitting 
an application, 

you will be 
required to agree 
to the Terms of 

Use 
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After upload the excel form and 
filling out the questionnaire fully if 
you do not complete the terms of 
use agreement you can revise the 

upload spreadsheet, edit the 
application questionnaire or submit 

the application



Private Label Agreements in Docusign
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• After upload of Excel spreadsheet you will be directed to the 
application questionnaire to upload docs and enter contact 
info for the responsible OEM And PL parties.

• You can select that you are authorized or assign another 
contact 

• These contacts will receive an email to sign the PL agreement 
from Docusign

• The application review cannot begin until that is completed in 
Docusign

• Documents scanned or signed electronically and uploaded to 
the application questionnaire will no longer be accepted

• Organization names, representative names, emails, and the 
OEM and PL model numbers included in the excel upload will 
be autopopulated
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• You cannot make changes to an 
app once submitted unless a 
message is sent from reviewer

• When app is in the reviewer 
message awaiting response status 
there are options to comment and 
resubmit, upload a new 
spreadsheet, or edit the 
application questionnaire

• Comments made in stages where 
the status is not reviewer message 
awaiting response will be received 
by the reviewer however will not 
change the status to "Application 
re-submitted

• Comments cannot be made on 
applications that are published, 
closed,  rejected or cancelled

Communication between Reviewers/Submitters



Resources Available
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Resources Available

• Slides and recorded 
webinar will be 
posted on the DLC 

Website 

www.designlights.or
g shortly after 
today’s presentation

• Videos to assist with 
the Portal Transition 
will be located in the 
Resource Hub under 
How to Guides

43

http://www.designlights.org/


Questions: please email us at 
applications@designlights.org! 

mailto:applications@designlights.org


Q & A

• Please place all questions in the Q&A chat box and we will answer 
during the meeting

• If we cannot answer all questions we will follow up with a response to 
you after the meeting

• In the Q&A session at the end of the presentation we will address a set 
of questions to the entire audience
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