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User Guide — Company Portfolio Registration

Introduction

This is the first step of accessing the portal where you should register your company and
create an account for the company. This will be followed with a quick registration process and
you will get a temporary account. Once you submit your detailed application, it will be
reviewed by the SEA and make necessary approvals. Then if it is accepted, you will be able to
access the full system.

Quick Registration
Using the website URL, access to the NEBP website.

. NATIONAL
EE’ECRHM ARKING Home Aboutus Events Downloads Contact \ 2 Login # Register | Q

Maximize energy efficiency
through accurate benchmarking

After clicking the register button, it will redirect to the Quick Registration form of the system.
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| Quick Registration

Company Name *
Business Registration No *

Main Sector *

Please Select $

& Company Representative

First Name * Last Name *

Official Email Address *

Please enter a valid email address

Password @ * Confirm Password *

Please enter a password that includes a mix of uppercase and
lowercase letters, numbers, and special characters and at
least 8 characters long

Locora [ oo

Copyright © 2023 SLSEA,All rights reserved. Powered by Procons

Enter the information to be entered in the textbook under quick registration.

1.  Enter the Company Name

2.  Enter Business Registration No

3. Select Main Sector & Sub Sectors - Here you can select multiple sub sectors under
one main sector

Under Company Representative Section - This user we call as the Facility Manager who is
responsible for the whole organization.

1. Enter First Name

2. Enter Last Name

3. Enter Valid Email Address - This email address will be the main email address that all
other accounts under your company are bound with.

4. Enter Password & Confirm Password

5. Click the Submit button.

Then, a success message will be displayed.
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Success

Your registration information has been successfully submitted. An email with a verification link has been sent to

your email address.

Back to Website

Clicking the "Back to Website" button, you will be redirected to the public web portal.

An email will be sent to the email address you entered to verify your account.

Verify Account nbox x _—
National Energy Benchmarking Portal <nsbp@procons k= 924PM (22 minutesago)  fr
tome =

Verify Your Account

We have received your registration. Please verify your account.

Verify Your Account
hitp:i/dev.nebp. procons lkicompanyiverify/eyJpdil6imNCalliSHZE TOF NbWIKeGMkdWW91aWeSP SisInZhbHVlljoie VAW TWMA cfZwTmdhSjBY QVodZElaUTOSI

wibWFjljoiZ TFjZTc0Y VmMDY 1Y 2E0ZWFIODZIN]Y MG UwZ TNIZWMAZ TkxMDE2YzQ1ZmRIMTIxMDIjODEZN2FmMmlyZDFmY SisinRhZy161iJ9

This link will be expired within 24hrs
This is a system generated email' Do not reply

Copyright © 2023 National Energy Benchmarking Portal. All Rights Reserved
Design & Developed By Procons Infotech.

° Click the “Verify Your Account” link.

Then a pop-up message will show that your company account has been successfully verified.
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ba

Hello ABC Holding Pvt

Your company account is verified successfully. Please login to continue.

Username : Your official email address

Password . Same you have entered at the registration

Click the Login Button.

Then you will be redirected to the login Page.

Username

Password

Remember e

Forgotten Password?

Cancel
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Log in as a Facility Manager by using username & password.

Enter the username you entered under the quick registration.
Enter the password you entered under the quick registration.
Click the login button.

If the user needs the system to remember the username & password click remember me
checkbox

el NS

Temporary Company Account

Now your account is temporarily created in the portal.

A\ NEBP o 49 .

g Dashboard

B3 Sunday, 30th July 2023

My Profile Last Login : 2023-07-30 10:12:48 © 10:12 PM
a Name ABC Holding Pvt
o Complaint Management -> B BRNo BR1001010

S = Email usjpbuddhistsociety@gmail.com complete Your Full Pending Actions

View Profile

Registration

m Registration is not

Registration stilmitked

Quick Registration Temporary Account

At the top, it will display date, time and last login time information.

# Sunday, 30th July 2023
Last Login : 2023-07-30 10:12:48 @ 10. 17 PM

Under My Profile, the Company Name, Business Registration Number, and Official Email
Address are included.
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My Profile

a MName ABC Holding Pvt
B BR No BR1001010

2 Email usjpbuddhistsociety@gmail.com

View Profile

Click the “View Profile” button.

or else "View Company Profile" sub-menu under the Company Portfolio main menu.

B4 Company Profile

4 View Company Profile

You can view the Company Profile as shown below.

| Company Profile

ABC Holding Pvt

a Business Registration No BR1001010

¥ Official Email Address usjpbuddhistsociety@gmail.com

& Main Sector Financial Service Activities, except Insurance and Pension
Funding

B Sub Sector Banks, Financial - Banking

a Company Representative Name Tharanga Pathirana

Portfolio Registration Form

Now you should complete the full registration of the company profile. Click the registration
button under Complete Your Full Registration in the dashboard menu.

NATIONAL ENERGY BENCHMARKING PORTAL NEBP User Manual 8



User Guide — Company Portfolio Registration

Complete Your Full
Registration

Registration

It will redirect you to the full registration form. Or else you can access the same form as in the
next step.

Full Company Registration

Manu Name: Portfolio Registration

Sub Menu Name: Create Portfolio Registration

fH Portfolio Registration

# Create Porlfolio

Reqgistration

It should load the Full Registration Form.

Company Portfolio Registration

# Company Information

Company Mame *
| ABC Holding Pyt

Business Registration No = Business Registration Certificate @™
| BR1001010 Choose the file Browse
Company Logo @ CEQ Approval Letter @~
Choose the file Browse Choose the file Browse
Main Sector * Sub Sector =
| MS002 - Financial Service Activities, except Insurance and Pension Funding s | || x |1E|U = aankSH X 1641 - Financial - Banking |
Website URL ISIC Classification No =
| Enter Website URL | | 100,641
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Under Company Information Section

1. You will be able to change the Company Name you have entered under the quick

registration.

2. You will be able to change the Business Registration Number you have entered under the

quick registration.

Select Company Logo
Select CEB Approval Letter

Nk w

other sub-sectors.
8. Enter the Website URL.

Select Business Registration Certificate

You will be able to change the Main Sector you have entered under the quick registration.
In addition to the sub-sectors, you entered under quick registration, you can enter

A Company Address

Address Line 01

City

District =

Please Select

Grama Niladhari Division =

Please Select

Address Line 02

Province *

Please Select

DS Division =

Please Select

Under Company Address Section
Enter the Address Line 01

Enter the City — Not Mandatory
Select Province

Select District

Select DS Division

Select Grama Niladhari Division

Nk W=

Enter the Address: Line 02 — Not Mandatory

& Company Representative

First Name *

Tharanga

Gender =

Male

Designation =

Contact Number *

Last Name *

Pathirana

NIC =

Official Email Address =

usjpbuddhistsociety@gmail.com

Lo | oams
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Under Company Representative

Enter Contact Number
Click the Submit button.

1.

2.

3. Select Gender

4. Enter NIC

5. Enter Designation
6.

7.

Then the company portfolio registration is under the pending status.

A company portfolio registration form that is in pending status can be updated and

resubmitted.

All updates about the company portfolio registration are contained in the evaluation log.

User Guide — Company Portfolio Registration

You will be able to change the First Name you have entered under the quick registration.
You will be able to change the Last Name you have entered under the quick registration.

& Evaluation Log

Remarks Application status

Application Submitted Pending

Updated time

2023-07-31 08:45:13

Now your registration will be evaluated from the SEA side and make necessary approvals.

Company Portfolio Registration — Approved Status

After SLSEA approves the company portfolio registration, it will be notified through an email
message as shown below. Once it is approved, your company account will be converted to a

legitimate account.

@ National Energy Benchmarking Portal <nebp@procons ks

[ ] tome ¥

enefrgy

Hello Tharanga.

Company Portfolio Registration Successfully Approved.

'f & Reply | ( ~» Forward :I

il

12:33PM (48 minutes ago)

SRS
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Menu Name: Company Portfolio
Sub Manu Name: View Portfolio Registration

Then the company registration which is in approved status will be loaded.

Company Portfolio

# Company Information

Company ID * Company Code*
| 00016 ‘ | MS00200016 |

Company Name *

| ABC Holding Pvt |

Business Registration No * Business Registration Certificate *

| BRI1001010 Download &

Company Logo CEOQ Approval Letter *

Download & Download X

Main Sector * Sub Sector *

| MS002 - Financial Service Activities, except Insurance and Pension Fur ¢ ‘ “ 100 - Banks || €41 - Finandal - Banking

The current status of the company portfolio registration is displayed on the right side of the
registration form.

Click the edit button at the bottom of the form if you want to make any edit and resubmit the
form for approval again.
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Company Portfolio Registration — Modified Status

Once you make a change to an already approved company account, it will be submitted to
SEA for approval again. Then the status will be marked as modified.

Modified

SEA will check the company portfolio registration which is in Modified status. SEA has the
ability to approved, update required or rejected the form.

Then the company portfolio registration form will be entered under the modified status.

Company Portfolio Registration — Update Required Status

If SEA noticed that the data entered by you are not valid, or any inconsistencies, they will
mark the company account status as Update Required. You will be notified it via an emai.

@ MNational Energy Benchmarking Portal <nebp@procons ke Mon; Jul 31, 3:41PM (19 hours ago) o “

@ tome~

enefrgy

Hello Tharanga,

The SLSEA has requested an update on the company registration, ABC Holding Pvi, submitted by you.

Please review the registration details and make the necessary updates as per the SLSEA's request

If you have any questions or need assistance with the update process, please don't hesitate to contact the SLSEA directly

This is a system generated emaill Do not reply
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Update Company Portfolio

A Company Information

Company ID *

00016

Company Name =

ABC Holding Pvt

Business Registration No *

Download &

Main Sector *

MSNNTD . Cinonciaol Soruirg Activits

and

Doncins

Company Code*

MS00200016

Business Registration Certificate @*

Download &

Sub Sector *

BR1001010 Choose the file Browse
Download &
Company Logo @ CEO Approval Letter @%
Choose the file Browse Choose the file Browse

The current status of the company portfolio registration form is displayed on the right side of

the registration form.

The border of the textbox in the fields that need to be updated will appear in red.

Website URL

After updating the required field, the border of the textbook will turn green.

Website URL

www.abchodinga.lk

After updating the required fields, click the submit button.

Then the Company Portfolio Registration is changing to re-submitted status.
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Company Portfolio Registration — Re-Submitted Status

Once you make changes to the application as SEA expected, it will be submitted to SEA for
approval again. Then the status will be marked as re-submitted.

Update Company Portfolio

@ Company Information

Company ID *

Company Code*

| 00016 ‘

‘ MS00200016

Company Name *

| ABC Holding PvtL

Business Registration No s
| BR10OO1010

Company Logo @

Choose the file
Download &

Browse

Main Sector *

Business Registration Certificate @*

Choose the file Browse
Download &
CEO Approval Letter 6%

Choose the file Browse

Download &

Sub Sector *

| MS002 - Financdial Service Activities, except Insurance and Pension Fur # ‘

‘I 100 - Banke |l £47 - Einancial - Banking

The current status of the company portfolio registration form is displayed on the right side of

the registration form.

It is not possible to update a company portfolio registration form that is in resubmitted status.
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Company Portfolio Registration — Rejected Status

If SEA noticed that the account you created is not a legitimate account, they will reject your
application. That will be notified via an email and your account access will be restricted from
this point onwards. No longer will you be able to access your created account.

@ National Energy Benchmarking Portal <nebp@procons lks T3TPM (M minutesaga) &

- tome =

Hello Tharanga,

It is regret to inform you that the SLSEA has rejected the company registration of, ABC Holding Pvt submitted by you.
If you need further clarification or have any questions, please reach out to the SLSEA directly.
Thank you for your understanding.

This is a system generated emaill Do not reply
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