
Vietnam Energy Efficiency Standards and Labelling Program
Instructions for Registering Products On-line

Energy Rating labelling and or Minimum Energy Performance Standards (MEPS)
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Introduction 
The Vietnam Energy Efficiency Standards and Labelling Program (VEESL) On-line registration system allows registered system users to make application on-line to register products that require an Energy Rating Label and or to meet Minimum Energy Performance requirements (MEPS) in Vietnam.
Access to the On-line registration system is controlled by your username and password.  Access is secure and the records you create cannot be accessed by other applicants.
The On-line registration system consists of a set of registration application forms (one for each product type) that can be called up and then filled in.  These forms are then submitted on-line to the regulator at the Ministry of Industry and Trade (MOIT) in Vietnam for approval.

A registered user can also include links from the energyrating website to their nominated website (if you have one). Once an application to register is processed and approved it will appear on a public website (scheduled to be completed in the 2nd half of 2013).

The electronic application forms are based on the requirements as set out in the relevant standards (TCVN).  Some of the information required to complete an application to register is technical in nature and users of the registration system should be familiar with these technical and regulatory requirements before attempting to complete an application form.  You should not attempt to register a product unless you have a test report prepared in accordance with the relevant standard. 

Copies of the various standards can be purchased from the Vietnam Standards and Quality Institute (http://www.tieuchuan.vn/) 

This document is divided into two main sections “Basic Functions” (sections 1 to 5) and Advanced Functions (section 6 onwards).  
If you need help or have suggestions for improvement then contact The Ministry of Industry and Trade Vietnam 

Phone: +84-4-2.2202.412

Email TKNL-NHAN@moit.gov.vn 
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1 How to become a registered user and logging on

1) Using your internet browser (recent versions of Internet Explorer, Safari, Chrome or Firefox are preferred) go to the following site: 

http://registration.nhannangluong.com/Account/Login
2) Left mouse click on the link to : Register a new account
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3) Now fill in the form to register a new account. In the lower section of the application form you are required to upload various documents as follows:

· Business Registration Certificate.

· Trademark registration certificate.

· Document describing the quality management system of the enterprise.
So make sure you have electronic copies of these documents (less than 2MB each in size) on your computer before starting. Also note that all the fields marked with a * must be completed otherwise your application will be unsuccessful.
4) Within a week of completing and submitting your information on the sign up page you’ll be sent a user name and password confirmation email. 

Once the confirmation email has been received you’ll need to return to: http://registration.nhannangluong.com/Account/Login  and;
· Key in your user name in the user name field. 
· Key in your password in the password field.

· Using the mouse: click on the Login button using the left mouse button.
After logging on you will be presented with a home (or main) page (see following section)

2 The Home Page

After logging on you will be presented with a home (or main) page – see Figure 1
Figure 1 : The Home Page
                                                                                  Applicant ID Number                            
 Return to Home page button                                                                               Logout Button
                                          Header navigation buttons

                                                    Switch from English to Vietnamese language
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The header of the home page (also available on most other pages of this website) includes a number of key features as follows:

· Your Account ID number (Applicant ID number)

· A switch for changing the web language from English to Vietnamese and back again (left mouse click to change)

· A log-out button for exiting this web site at any time (left mouse click)

· Navigation buttons for accessing key facilities on the site

· A “Home page” button which returns you to this home page (left mouse click)

The home page also includes 5 main navigation buttons as follows:

Create a new product registration application: This opens a blank product registration form for you to complete and submit (Also accessible via the             Make an application button in the header of each web page). Refer to section 3 for more details regarding this function.

Manage my existing registrations: This button will direct you to a search page where you can search for, view and where appropriate edit your existing registration application records. New users will naturally have no existing records. (Also accessible via the Search my records button in the header of each web page). Refer to section 4 for more details regarding this function.

Make an on-line payment : This facility is not at present available to users of this system. Note: at present there are no fees charged for registering a product on this site. 

Record product sales data : Once a year between January and end of March applicants will be required to provide basic sales data for the preceding calendar year for each product they have registered. The first collection of such data will not be until early 2014 (Also accessible via the Sales data button in the header of each web page). Refer to section 8 for more details regarding this function.
Manage my account: This button will take you to a menu that will allow you to :

· Revise your company contact details

· Revise your account password. 

· Add or amend details of the manufacturer/s you use to make your products 

· Add or amend details of the brand name/s you sell your products under. 

(These functions are also accessible via the Site Manager button in the header of each web page and via links from the registration application forms themselves). Refer to section 5 for more details regarding this function.

3 Making an application

3.1 Overview

To start an application for registration of one of your products, select                              Create a new product registration application from the home page or alternatively select Make an application from the header of any page. This will open a new “registration initiation” window (see Figure 2).

This is the first page of your application form and on this page you must select the type of product you intend registering and the energy performance standard applicable to your registration.

Figure 2 : Making an application – Registration Type
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At the completion of this first page of the application you need to left mouse click on the  Save and continue button to proceed to the next page of the application.

Application forms consist of a total of 6 pages, all of which must be completed before you can submit your application for approval. The pages to be completed  are as follows:

· Registration Type

· Administrative details

· Product details

· Test Results

· Labelling and performance

· File uploads

· Declaration and submit

Each section contains a number of fields to be filled in. You can either use your tab key or your left mouse button to move between fields. To the right of each field is a “?”, when required, position the cursor over this to obtain more information regarding the required input for this field. After completing each page you need to left mouse click on the                      save and continue button to proceed to the next page. Alternatively you can choose to save and exit your record or navigate back to the previous section using the buttons at the base of each page.
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3.2 Manufacturer details and brand names

When you first commence registering products you will find that you will be required to set up details of the manufacturer who produces the product you are registering (in the Administrative details section) and the brand name that you are selling the product under (in the product details section). Once these details have been set up once, then for future applications you can simply select the manufacturer or brand from the available picklist. This helps maintain consistency from one application to the next and ultimately saves you time and effort.

Figure 3 below shows the manufacturer details section in the application form. If the manufacturer you want is not available from the picklist simply left mouse click on the Edit/Add details of manufacturer button then select Add a new manufacturer and return to the application form. Upon returning to the form left mouse click on          Update details (circled below) and your newly created manufacturing entity should now be available to select from the drop down list.

Figure 3 : Making an application – Selecting a manufacturer
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3.3 Warnings and Errors

Whenever you select save and continue at the bottom of each page of the application form, a check will be conducted on the data you have input into the screen you have just completed (ie before moving to the next section of the application form).
If there are any omissions or inconsistencies in your data input, rather than proceeding to the next section to complete, the page you have been working on will be returned with either warning and or error messages showing next to fields where problems exist (see Figure 4)

Figure 4 : Making an application – Example of errors and warnings
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Warnings: are advisory only and will not prevent the submission of your application, however these warnings will be reviewed by the regulator and may cause your application to be returned. You can choose to either amend your input or alternatively left mouse click on the Save and continue”(Ignore Warnings) button at the bottom of the page.
Errors: Errors or omissions must be corrected before you can submit the application. If your page shows errors you cannot proceed to the following section until those errors are rectified. You can either amend the fields with errors or alternatively elect to exit the record. To exit the form, left mouse click Save and Exit (Ignore Warnings/Errors) at the bottom of the page. (Note data in fields with errors showing will not be saved)
If your input page contains both Errors and Warnings, errors will be displayed first, once these are corrected the warnings will be displayed.

3.4 Uploading files

On the second last page of the application form (“File Uploads” page) you will be required to upload various documents as follows:

· Test Reports

· Copies of contracts with overseas goods supplier and imported goods declaration (for importers only).
· Basic description of the key characteristics of the product and statement of quality, signed by the head of the enterprise
· A signed declaration form (available for download from the registration site)
· Other relevant documents as required

To upload a file left mouse click on the “Choose file” button and then use the browse facility to select and then upload the relevant document. Files for uploading should not exceed 2.0 MB each. Larger files should either be compressed or broken into several smaller sections and separately uploaded. To upload more than one file in a section simply left mouse click on the “add another” button and repeat the process for each file (see Figure 5).

Figure 5 : Making an application – Uploading files
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3.5 Submitting an application for approval

The final page of the application form contains a list of all the sections within the application (and their status) followed by a declaration statement and a “submit” button. If any section of the application had a warning issued against it this will show on the summary at the top of this final page (see Figure 6). Warning message are advisory only and will not prevent the submission of your application, however these warnings will be reviewed by the regulator and may cause your application to be returned. If you wish to review any of the sections you can navigate back to any of the pages by left mouse clicking on the section name.
Figure 6 : Making an application – Declaration and submitting
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                             Left mouse click on the section name to return to that section 

At the bottom of the last page of the application form there is a submit button. 

Before pressing the submit button you must check the box under the declaration to indicate that you accept the terms of the application lodgement.

Once you have successfully submitted an application you will be presented with a full summary of all details as submitted. In this view of your record each section of your application is accessible from the section tabs at the top of the form. You can print a copy of your application by left mouse clicking on the Print to Pdf button found on the right hand side of the screen. For more details on viewing and printing your application refer to section 4.2. 

4 Search my Records
4.1 Overview

To search for an application for registration that you have undertaken previously simply select Manage my existing registrations from the home page or alternatively select  Search my records from the header of any page. This will open a new “search page” window (see Figure 6).

Figure 6 Search my Records - The Search Page
Set search parameters using these fields
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                                                                     Summary Details for each listed record

Select an action - Selects a function to perform on the record

    

Use the Search function at the top of this section to search for individual records or all records belonging to a particular brand. You can narrow the search to a particular product type or application status (see appendix 1 for explanation of status modes). The returned search results include summary details of the records that met your search specifications. Details such as the product type, the brand, the model and the status of the record are returned.

All records have a unique Record ID number (column 2) – this number can be quoted to the database manager should problems arise. In the far left hand “action” column is a drop down menu that allows you to perform the following functions on the selected record simply by left mouse clicking on the desired function:
Edit registration– edit an existing record (does not apply to approved records)

View registration – View all details as currently filled in on the application

4.2 Viewing a record

To view the full details of an existing record simply select View Registration from the action column. The registration application details will then be displayed (see Figure 7).

On the left hand side of the screen you will find the complete application form divided into 5 main sections accessible via the tabs at the top of the form.

On the right hand side of the screen is some information about the record including:

· Its status (see appendix 1 for explanation of status modes)

· The record ID number

· Details of the date on which the record was last updated

Also on the right hand side of the screen are a number of function buttons as follows:

· Edit – Allows you to edit the record.

· Create a copy – Allows you to copy an existing application to a new application in cases where you wish to register a second model with similar data input requirements.

· Export to pdf – Allows you to print a copy of your application in pdf format.

Each of these functions can be activated by simply left mouse clicking on the desired function.
Figure 7 Search my Records – Viewing a record
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5 Manage my account

To manage key aspects of your online registration account simply select                     Manage my account from the home page or alternatively select Site Manager from the header of any page. This will open a new window (see Figure 8).

Figure 8: Manage my account – Main page
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From the site manager main page you can select one of the following options by simply left mouse clicking on the desired option:

Database of applicant details. These are your company’s details that are automatically written into each registration application that you commence (in the Administrative details section of the application form). These details should not need to be altered unless there has been some change within your organization such as your contact details for instance. Should you choose to edit these details always remember, following making the required changes use the save button at the bottom of the form.

Database of manufacturer details. These are the details of the entity/s that manufacturer your products. Each manufacturer that you input into the database will be available for you to select (from a drop down list in the Administrative details section) when completing a registration application form. When you open the manufacturer details database you will be presented with a list of all the manufacturers you have previously input and options to edit the details of those manufacturers or add a new manufacturer to the list.

Database of brand names. These are the details of the brand names that you register your products under. Each brand name that you input into the database will be available for you to select (from a drop down list in the Product details section) when completing a registration application form. When you open the brand names database you will be presented with a list of all the brands you have previously input and options to add a new brand name to the list. Each brand name has associated with it a website URL that provides a link to your own companies website (for that brand). If required you can edit the details of the URL should you happen to change your URL in the future.

Change Password. Should you wish to alter your account password simply left mouse click on this button and follow the instructions.

Note: With the exception of the change password function, all of these database functions (Applicant details, Manufacturer details and brand details) can be accessed directly from the relevant section within the registration application form whilst you are undertaking a registration application (see section 3.2)

6 Printing a copy of your application

For those who wish to print a copy of their application, the print facility can be found to the right of the record (in view mode – see section 4.2). The button is called      Print to Pdf . Left mouse click on this and a copy of your application will be displayed in PDF format. This can then be sent to your printer.
7 Copying an Existing Registration

A copy of an existing registration application record can be used as the basis for a second application for another product in your range (with similar details) or alternatively as an application for the same product but under a different brand name.
To copy an existing record, go to the Search page and using the search function find the model you wish to copy (see section 4 for details of this process). In the far left hand “action” column select view registration, the details of the registration you wish to copy will now display. To copy the record simply left mouse click on the Create a copy button on the right hand side of the screen and complete the newly created registration application.
8 Recording Sales Data
Once a year between January and end of March applicants will be required to provide basic sales data for the preceding calendar year for each product they have registered. The first collection of such data will not be until early 2014.

This facility is available from either:

The Record product sales data link on the home page
 The Sales data button in the header of each web page.

This facility is currently under construction. Details of its operation will be included in future versions of this user guide.

FAQs

Appendix 1 - Application Status – what each status means
An applicant can monitor the status of an application throughout the applications life cycle by its application status. 
Approved means the application has been approved. Once approved, an application will be provided with a registration number and registration date.

Revoked means the registration has been cancelled by the regulator and can no longer be sold. Applicants may contact a regulator at any time and request that an application is revoked.
Superseded means that product can no longer be sold if imported or manufactured after the date of superseding. This usually occurs when a registration ends prior to the usual expiry date due to the introduction of revised standards requirements

Draft means the application is yet to be submitted to a regulator by the applicant.

Refused means the regulator has refused to register the product.

Returned means the application has been processed but some problem exists, the regulator has returned the application with comments attached.

Submitted means the application has been submitted but has not been reviewed by the regulator.

Withdrawn means the application has been withdrawn by the applicant.

Expired status achieved following expiry of the registration period (typically 3 years from the date of registration)

Suspended means the products registration is temporarily suspended.
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