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FOREWORD 

This NFRC Certified Products Database IA User Manual provides guidelines and explains 
the procedure to NFRC Licensed Certification and Inspection Agencies for accepting, 
updating, reviewing and validating uploaded products using NFRC online Certified Products 
Database (CPD 2.0).  

Questions on the use of this procedure should be addressed to: 

  

  

  

 

National Fenestration Rating Council 
6305 Ivy Lane, Suite 140 

Greenbelt, MD 20770 
Voice: (301) 589-1776 
Fax: (301) 589-3884 
Email: info@nfrc.org  

Website: www.nfrc.org   
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11..  IINNTTRROODDUUCCTTIIOONN  

The IA Certified Products Database User’s Manual provides guidelines and explains 
the procedure to review and validate data uploaded by laboratories to the online 
NFRC Certified Products Database 2.0. It is intended to provide the Inspection 
Agency with information on how to review and accept uploaded simulation and test 
data, to coordinate simulation and test reports for validation, to finalize the validation 
at the comparison screen, and ability to generate a product line and provide 
Certification Authorization Report to manufacturers. This manual is an integral 
component of the NFRC CAP and NFRC PCP, and provides the IA user with 
direction on how to access and navigate the database with accuracy and consistency 

22..  CCEERRTTIIFFIICCAATTIIOONN  AANNDD  IINNSSPPEECCTTIIOONN  AAGGEENNCCYY  

RREESSPPOONNSSIIBBIILLIITTIIEESS  

Licensed NFRC Certification and Inspection Agencies (IAs) participating in the 
Certification Agency Program (CAP) are responsible for updating and monitoring 
information in the Certified Products Database that is specific to their 
manufacturer/client. These responsibilities include: 

• Ensuring that the product information uploaded by the simulation and testing 
laboratory is accurate and complete; 

• Reviewing the simulation and testing summary and accepting the data into the 
database. 

• Reviewing the status of current product lines to ensure that the certification status 
of those product lines is accurately reflected in the system 

• Monitoring active product lines in the database to ensure that those product lines 
nearing expiration be recertified in a timely manner by notifying the 
manufacturer/client of the need to recertify their product 

• Deactivating product lines that have expired 

• Maintaining accurate and current product line data for each manufacturer/client 
within their certification program 
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33..  SSUUMMMMAARRYY  SSPPRREEAADDSSHHEEEETTSS  

There are two summary spreadsheets: simulation and testing. 

The simulation summary spreadsheet and testing summary spreadsheet for U-factor, 
Solar Heat Gain Coefficient, Visible Transmittance, and Condensation resistance was 
designed to allow for an efficient transfer of testing data into the NFRC Online 
Certification Database.   

The current summary spreadsheets and user manuals can be located on the technical 
documents web page on the NFRC website: http://www.nfrc.org/technicaldocs.aspx   

44..  SSTTAARRTTIINNGG  TTHHEE  AAPPPPLLIICCAATTIIOONN  

For optimum performance, the application can be accessed using Internet Explorer 
5.5 or higher. To access the application use the following link: 

http://cpd.nfrc.org 

The Inspection Agency user is taken to the following login screen and prompted to 
input a valid username and password.  Usernames and passwords are supplied to the 
user by the NFRC. Current CPD 1.0 usernames and passwords are acceptable. 

User can at any time in the application log off that is exit out of the CPD by clicking 
on the log off hyper link. 

Starting the NFRC Certification Database – Login Screen 
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55..  MMAANNUUFFAACCTTUURREERR  TTAABB  ––  IIAA  HHOOMMEE  PPAAGGEE  

After logging in, the user is taken to the Manufacturer screen (IA Home Page), which 
displays a list of all manufacturers associated with the IA. The listing displays the 
manufacturer Codes, ID, Status (Active or Inactive), # of Plants, total number of 
product lines, and the number of active product lines.  

The IA will use this page to select a manufacturer in order to view many 
manufacturer details, such as product line listings and manufacturer details. 

To select the desired manufacturer, click on the manufacturer hyperlink, which will 
result in the displaying of the manufacturer’s product line summary page. 

 Inspection Agency Home Page Screen 
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5.1 Selecting a Manufacturer 

The IA user can search for different manufacturer/clients either by Name, a 
three-character manufacturer alpha code or manufacturer numeric ID, or by 
scrolling through the list of manufacturers displayed on the screen. 

 

5.1.1 Name Search  

Search by manufacturer name, type “123” in the Manufacturer Name 
field and then press the Search Button. To return to the manufacturer 
tab, the user can click on the “Back” Button or click the Home tab at 
the top of the screen. 

Results of this search: 
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5.1.2 Code or ID Search  

Search by three-character alpha code in the “Code” field, type in alpha 
code and then press the Search Button.  

Results of this search:  

 

 

Search by a one to three digit numeric ID in the “ID” field, type in ID number 
and then press the Search Button. 

Results of this search: 

 

5.1.3 Scrolling Search  

To select a manufacturer use the normal scrolling features, mouse or 
screen, to view the entire manufacturer list. 
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Results of this selecting the desired manufacturer: 

 

66..  PPRROODDUUCCTT  LLIINNEE  SSUUMMMMAARRYY  PPAAGGEE  

After selecting a manufacturer from the list on the Manufacturer screen (IA Home 
Page), the manufacturer’s product line summary page. 

The IA will be capable of manipulating the product lines from this page, such as 
changing the status, emailing or printing a CAR, viewing the details of a product line, 
and viewing manufacturer details. 

Note: Select the “Deselect All” button to clear all the checked boxes prior to selecting 
a status change and the update button. 

6.1 Selecting Product Lines Status (Viewing) 

The default product line status is “Active”, to modify the viewing, click the 
pull down arrow and select “Show All” 
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6.2 Viewing Amount of Product Lines 

Depending on the amount of manufacturer’s product lines the screen can be 
modified to be viewed in or not in a page view. 

To view ALL product lines, click on the “Remove Paging” button 

 

 

To view a limited number of product lines in a paging view, click on the 
“Return to Paging” button 

 

 

6.3 Changing Statuses 

The IA user can modify the product line or individual products statuses by 
selecting the desired status, selecting the Change Line Status or Change 
Product Statuses boxes and clicking the “Update” button.  

Note: This feature can be applied to multiple product lines desiring the same 
status change. 

Status Definitions: 

01 – Manufacturer Voluntary Termination: This code deactivates 
the product or product line per the manufacturer’s request when 
terminating from the Certification Program, or terminating a 
particular product from the certification program; the product or 
product line is not reflected in the Certified Products Directory 
(“directory”). 

02 – IA Suspension: This code deactivates the product line due to 
suspension of certification authorization; the product is not 
reflected in the directory. 
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03 – Failed Performance Challenge: This code indicates that the 
product failed a challenge that was submitted against it; the 
challenge is upheld by NFRC so the product is deactivated 
accordingly with this code. 

04 – Product Re-issued: If a manufacturer/client requests that a 
product line series/model name be changed for a particular 
authorized product, the change is completed by coding out the 
previous product with this code and reissuing the product in the 
new series/model name. Reports are subsequently reissued in the 
new name. This code deactivates the product line. 

05 – Archived Product Data: To be utilized at the individual product 
level and not product line level; indicates that the particular 
product was archived at the time of recertification.  

06 – Do Not Print in Directory: Product line remains active but is 
not listed in the directory. 

07 – Product Line Expired: This code deactivates the product line 
that has expired. 

08 – Issue CAR only, Do not Print in CPD: Individual product 
remains active but not reflected in directory. 

09 – Granted 6-month Extension: Product line remains active for an 
additional 6 months from the expiration date. 

10 – Site-Built Product: Product line remains active but is not 
reflected on the IA billing report. 

11 – IA Revocation: This code deactivates the product line due to 
denial or revocation of certification authorization; the product is 
not reflected in the directory.  

12 – Product Line Transfers: Indicates the product line has been 
transferred to another inspection agency.  

6.3.1 Changing Product Line(s) Status 

To change the status of the Product Line only, select the box(es) in the 
Change Line Status column in the row of the corresponding product 
line(s). Choose the desired status using the pull down menu and click 
the “Update” button. 
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6.3.2 Changing Individual Products Statuses 

To change the status of the Individual Products within a product line, 
select the box(es) in the Changer Product Statuses column in the row 
of the corresponding product line(s). Choose the desired status using 
the pull down menu and click the “Update” button. 

 

 

6.4 Generating CAR Reports 

The IA user can generate CAR reports for single or multiple product lines. 
These reports can be emailed or printed as PDF files. 

 

 

6.4.1 Emailing CAR Reports 

To email a single or multiple CAR reports, select the box(es) in the 
CAR Reports column in the row of the corresponding product line(s). 
To generate separate PDF files for each CAR report, select the “Check 
to create separate report for each product line” box above the columns. 
Click the “Email Reports” button. 

The reports will be emailed to the IA user. 

6.4.2 Run CAR Reports  

To run single or multiple CAR reports, select the box(es) in the CAR 
Reports column in the row of the corresponding product line(s). To 
generate separate PDF files for each CAR report, select the “Check to 
create separate report for each product line” box above the columns. 
Click the “Run Reports” button. The CAR report(s) will be opened in 
a separate screen with the ability for the user to save the CAR as a 
PDF file. If separate CAR reports were request, multiple screens will 
appear. 
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6.5 Viewing Manufacturer Details 

The IA user can view the manufacturer’s details by selecting the Manufacturer 
Details button at the top of the screen. 

 

Result of selecting the manufacturer details button: 

 

6.5.1 Viewing Available Reports 

The IA user can view the manufacturer’s Schedules listed in the  
Schedule Box by selecting the corresponding schedule’s hyperlink.  

Result of selecting the manufacturer’s Schedule I hyperlink: 
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Result of selecting the manufacturer’s Schedule II hyperlink: 

 

6.5.2 Adding Plants Associations 

The IA user can add a Plant to Associated Product lines by following 
these steps 

1. Click on “Add Associations” button 

 

2. Using Pull Down Arrow, select a plant 
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3. The available and associated Product Lines will populate. 

 

4. Select available product lines individually, or use the buttons in the middle to add or 
remove the product lines and select the “Done” button. 

 

Results of selecting adding an associated product line: 
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6.5.3 Viewing Plant Details 

The IA user can view a manufacturer’s plant detail by selecting the 
hyperlink of a plant listed. The IA user can select the Edit button and 
edit the plant details. 

Results of selecting a plant hyperlink: 

 

Results of selecting the Edit button: 
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77..  PPRROODDUUCCTT  LLIINNEE  DDEETTAAIILL  PPAAGGEE  

After selecting a CPD number hyperlink from the list of CPD numbers on the Product 
Line Summary screen, the product line’s details are displayed. 

The IA will be capable of manipulating the individual products from this page, such 
as changing individual products’ statuses. The IA user will have the ability to edit the 
product lines information details, such as Series / Model name, and the ability to view 
manufacturer details. 

Note: Select the “Deselect All” button to clear all the checked boxes prior to selecting 
a status change and the update button. 

 

7.1 Edit Product Lines 

The IA user has the ability to edit the product line data located in the general 
information, additional ratings, simulation information, test validate, and 
comment boxes by selecting the “Edit Product Line” button. 

7.1.1 Edit General Information 

The IA user can edit the series / model name of the product line in the 
General Information box. 
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7.1.2 Edit Additional Ratings 

The IA user can edit the Air Leakage rating of the product line in the 
Additional Ratings box. 

 

 

7.1.3 Edit Simulation Information 

The IA user can edit the date the IA received the simulation report in 
the Simulation Information box. 

 

 

7.1.4 Edit Test Validate Information 

The IA user can edit the date the IA received the test report in the Test 
Validate box. 

 

7.1.5 Adding Comments to the Product Line Details 

The IA user can add any desired comments in the Comments box. 
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7.1.6 Saving Product Line Information 

The IA user can add any desired comments in the Comments box. 

 
 

7.2 Selecting Product Status (Viewing) 

The default individual product status is “Active”, to modify the viewing, click 
the pull down arrow and select “All” or “Inactive” 

  

7.3 Viewing Amount of Individual Products 

Depending on the amount of individual products within a product line the 
screen can be modified to be viewed in or not in a page view.  

To maneuver while in the “paging” view, the IA user can click between the 
pages uses two methods.  

 

Uses the pages number hyperlinks located at the bottom of the page; or 

 

 

Use the <<page>> hyperlinks located on the right side of page. 
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To view ALL the individual products, click on the “VIEW ALL” button 

 

 

To view a limited number of individual products in a paging view, click on 
the “Return to Paging” button. 

 

7.4 Changing Statuses 

The IA user can modify the individual products statuses by selecting the 
desired status, selecting the individual product(s), and clicking the “Update” 
button. Reference Section 6.3 for the different statuses. 

Note: This feature can be applied to multiple individual products desiring the 
same status change. The IA user can select all and deselect all the individual 
products in the list by selecting the corresponding button. 

 

 

7.5 Viewing Manufacturer Details 

By selecting the Manufacturer Details button, the IA user can view the 
manufacturer’s details. Reference Section 6.5 for additional details. 

88..  SSTTAATTUUSS  PPAAGGEE  ((RREEPPOORRTTSS))  

Status screen which allows the IA to monitor and select uploaded spreadsheets to 
review. The Inspection Agency will able to select a manufacturer’s data via a report 
hyperlink. To review the report details, select the appropriate report hyperlink. 

The page automatically defaults to Unverified Reports, but has sorting options and 
filters. 
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 Status Page Screen 

 

 

 

The IA user can search for reports either by status, manufacturer or the “uploaded 
since” date.  

Report Status is the same as in CPD 1.0; however the IA is now able to filter and sort 
in different way: 

8.1 Available Filters and sorting 

The available filters can be sorted by Report Status, Manufacturer, or 
Uploaded Since Dates.  

1. Report Status – but can be sorted by All, Rejected, Accepted, Failed Error 
Check, or Published by clicking the selected button and then clicking the 
Applied Filters button. 

2. Manufacturer – Reports can be sorted by manufacturer name, mfr code or 
numeric ID. 

3. Uploaded Since – Reports can also be sorted by the Uploaded Since feature: 
enter the earliest report submission date you would like to be displayed. 

4. Alternatively, the IA can sort by using the Report Headers. 
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*When applying filters, you must click the Apply Filters button; afterward, 
you must also click the Remove Filters button to restore the default Unverified 
Status during your session. 

 

8.2 Changing Uploadsheet Status 

An uploadsheet can be rejected from the Status Page by selecting the box(es) 
in the Change Status column in the row of the corresponding uploadsheet(s) 
and by clicking the “Reject Selected Reports” button.  
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99..  RREEVVIIEEWWIINNGG  AA  RREEPPOORRTT  

Upon selecting a report hyperlink, the laboratory data file detail screen will be 
displayed. The following screen capture is only a sample of the entire detail page. 

Simulation Report Detail Screen for CPD 2.0 Upload 

 

 

Simulation Report Detail Screen for CPD 1.0 Upload 
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Test Report Detail Screen 

 

9.1 Reviewing Uploadsheet 

The IA user can review the uploaded data, accept or reject the uploadsheet, 
add comments, and validate the simulation. 

9.1.1 Saving Comments 

If the Test or Simulation Lab provided any comments, they will be 
visible when first viewing the Report Detail page. To add a comment, 
select the “Add Comment” button, type comment in the window box 
provided, and select “Save”. The comment will then be visible on the 
page for the lab to view:  

 

Detailed view of Comment field and message at Test page. 
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Detailed view of saved comment. 

 

Detailed view of Comment field and message at Simulation page. 

 

 

Detailed view of saved comment. 

 

9.1.2 Starting the validation process 

Organizing, reviewing, and accepting validation for product lines 
requiring a validation test by utilizing the Start Validation button. 

CPD 2.0 determines simulation and test upload sheets containing a 
“000” option that will be part of a validation sequence. Product lines 
uploaded under the Report Type of “New” or “Recertification” will be 
capable of proceeding to the validation process. Product lines that are 
uploaded in accordance with Validation Grouping and /or as 
“simulation” or “test only” products will not take part in the validation 
process.  

To move forward in the validation process, select the Start Validation 
button.  
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Section 10 of this document provides details on the Validation process. 

9.1.3 Accepting Uploadsheets 

Once the IA user determines that the simulation and test data are 
correct, the IA user can select the “Accept” button for each 
uploadsheet. For products requiring validation, three (3) acceptances 
are required: simulation and test uploadsheets, and the validation of 
the corresponding product line. 

If a simulation uploadsheet does not require a validation because it is 
associated with a grouped validation, the IA will associate this upload 
with a certified product line.  

See Section 9.1.5 grouping product lines. 

9.1.4 Rejecting Uploadsheets 

If the IA user determines that the simulation and / or the test data are 
incorrect, the IA user can select the “Reject” button. If the rejected 
uploadsheet is currently associated with a validation, both 
uploadsheets will need to be uploaded again. 

The IA user will be prompt to confirm the rejection. 

 

9.1.5 Grouped Uploadsheets 

A simulation uploaded without a validation option as a “New” report 
type under a validation matrix grouped product, is required to be 
grouped to a certified product line. 

When the IA user determines that the simulation data is correct and the 
upload is not rejected, the IA can click the “Group Validation” button 
to associate this product line with a certified product line. 



 

NFRC CPD 2.0 User Manual [E0A0] page 25 

 

View after “Group Validation” button is selected: 

 

A list of certified product lines associated with the same manufacturer 
will be available in the “group leader”.  

If the group leader product line is not available, the IA user can select 
the “Grouping Failed” button, which cancels the action.  

If the group leader product line is available, the IA user can select the 
“Grouping Products” button, associates the grouped leader product 
line with the corresponding product line.  
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A CPD 1.0 uploadsheet will utilize the same Grouping Validation 
process. 

 

9.1.6 Generating a Product Line 

After all the required uploadsheets and validations are accepted, the IA 
is capable to use the “Generate Product Line” button located on the 
simulation upload screen.  
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If the IA user selects the “Generate Product Line” button and all of the 
required items are not accepted, the IA will receive the following 
error: 

 

Upon completion of generating a product line, the IA user can proceed 
to the Manufacturer screen to access the new product line, modify all 
product line details, and to produce a CAR per Section 6 and 7. 

1100..  VVAALLIIDDAATTIIOONN  PPRROOCCEESSSS  

The validation process is a new protocol and requires interaction between the 
Inspection Agency, Test Lab, and Simulation Lab.  

The validation process cannot be started without both the simulation and test upload 
sheets being submitted to the IA.  

10.1 Validation Coordination Page 

Upon selecting the Start Validation button at either a simulation or test Report 
Detail, the Validation Coordination page will appear. This page is where the 
IA will link the simulation and test option for validation comparison. 

Depending on which uploadsheet was used to start the validation, the IA will 
use the pull-down menu to select the corresponding simulation or test. The 
drop-down list of reports available for coordination will only be for that 
manufacturer and any simulation or test reports currently under another 
validation process will not be available. The grayed-out pull-down menu for 
the other report depicts the uploadsheet used to start the validation. 
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10.1.1 Selecting Corresponding Report 

When selecting a corresponding report, highlighting a different report 
will change the data listed below. This will allow the IA to review 
multiple reports prior to proceeding with the validation.  

The IA has two choices: proceed with the validation or cancel the 
validation process for this upload.  

Validation Coordination Page depicting Multiple Reports  

 

Highlighting another Report - Data Change 

 

Highlighting another Report - Data Change 
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10.1.1.1 Match Report Unavailable button 

If there is no corresponding report, selecting the Match 
Report Unavailable will cancel the process and the IA 
Home page will appear. Using the Back button will also 
cancel the process. 

10.1.1.2 Proceed with Validation button 

When the corresponding report is available, selecting 
the Proceed with Validation will “link” the simulation 
and test report for the validation process and proceed to 
the Validation Comparison page. These two reports will 
not be available for any other validation unless either 
report is “Rejected” by the IA at the Report Detail page. 

10.2 Validation Comparison page 

The Validation Comparison page allows the IA to review the simulation and 
test data from the upload sheets using a side-by-side comparison. The IA can 
do the following: proceed elsewhere in the CPD, add a comment, reject the 
validation, or accept the validation.  

10.2.1 Methods to View the Validation Comparison Page 

The Inspection Agency can proceed to the validation comparison page 
via two methods:                                                                                                               

1. Selecting the Start Validation button located on the Report Detail 
page; or 

2. Using the hyperlink supplied in an email when the lab chooses the 
Notify IA button. 

10.2.1.1 Using Start Validation button 

At the Lab Report page, select the Report Upload File 
to view the Report Detail Page. Select the Start 
Validation button to proceed to the validation 
comparison page and then select the Proceed to 
Validation button. If the validation process has not been 
started for the product line, see Section 10.1. For 
products under the validation process, the IA will not be 
able to modify any reports, see example below. 
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Default Report Status Screen with Start Validation button  

 

 

Validation Coordination page  

 

10.2.1.2 Using Email Hyperlink 

If the lab selects the Notify IA button when reviewing a 
validation, the IA will receive an email containing a 
hyperlink directing the IA to the corresponding 
validation page. 

NOTE: Details contained in the email are currently 
being established. 

Example email 

Dear (Username): 
 
This is an automated response from the NFRC Certified Products Management System. 
Use this URL to correct information on the associated lab report(s):  
http://cpd2.nfrc.org/test_validate_Compare_example=123456789 
 
NFRC 

If not logged into the CPD, the login screen will first 
appear prior to proceeding to the validation comparison 
page when using the hyperlink to access the CPD. 

 



 

NFRC CPD 2.0 User Manual [E0A0] page 31 

View of Validation Comparison Page  

 

 

View of Headers on Comparison Page  

 

 

10.2.2 Proceed Elsewhere in the CPD 

The IA can take no action by exiting the validation comparison page 
using two methods:  
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1. Select the “Back” button, which will bring the IA to the previous 
Validation Coordination page. The IA cannot edit either report 
since the files are now “linked.” 

2. Select one of the gray tabs at the top of the screen. 

10.2.3 Add a Comment 

The IA can save a comment per Section 9.1.1. 

Detailed view of Comment field and message 

 

Detailed view of Comment field and message 

 

10.2.4 Verification of the Validation Failed 

By utilizing the Verification Failed button in conjunction with the 
Comment field and checked Error boxes the IA can notify the labs via 
automatic emails that the product line does not validate. After 
selecting the Verification Failed button, the IA Home page will appear. 
An automatic email will be sent to the lab(s) associated with the 
reports referenced on the validation page. 

10.2.4.1 Failure not due too the data or codes  

The validation failure does not have to be based on the 
data or codes listed on the validation comparison 
screen, but can be other issues related to problems in 
the actual reports. By utilizing the Comment field, the 
IA can list the issues and then select the Verification 
Failed button, which will notify the labs via email. 

10.2.4.2 Failure due too the data or codes  

If the validation failure is based on data or codes listed, 
the IA can select an error box next to the corresponding 
error. When the labs review the Validation Comparison 
page after email notification, any box selected by the IA 
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will remain highlighted for their reference. It is 
recommended to provide details about the non-
validation issue in the comment field. 

 

View of Boxes Checked by IA 
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View of Highlighted Boxes when Lab Visits page 

 

 

View of “Accept Validation” / “Verification Failed” buttons 

 

10.2.5 Accepting the Validation 

In case of a validation issue failure, the labs will visit the Validation 
Comparison page and make ay necessary modifications. The labs will 
then select the Notify IA button, in which the IA will receive an email 
notification containing a hyperlink directing the IA to the 
corresponding validation page. 

The IA can access the validation comparison page per methods listed 
in Section 10.2.1. 

After confirming that all data is correct, which includes, but is not 
limited to, reviewing the reports versus the codes listed as well as the 
data, the IA can select the “Accept Validation” button. This will 
conclude one of the three requirements to generate a CAR. The IA 
shall also “Accept” both the simulation and test uploadsheet.
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View of Comments Added by Labs 

 

 

View of Data / Codes Fields Edited by Labs 

 

10.3 Validation of CPD 1.0 Uploadsheet 

CPD 1.0 uploads do not go through the CPD 2.0 validation process. The CPD 
will verify the upload type, whether CPD 1.0 or CPD 2.0.  

A CPD 1.0 will have an “Enter Validation” button on the screen.  

View of Enter Validation button 

 



 

NFRC CPD 2.0 User Manual [E0A0] page 36 

 

The IA user can click on the button and enter the validation information and 
click the Save Validation button.  

View of Enter Validation Screen 

  

The IA user attempts to generate a product line prior to filling in the validation 
information, the user will receive an error.  

View of Validation Error 

 


