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1. Getting Started 
 

Lifespan Mobile is used on mobile devices for surveyors to record property data. The completed 

information can then be uploaded to Lifespan Web. 

 

1.1 Launching Lifespan Mobile 

 

1. Launch Lifespan Housing by tapping ǘƘŜ ƛŎƻƴ ƻƴ ȅƻǳǊ ǘŀōƭŜǘΩǎ Ƴŀƛƴ ǎŎǊŜŜƴΦ  

 

 

Figure 1: launch lifespan mobile 

 

2. In ǘƘŜ ΨǳƴƛŦƛŜŘΩ ǾŜǊǎƛƻƴ of the software, you have the option to choose which environment you 

want to work in. Click the button for either UAT or Live to login.  

 

Figure 2: choose environment (unified version only) 



 
 

 

 

3. /ƻƴŦƛǊƳ ȅƻǳǊ ǎŜƭŜŎǘƛƻƴ ōȅ ǇǊŜǎǎƛƴƎ ΨȅŜǎΩ ƻǊ ŎƭƛŎƪ ΨƴƻΩ ǘƻ ŎƘƻƻse an alternative environment. 

 

Figure 3: confirm environment selection 

1.2 Sign In 

You must sign into your Lifespan Housing account before you can synchronise properties to and from 

your tablet device.  

1. Enter your Lifespan Housing username and password. 

 

2. LŦ ȅƻǳ ǿŀƴǘ ǘƻ ǎǘŀȅ ƭƻƎƎŜŘ ƛƴ ǘƻ ǘƘŜ ǎƻŦǘǿŀǊŜΣ ǇǊŜǎǎ ǘƘŜ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ΨYŜŜǇ ƳŜ ǎƛƎƴŜŘ ƛƴΩΦ 

 

3. Tap Login. 

 

 



 
Figure 4: log in 

 

1.3 Layout and Navigation 

 

After logging in you will be directed to the main screen. 

 

Figure 5: main screen 

 

1.4  Menu Bar 

The menu bar allows the user to select the following options: 

¶ Sign Out ς Sign out of Lifespan Mobile. You will need to sign into your Lifespan Housing Web 

account to allow you to upload and download properties to your tablet device. 

 

¶ Synchronise ς Synchronises properties to and from Lifespan Housing Web. 

 

¶ Help ς View the Lifespan Mobile user manual. 

 

¶ Getting Started ς Takes you to the survey screen. 

 

1.4.1 Synchronise 

 
The Synchronisation screen synchronises properties to and from Lifespan Housing. The screen is in 3 

sections: 

¶ Download ς Download properties from Lifespan housing to your mobile device.   

 

¶ Upload ς Upload properties from your mobile device to Lifespan Housing. 

 



 
¶ History ς Displays the upload / download history. 

 
Figure 6: synchronise 

1.4.2 Download 

 
The download screen is split into 3 further sections. 

 

Core Lifespan Data 

 

Lifespan core data is required before any survey or assessment information can be captured. It provides 

all attribute, rate and location data. 

1. Tap on Core Lifespan Data 

 

2. Tap Download 

 

Figure 7: download core data 

 

Search 
 



 
Search the Lifespan Housing database for properties you wish to download to your tablet device. 

1. Type part of the property address then tap search. 

 
Figure 8: address search 

 

2. Tap a property to select it then tap download selected. 

 
Figure 9: download selected address 

 

3. Tap Yes to continue. Tapping No will return you to the previous screen. 

 
Figure 10: confirm download 

4. Click OK to continue. 

 

5. Click Synchronisation to return to the property list. 

 



 

 
Figure 11: synchronisation back button 

Survey Lists 

 

Survey lists can be created in Lifespan Housing to simplify downloading multiple addresses. 

1. Tap Refresh survey lists. 

 

2. Tap the required survey list. 

 

3. Tap Download Survey List. 

 
Figure 12: download survey list 

4. Click OK to continue. 

 

5. Click Synchronisation to return to the property list. See Figure 11. 

 

1.4.3 Upload 

 
Upload properties into your Lifespan Housing database. 

 

NOTE ¢ƘŜ ǳǇƭƻŀŘ ǿƛƭƭ Ŧŀƛƭ ƛŦ ȅƻǳ ƘŀǾŜ ƴƻǘ ǎŜǘ ǘƘŜ {ǳǊǾŜȅƻǊ bŀƳŜ ŀƴŘ {ǳǊǾŜȅ 5ŀǘŜ ƛƴ ǘƘŜ ά9Řƛǘ ǘƘŜ 

{ŜƭŜŎǘŜŘ tǊƻǇŜǊǘȅέ ǎŎǊŜŜƴΦ Please refer to section 2.2 Editing a property. 

 



 
1. Either tap select all, or just the individual properties you wish to upload and click upload. Details 

of the upload will be shown on the right of the screen, listing the changes that will be applied to 

Lifespan Housing. 

 
Figure 13: upload screen 

 

2. Tap Yes to confirm upload. Clicking No will return you to the upload screen. 

 
Figure 14: confirm upload 

3. Tap OK to continue. 

 

4. Click Synchronisation to return to the property list. See Figure 11. 

 

1.4.4 History 
 

1. Tap on a time from the list on the left to view the history. Details will show on the right of the 

device. 

 
Figure 15: history 

2. To clear the history, tap on clear history in the bottom left of the screen. 



 

 
Figure 16: clear history 

2. Properties 
 

On the tablet, new properties can be created, or existing ones can be amended or deleted. 

2.1      Creating a new property 

 

1. To create a new property, select the Property Details button from the main screen. 

 
Figure 17: property details 

2. ChooǎŜ ά/ǊŜŀǘŜ ŀ bŜǿ tǊƻǇŜǊǘȅέ from the list. 

 
Figure 18: create a new property 

3. Enter the property address and survey details. All fields indicated with a * are mandatory fields 

and must be completed before the address can be saved. Once completed, click save. 



 

 
Figure 19: entering new property details 

 

NOTE Selecting the back button will close the screen without further prompt and return you to 

the main screen without saving any details entered. 

 

2.2 Editing a property 
 

1. Select the property to be edited from your address list and click on the property details button. 

See Figure 17. 

 

2. /ƘƻƻǎŜ ά9Řƛǘ ǘƘŜ {ŜƭŜŎǘŜŘ tǊƻǇŜǊǘȅέ ŦǊƻƳ ǘƘŜ ƭƛǎǘΦ 

 

Figure 20: edit the selected property 



 
3. Make the required changes and click the save button. See Figure 19. 

 

2.3  Deleting a property 

 
1. Select the property to be deleted from your address list and click on the property details button. 

See Figure 17. 

 

2. Choose ά5ŜƭŜǘŜ ǘƘŜ Selected Propertyέ ŦǊƻƳ ǘƘŜ ƭƛǎǘΦ 

 

Figure 21: delete the selected property 

 

3. Tap Yes to confirm deletion. Tapping No will return you to the main screen. 

 

 
Figure 22: confirm deletion 

 

3. Energy Survey  
 

3.1 Access 

 
1. Select the property you wish to add an Energy Survey to and click Energy to open the module. 



 

 
Figure 23: energy 

3.2 Layout 

 
1. The layout of the energy survey screen is described below: 

 

Figure 24: layout 

 

3.3 Navigation 
 

1. The assessment starts on Section 1 ς !ŘŘǊŜǎǎ 5ŜǘŀƛƭǎΦ ¸ƻǳ Ŏŀƴƴƻǘ ƳƻǾŜ ƻƴ ǳƴǘƛƭ ǘƘŜ Ψ9ȄƛǎǘƛƴƎ 9t/ 

5ŜǘŀƛƭǎΩ ǎŜŎǘƛƻƴ Ƙŀǎ ōŜŜƴ ŎƻƳǇƭŜǘŜŘΦ hƴŎŜ ǘƘŜ ǊŜƎƛǎǘŜǊ Ƙas been checked and confirmed on the 

tablet, some of the greyed-out options on screen will unfreeze and you can work though each 

section sequentially until the assessment is complete. 

 

2. The navigation panel includes a tick box next to each section, these will be filled in automatically 

as you complete the assessment. 

 

3. You can use the navigation buttons to navigate to the Next or Previous screen or you can tap on 

a section directly in the navigation panel. 



 
 

4. Some pages have more data than the screen can display at once, in these cases you can either 

swipe up/down on the tablet or use the PgUp/PgDown arrows to the right of the screen. 

 

5. There is a photo button available on each screen allowing you to either select from the gallery 

or take a new photo via the ǘŀōƭŜǘΩǎ ŎŀƳŜǊŀΦ 

 

6. The notes button is also available from every screen, so you can add supporting notes 

throughout the assessment. 

 

7. ΨLƳǇƻǊǘΩΣ Ψ±ŀƭƛŘŀǘŜΩ ŀƴŘ Ψ{ŀǾŜΩ ōǳǘǘƻƴǎ ŀǊŜ ƭƻŎŀǘŜŘ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ŜŀŎƘ ǇŀƎŜΦ 

 

8. Some questions within the assessment are highlighted to show updates from the previous 

RdSAP version. As shown in the bottom left of the screen, new inputs are highlighted in green 

and relocated inputs are highlighted in yellow. 

 

3.4 Entering the assessment 
 

NOTE The energy assessment does not save automatically. It is advised that you save the assessment at 

regular intervals throughout, to avoid any loss of data. 

 

1. Every question in the assessment must be answered. Any unanswered or incorrectly answered 

questions will be flagged during validation. 

 

2. The address is auto populated from Lifespan so you cannot edit the address within the energy 

assessment. In section 1. Address Details, the regional details can be input automatically by the 

ǎƻŦǘǿŀǊŜ ǳǎƛƴƎ ǘƘŜ ΨCƛƴŘ /ƻǳƴǘǊȅ ŀƴŘ wŜƎƛƻƴΩ ōǳǘǘƻƴΦ ¢ŀǇ ƻƴŎŜ ƻƴ this button and as long as the 

postcode is valid, the details will be populated. 

 

Figure 25: find country and region 

3. Scroll down the page to get to the EPC section, this is new to RdSAP 9.94 and must be 

completed before you can continue the assessment. 

- ¢ŀǇ ǘƘŜ ΨCƛƴŘ 9t/Ω ōǳǘǘƻƴ ǘƻ ōǊƛƴƎ ǳǇ ǘƘŜ 9t/ ǊŜƎƛǎǘŜǊ ƻƴ ǘƘŜ ǘŀōƭŜǘΣ ȅƻǳ Ŏŀƴ ǘƘŜƴ ǎŜŀǊŎƘ ōȅ 

postcode to confirm whether there is an existing EPC for the property. Tap the radio button 

ƴŜȄǘ ǘƻ Ψ9t/ wŜƎƛǎǘŜǊ /ƘŜŎƪŜŘΩ ǘƻ ƳŀǊƪ ƛǘ ŀǎ ŎƘŜcked. 



 
- LŦ ǘƘŜǊŜ ƛǎ ŀƴ ŜȄƛǎǘƛƴƎ 9t/Σ ȅƻǳ ǎƘƻǳƭŘ ǘŀǇ ǘƘŜ ǊŀŘƛƻ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ Ψ9t/ CƻǳƴŘΩ ŀƴŘ ǎŜƭŜŎǘ ŀ 

reason from the list below. 

 

Figure 26: EPC register check 

4. Once a section has been completed, the icon in the navigation panel will change from a red 

cross to a green tick, to show your progress throughout the assessment. 

 

Figure 27: progress icon 

5. Some of the fields within the assessment have auto-fill buttons, so tapping on the button to the 

right of the question will populate the default answer. 

i.e., ¢ŀǇǇƛƴƎ Ψ¢ƻŘŀȅΩ ǿƛƭƭ ǎŜǘ ǘƘŜ ŘŀǘŜ ŀŎŎƻǊŘƛƴƎƭȅΦ 

 

Figure 28: auto-fill buttons 

If these are not the appropriate answers for an assessment, you can tap into the answer box to 

bring up further options. 



 
- ¢ŀǇ ƻƴ ǘƘŜ Ψ!ǎǎŜǎǎƳŜƴǘ 5ŀǘŜΩ ŀƴǎǿŜǊ ōƻȄ ǘƻ ōǊƛƴƎ ǳǇ ǘƘŜ ŎŀƭŜƴŘŀǊ ǘƻƻƭΦ {ŜƭŜŎǘ ǘƘŜ ŘŀǘŜ ƻŦ 

the assessment, then tap ok. 

 
Figure 29: set the assessment date 

- ¢ƘŜ ŀƴǎǿŜǊǎ ŦƻǊ Ψ9ǾƛŘŜƴŎŜ ƻŦ /ƻƳǇŜǘŜƴŎȅΩ ŀƴŘ ΨwŜƭŀǘŜŘ tŀǊǘȅ 5ƛǎŎƭƻǎǳǊŜΩ ǿƛƭƭ ǇƻǇ ǳǇ ƛƴ ŀ 

separate window. Select from the list to populate the answer. 

 

Figure 30: related party disclosure drop-down 

 

6. The majority of questions are answered by selecting a value from the drop-down lists, many 

with a preset option. Tap on the preset button to select a popular answer, or on the field to 

bring up the list of available answers. 



 

 
Figure 31: select an answer from the drop-down list 

7. Some questions throughout the assessment make use of a radio button, by default these are 

ƎǊŜȅŜŘ ƻǳǘ ǘƻ ƛƴŘƛŎŀǘŜ ǘƘŜȅ ŀǊŜ ŀƴǎǿŜǊŜŘ ŀǎ ΨƴƻΩΦ hƴŎŜ ǇǊŜǎǎŜŘΣ ǘƘŜ ōǳǘǘƻƴ ǿƛƭƭ ǎƭƛŘŜ ǘƻ ǘƘŜ ǊƛƎƘǘ 

ŀƴŘ ǘǳǊƴ ƎǊŜŜƴΣ ǘƻ ǎƘƻǿ ǘƘŜ ŀƴǎǿŜǊ ŀǎ ΨȅŜǎΩΦ  

 

Figure 32: radio buttons 

8. Some questions are greyed out until other selections have been made.  

 

a) In the example below, tap the radio button if solar water heating is present. In this scenario, 

ticking the box causes the solar water heating details section to show. 

 
Figure 33: solar water heating tick box 

 



 
b) If the solar water heating details are known, tap the radio button and answer the additional 

questions by tapping on the field and selecting from the drop downs. 

 

Figure 34: solar water heating details 

9. Certain sections within the assessment have questions over multiple tabs. To navigate to an 
alternate tab, tap on it to display the questions below. 

 
Figure 35: photovoltaic units 

3.5 Occupancy Assessment 
 

1. The occupancy assessment is collected within the energy module. To access the input fields, you 

Ƴǳǎǘ ŦƛǊǎǘ ǎŜǘ ǘƘŜ ǇǳǊǇƻǎŜ ƻŦ ŀƴŀƭȅǎƛǎ ŀǎ ΨwŜǘǊƻŦƛǘ !ǎǎŜǎǎƳŜƴǘΩ ǿƛǘƘƛƴ ǘƘŜ ŀŘŘǊŜǎǎ ŘŜǘŀƛƭǎ ǎŜŎǘƛƻƴΦ   



 

 

Figure 36: purpose of analysis 

2. ¢ŀǇ ƻƴ ǘƘŜ wŘ{!t ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ƭŜŦǘ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ǘƻ ƻǇŜƴ ǘƘŜ Ψ9ƴŜǊƎȅ !ǎǎŜǎǎƳŜƴǘ tŀǊǘǎΩ ƭƛǎǘΦ 

 

Figure 37: RdSAP button 

3. {ŜƭŜŎǘ ΨhŎŎǳǇŀƴŎȅ !ǎǎŜǎǎƳŜƴǘ όфΦфнύΩ ŦǊƻƳ ǘƘŜ ƭƛǎǘΦ 

 

Figure 38: energy assessment parts 

4. The assessment format follows the same layout as RdSAP, work through each section using the 

date, free-text, drop-down list or preset options to enter the data. As previous, you can tap on 

the section heading or use the previous/next buttons to navigate to the relevant questions. 

hƴŎŜ ŎƻƳǇƭŜǘŜΣ ǘŀǇ Ψ{ŀǾŜΩ ŀƴŘ ŎƭƛŎƪ ōŀŎƪ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ Ƴŀƛƴ ǎŎǊŜŜƴΦ 



 

 

Figure 39: occupancy assessment 

3.6 Additional features 
 

1. Tap the menu button on the main screen to bring up the list of additional features. 



 

 

Figure 40: additional features 

 

3.6.1 Add Supporting Notes 
 

Notes can be added at any point during the assessment. This is a free-text field allowing you to enter as 

much information as is needed via the tablet keyboard.  

1. ¢ŀǇ Ψ!ŘŘ {ǳǇǇƻǊǘƛƴƎ bƻǘŜǎΩ ǘƻ ōǊƛƴƎ ǳǇ ǘƘŜ ŘŜǘŀƛƭǎ ƻƴ ǎŎǊŜŜƴΦ 

2. Click into the comments box to bring up the tablet keyboard and enter any notes as required. 

3. You can insert subtitles at key pointǎ ǿƛǘƘƛƴ ȅƻǳǊ ƴƻǘŜǎ ōȅ ǘŀǇǇƛƴƎ ΨLƴǎŜǊǘ {ǳōǘƛǘƭŜΩ ŀǘ ǘƘŜ ǘƻǇ ƻŦ 

the screen. 

4. hƴŎŜ ŦƛƴƛǎƘŜŘΣ ǘŀǇ Ψtw9±Ω ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘΦ  



 

 

Figure 41: add supporting notes 

5. Alternatively, you can access the supporting notes section directly by tapping on the notes 

button on the main screen.  

 

 

Figure 42: notes button 

3.6.2 Take EPC Photograph 
 

Photographs can be included at any stage of the assessment. You can either take a new photo using the 

camera on your device or select an existing one from the gallery. 

1. ¢ŀǇ Ψ¢ŀƪŜ 9t/ tƘƻǘƻƎǊŀǇƘΩ ǘƻ ōǊƛƴƎ ǳǇ ǘƘŜ ƻǇǘƛƻƴǎΦ 



 

 

Figure 43: take EPC photograph 

2. Choose a photo-type by using the select preset button and selecting from the list. The options 

are split into the categories below. 

- Mandatory Photographs 

- Applicable Photographs 

- Optional Photographs 

- User Defined Photographs 

There is also an option here to create a new photo type. This is a free-text field, tapping on the 

space will bring up the keyboard on the device. 

!ƴȅǘƘƛƴƎ ŀŘŘŜŘ ƘŜǊŜ ǿƛƭƭ ōŜ ǎŀǾŜŘ ǿƛǘƘƛƴ ǘƘŜ Ψ¦ǎŜǊ 5ŜŦƛƴŜŘ tƘƻǘƻƎǊŀǇƘǎΩ ǎŜŎǘƛƻƴ ŦƻǊ ŦǳǘǳǊŜ ǳǎŜΦ 

 

Figure 44: photograph type 



 
3. Add a photograph. 

a) To take a new photograph, tap on the camera icon which will open the camera app on 

your device. 

b) Take a photograph. To accept the image, tap on the tick, or to retake the photo tap on 

the back button. Clicking the cross will return you to the photograph screen. 

 

Figure 45: photograph options 

 The file name will be automatically populated once a photograph is attached. 

4. ¢ŀǇ Ψ{ŀǾŜΩΦ 

5. hƴŎŜ ŦƛƴƛǎƘŜŘΣ ǘŀǇ Ψtw9±Ω ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘΦ  

6. Alternatively, you can access the photograph section directly by tapping on the camera icon on 

the main screen.   

 

Figure 46: photo button 

3.6.3 Data Input Summary 
 

The data input summary screen provides you with an overview of data inputted so far in the 

assessment. You can select to view either a brief summary or detailed summary and it will be displayed 

on screen in report format. 

1. ¢ŀǇ Ψ5ŀǘŀ LƴǇǳǘ {ǳƳƳŀǊȅΩΦ 

2. /ƘƻƻǎŜ ŜƛǘƘŜǊ Ψ.ǊƛŜŦ {ǳƳƳŀǊȅΩ ƻǊ Ψ5ŜǘŀƛƭŜŘ {ǳƳƳŀǊȅΩ ōȅ ǘŀǇǇƛƴƎ ƻƴ ƻƴŜ ƻŦ ǘƘŜ ǘŀǇǎ ŀǘ ǘƘŜ ǘƻǇ ƻŦ 

the screen. 

3. The data will be shown below, swipe up/down or use the PgUp/PgDn buttons to scroll through 

the report. 

4. hƴŎŜ ŦƛƴƛǎƘŜŘΣ ǘŀǇ Ψtw9±Ω ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘΦ  



 

 

Figure 47: data input summary 

3.6.4 EPC Photo Gallery 
 

This section gives you an overview of all photographs taken throughout the assessment. Each image will 

have the photograph type and description detailed underneath it. 

1. ¢ŀǇ Ψ9t/ tƘƻǘƻ DŀƭƭŜǊȅΩΦ 

 

Figure 48: EPC photo gallery 



 
2. By default, all photographs for the property will be displayed. Either swipe or use the 

PgUp/PgDn buttons to scroll through them. 

3. ¢ŀǇǇƛƴƎ ƻƴ Ψ!ƭƭ tƘƻǘƻǎΩ ǿƛƭƭ ōǊƛƴƎ ǳǇ ǘƘŜ ƭƛǎǘ ƻŦ ǇƘƻǘƻƎǊŀǇƘ ǘȅǇŜǎΣ ŜƴŀōƭƛƴƎ ȅƻǳ ǘƻ ŦƛƭǘŜǊ ǘƻ ŀ 

specific group of photos. Select a photograph type by tapping on it to display just the photos 

within the specified category. 

You can return to this menu at any point to select an alternative type or show all photos. 

 

4. ¢ƻ Ψ±ƛŜǿΩ ŀƴŘ Ψ5ŜƭŜǘŜΩ ǇƘƻǘƻƎǊŀǇƘǎΣ ȅƻǳ Ƴǳǎǘ ŦƛǊǎǘ ǎŜƭŜŎǘ ŀƴ ƛƳŀƎŜΦ ¢ƘŜǎŜ ōǳǘǘƻƴǎ ǿƛƭƭ ōŜ ƎǊŜȅŜŘ 

out until you have selected one. Select an image by tapping on it, it will be highlighted by a pink 

border. 

a) ¢ŀǇ Ψ±ƛŜǿΩΦ ¢Ƙƛǎ ǿƛƭƭ ŘƛǎǇƭŀȅ ŀ ƭŀǊƎŜǊ ǾŜǊǎƛƻƴ ƻŦ ǘƘŜ ǎŜƭŜŎǘŜŘ ƛƳŀƎŜΦ 

b) ¢ŀǇ Ψ5ŜƭŜǘŜΩΦ ! ŎƻƴŦƛǊƳŀǘƛƻƴ ōƻȄ ǿƛƭƭ ŀǇǇŜŀǊΣ ǎŜƭŜŎǘ Ψ¸ŜǎΩ ǘƻ ŘŜƭŜǘŜ ƻǊ ΨbƻΩ ǘƻ ŎŀƴŎŜƭ ŀƴŘ 

return to the previous screen. 

 

Figure 49: delete a photograph 



 
3.6.5 Calculate Energy Ratings and Lodge EPC 
 

This facility should be used once you have completed the assessment. It gives you the option to send 

data across to the lodgement software, login to complete the lodgement and retrieve the results. 

1. ¢ŀǇ Ψ/ŀƭŎǳƭŀǘŜ 9ƴŜǊƎȅ wŀǘƛƴƎǎ ŀƴŘ [ƻŘƎŜ 9t/ΩΦ 

2. The section is split into three tabs, you will have to complete each tab before moving onto the 

next. 

a) {ŜƭŜŎǘ ǘƘŜ Ψ{ŜƴŘ 5ŀǘŀΩ ǘŀō ŀƴŘ ǘŀǇ Ψ{ŜƴŘ 5ŀǘŀ bƻǿΩ ǘƻ ǎŜƴŘ ŀŎǊƻǎǎ ǘƘŜ ŀǎsessment data 

to the lodgement software. 

 

Figure 50: send data 

b) hƴŎŜ ǘƘŜ Řŀǘŀ Ƙŀǎ ōŜŜƴ ǎǳŎŎŜǎǎŦǳƭƭȅ ǎŜƴǘΣ ȅƻǳ ǿƛƭƭ ōŜ ŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ ΨhƴƭƛƴŜ {ƻŦǘǿŀǊŜΩ 

tab. Type in your login details to access the software and complete the lodgement. 

 

Figure 51: online software 

c) !ŦǘŜǊ ŎƻƳǇƭŜǘƛƴƎ ǘƘŜ ƭƻŘƎŜƳŜƴǘΣ ǎŜƭŜŎǘ ǘƘŜ ΨwŜǘǊƛŜǾŜ wŜǎǳƭǘǎΩ ǘŀōΦ ¢ŀǇ ΨwŜǘǊƛŜǾŜ wŜǎǳƭǘǎ 

bƻǿΩ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ƭƻŘƎŜƳŜƴǘ ŘŜǘŀƛƭǎΦ 



 

 

Figure 52: retrieve results 

Scroll down the page to see the Energy Performance Certificate Details and Energy 

Calculation Results. 

 

3.6.6 Update PCDF 
 

The product characteristic data file provides the latest information on the product types data. It should 

be kept up to date to ensure the most accurate information is recorded in the assessment. 

1. ¢ŀǇ Ψ¦ǇŘŀǘŜ t/5CΩΦ 

2. ¢ŀǇ Ψ¦ǇŘŀǘŜΩΦ 

 

Figure 53: update PCDF 



 
3. /ƭƛŎƪ Ψ¸ŜǎΩ ǘƻ ŎƻƴŦƛǊƳ ǘƘŜ ŘƻǿƴƭƻŀŘΣ ƻǊ ΨbƻΩ ǘƻ ŎŀƴŎŜƭΦ 

 

Figure 54: confirm download 

Once the update is complete, details of the latest version downloaded will be displayed on the 

screen. 

4. To continue with the assessment, click into one of the sections from the navigation panel on the 

left. 

 

3.6.7 Change Presets 
 

The preset buttons throughout the assessment are set by default. This facility allows you to change 

these so your most popular answers can be assigned instead, potentially saving you time when 

completing the assessment. 

1. ¢ŀǇ Ψ/ƘŀƴƎŜ tǊŜǎŜǘǎΩΦ 

 

Figure 55: change presets 



 
2. A list of questions will be displayed, alongside the current preset answer for each. Click into each 

of the fields where you want to amend the preset and select a new answer from the list. 

 

3. ¢ŀǇ Ψtw9±Ω ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ Ƴŀƛƴ ǎŎǊŜŜƴΣ ǘƘŜ ŀƴǎǿŜǊǎ ǎŜƭŜŎǘŜŘ ǿƛƭƭ ǎŀǾŜ ŀǳǘomatically and 

become the new presets available in the assessment. 

 

3.7 Completing the assessment 
 

When you have completed each section and answered all the questions you are now ready to complete 

the assessment. 

1. ¢ŀǇ ƻƴ ǘƘŜ Ψ±ŀƭƛŘŀǘŜΩ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ of the screen. 

 

Figure 56: validate energy assessment 
 

a. The validation results will list any errors. Return to the assessment to complete/amend 

the fields as required. 



 

 
Figure 57: validation results with errors 

b. When no errors remain, the following validation results will be displayed. 

 
Figure 58: validation results without errors 

2. ¢ŀǇ ƻƴ ǘƘŜ Ψ{ŀǾŜΩ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

 

NOTE If you do not Save the energy assessment and information you have entered will be lost 

when you close the screen. 

 
Figure 59: save energy assessment 

3. Please refer to section 3.6.5 Calculate Energy Ratings and Lodge EPC for guidance on how to 

complete the lodgement on your device. To complete via desktop, return to the main screen 

and upload as normal before calculating and lodging the EPC. 



 

 
Figure 60: return to main screen 

4. Housing Survey 
 

1. Select the property you wish to add an assessment for and click ΨIƻǳǎƛƴƎ {ǳǊǾŜȅΩΦ  

Figure 61: housing survey button 

2. !ƴȅ ǎǳǊǾŜȅ ǘŜƳǇƭŀǘŜǎ ƭƛƴƪŜŘ ǘƻ ȅƻǳǊ ŀŎŎƻǳƴǘ ǿƛƭƭ ōŜ ƭƛǎǘŜŘΣ ǘŀǇ Ψt!{нлор ς Whole House 

!ǎǎŜǎǎƳŜƴǘΩ ǘƻ ƻǇŜƴ ǘƘŜ ǊŜǘǊƻŦƛǘ ǎǳǊǾŜȅΦ 

 

Figure 62: housing survey type 

4.1 Layout 
 

The layout of the housing survey screen is shown below. 



 

 

Figure 63: housing survey 

¶ Back button ς Tap this to return to the main screen. 

 

¶ Data input ς ¢ŀǇǇƛƴƎ ƻƴ ǘƘŜ ΨaŀƛƴΩ ōǳǘǘƻƴ ŘƛǎǇƭŀȅǎ ǘƘŜ ŀǘǘǊƛōǳǘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ Ƴŀƛƴ 

screen, enabling you to update the value and add any comments for the selected attribute. 

 

¶ Photo buttons ς ̧ ƻǳ Ŏŀƴ ŀǘǘŀŎƘ ǳǇ ǘƻ мл ǇƘƻǘƻƎǊŀǇƘǎ ǘƻ ŎŜǊǘŀƛƴ ŀǘǘǊƛōǳǘŜǎΦ ¢ŀǇ Ψtм-tмлΩ ǘƻ ƻǇŜƴ 

the photographic record screen. A default number of photographs has been set per attribute; 

the photo buttons will be greyed out where an image is not required. 

 

¶ Property type ς Use this to select the property type of your address. This will affect the number 

of attributes required as this is a key factor in determining mandatory fields.  

 

¶ Number of elevations - Use this to select the number of elevations present for your address. 

Once selected, this will update the attributes list so you only have to input data for the relevant 

number of elevations. 

 

¶ Attribute list ς This is the list of attributes that can be added to the property. Attributes in green 

are already recorded against the property and attributes not currently recorded against the 

property have (NOT RECORDED) next to them. This is also represented by a green tick or red 

cross next to the description. Mandatory questions are marked with an exclamation mark 

hazard symbol. 

 



 
¶ Attribute count ς This tells you how many attributes are present and the number currently 

recorded against the property. 

 

¶ Save, Delete, Validate and Insert buttons ς Tap on the relevant button to either save or delete 

an attribute, validate the survey or insert data from other modules. 

 

¶ Settings ς This brings up the settings menu, allowing you to show or hide non-core items, 

exterior and interior house filter buttons, property type and elevation buttons and change the 

font size. 

 

4.2 Inputting survey data 
 

4.2.1  Setting a Property Type 
 

The property type is a key factor in determining the number of attributes collected during the survey so 

it is important this field is set prior to completing the assessment. 

1. .ȅ ŘŜŦŀǳƭǘ ǘƘŜ ǇǊƻǇŜǊǘȅ ǘȅǇŜ ƛǎ ǎŜǘ ǘƻ ΨIƻǳǎŜΩΣ ǘƻ ŎƘŀƴƎŜ ǘƘƛǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ŘŜǎŎription in the top 

left of the screen to bring up the full list of options. Tap to select the appropriate property type. 

 

Figure 64: select a property type 

Once selected, the attributes list will be updated to show just the relevant questions for the 

property type chosen.  



 
4.2.2  Selecting the number of elevations 
 

As part of the retrofit survey, data is collected for each elevation to satisfy requirements at the design 

stage of the project. Underneath the property type, the elevations button shows how many elevations 

are required for the address. Again, this has an impact on the number of attributes required for the 

survey. 

2. By default the survey is set at the maximum of 6 elevations, to change this, click on the 

description in the top left of the screen to bring up the options. Tap to select the appropriate 

number of elevations. 

 

Figure 65: select the number of elevations 

Once selected, the attributes list will be updated to show just the relevant questions for the 

number of elevations chosen.  

 

4.2.3  Using the insert function 
 

hƴ ǘƘŜ Ƴŀƛƴ ǎŎǊŜŜƴ ǿƛǘƘƛƴ ǘƘŜ ƘƻǳǎƛƴƎ ǎǳǊǾŜȅ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƴ ΨLƴǎŜǊǘΩ ōǳǘǘƻƴΦ ¢Ƙƛǎ Ƙŀǎ ōŜŜƴ ŀŘŘŜŘ ƛƴǘƻ 

the software to aid the inputting process and for data consistency between modules. 

Any attributes which have the potential to be populated via the insert button are shown in brown text, 

any using black text will have to be updated manually as part of the survey. 



 

 

Figure 66: attributes list text format 

There are three separate options to select at different stages of the survey. 

1. Tap on the first option to insert linked values, these are taken from the energy data, occupancy 

assessment and application setting. This should be completed before updating any fields within 

the assessment. 

 

Figure 67: automatically insert values: insert linked values 

2. /ƭƛŎƪ Ψ¸ŜǎΩ ǘƻ ŎƻƴǘƛƴǳŜΦ 

3. ! ŎƻƴŦƛǊƳŀǘƛƻƴ ōƻȄ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ ƴǳƳōŜǊ ƻŦ ƛƴǎŜǊǘŜŘ ǾŀƭǳŜǎΦ /ƭƛŎƪ ΨhYΩ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ǎǳǊǾŜȅΦ 



 

 

Figure 68: confirmation: insert linked values 

NOTE In order for the relevant fields to be populated, you must first complete the energy and 

ƻŎŎǳǇŀƴŎȅ ŀǎǎŜǎǎƳŜƴǘǎΦ ¢ƘŜ ΨŀǇǇƭƛŎŀǘƛƻƴ ǎŜǘǘƛƴƎǎΩ ǊŜŦŜǊ ǘƻ ǘƘŜ ƳŀƴŘŀǘƻǊȅ ŀǘǘǊƛōǳǘŜǎ ŎƻƭƭŜŎǘed when 

updating the property details. Please refer to sections 3. Energy Survey and 2.2 Editing a property for 

guidance on updating the information required. 

4. Tap on the second option to insert missing values for the detailing sections of each elevation, 

this should be done after the survey is completed. First update the survey with any details 

present at the property, you can then select this post-assessment insert option to populate the 

remaining detailing questions with no or not applicable as required. 

 

Figure 69: automatically insert values: insert missing values 

5. /ƭƛŎƪ Ψ¸ŜǎΩ ǘƻ ŎƻƴǘƛƴǳŜΦ 

6. ! ŎƻƴŦƛǊƳŀǘƛƻƴ ōƻȄ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ ƴǳƳōŜǊ ƻŦ ƛƴǎŜǊǘŜŘ ǾŀƭǳŜǎΦ /ƭƛŎƪ ΨhYΩ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ǎǳǊǾŜȅΦ 

 

Figure 70: confirmation: insert missing values 






















































































