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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

• How to Submit Applications

• Messaging in Applications

• Resources Available
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New Portal Overview and 
Timeline
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WHO

NLC Applications

• OEM

• OEM Updates

• Private Label

• Private Label 
Updates

• Future Launch

• Dual Listing

• Renew Process

WHAT

• Streamlined 
Process

• More User-
Friendly 
Interface

• New Submitter 
Dashboard

• New Web Form 
Application 

WHEN

• Aug 4 2022

• NLC Online 
Application in new 
Portal

• Applications and 
invoices can no 
longer be 
processed in the 
old portal

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



The Process and What Has 
Changed



What has changed?

• Online application with user friendly capability

• No excel app form

• No email used for submitting

• Communication with reviewer in the new portal

– Old portal no longer used

• Updates will be auto populated with submitted info 
online



Application 
Submission

Initial 
Review

Invoice 
Payment

Comprehensive
Review

Publish to QPL

Application 
Submission

Comprehensive 
Review

Invoice 
Payment

Publish to 
QPL

Application Process Flow

New OEM & Update Applications

Private Labels &  Private Label Update Applications

PL apps no 
longer have an 

initial review and 
will be published 

after invoice 
payment

System 
Presentation
Customer 
Interview



Application Type Reminder

Private LabelOEM

• Systems that are typically qualified by 
the Original Equipment Manufacturer 
(OEM)

• Requires full set of documentation to 
prove the system(s) meet the 
Technical Requirements

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

• Private Label systems can choose to 
be listed as OEM, and would have to 
undergo the full OEM process



DUAL LISTING (COMING SOON)
Adding a Secondary listing: Qualifying a qualified system for the 
scope counterpart

To qualify a system for both ‘Interior’ and ‘Exterior’ at the same time or 
adding another Scope later: SAME PROCESS

• Separate application for each scope

• Streamlined process to qualify the second system (scope counterpart)

 Submit a New OEM application to qualify the first system let’s say ‘Interior’.

 Once the review is complete and system is published in the QPL, select Dual – New OEM to 
submit application to add ‘Exterior’ listing.

 Simplified application - Answer the ‘Exterior’ specific questions

 Applies for OEM only at this time
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Application 
Submission

Comprehensive 
Review

Invoice 
Payment

Publish to 
QPL



Manufacturer user accounts
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• 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.



PL Accounts
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Ensure that you submit the Private 
Label application under the 
manufacturer name that you intend to 
be listed on the QPL.

• Ensures QPL listing is correct
• Ensures PL agreements are 

correct

If done incorrectly, it will require a new 
application to be submitted.



Application Dashboard
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Application Dashboard
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Application Details

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 filter by manufacturer, application type, and status

You can also Export a summary of all application data
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Notifications

You can search notifications here and 
filter based on the different fields

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.



Invoicing and Payments
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Invoicing and Payments
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View, search, 
print and 

download and 
pay 

applications



Paying Invoices
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Pay via credit 
card or ACH or 
pay by check



Submitting Applications 



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

Application 
Overview



Application Questionnaire 
Page 1
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Application 
Actions

Required Questions 
are labelled



Section Table
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• Quick navigation between 
sections

• Green checkbox when all 
requirements of that section are 
met

• Complete the full questionnaire 
and submit

• Red headers allow for progress 
tracking of the application



Application Questionnaire 
Page 2 Upload Application Files
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File References

Every response requires a file reference 
& reference citation

Multiple files can be referenced



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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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.



Update Applications

• You will see the systems tied to your organization account

• Select the system from the dropdown
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Update Applications

• Simplified application –
select only the sections you 
want to update

• View the QPL takes you to 
the QPL listing

• Responses are 
prepopulated from the QPL

• Include reference files for 
the full section being 
updated
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Private Label Applications
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• Select the system 
from the dropdown

• Field is also 
searchable by system 
name, manufacturer 
and Product ID



Private Label Applications
Allowed Changes
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• View the QPL
takes you to the 
OEM QPL listing

• Compatible 
luminaires, kits 
and lamps can be 
updated based 
on Private labeler 
partnerships



Individual Luminaire Addressability/LLLC Changes
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• Complete the Manufacturer and System Information with 
the private label branding information

• Make sure to upload the warranty document



Private Label Agreements in Docusign
• When completing the application questionnaire you will 

be directed to 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 system name included in the 
application will be auto populated
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Messaging In Applications
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• Comments cannot be made on 
an application until submitted

• You cannot make changes to an 
app once submitted unless a 
message is sent from reviewer

• When app is in “Reviewer Message 
Awaiting Response” status there 
are options to comment and 
resubmit 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



Reviewer Notes
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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 
info@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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