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• Be careful with the spelling of information that will be inputted into the system 
• Fields with (*) are mandatory. The system will not proceed to the next step if these fields will not be 

accomplished 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

PART I 
Accessing the GEMP 

System Portal 
 

Needed: 
❖ Laptop/Desktop Computer 
❖ Internet Connections 
❖ Log-Credentials (Username and Password)  
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1. ACCESSING THE GEMP SYSTEM PORTAL 
 
1.1 How to access the GEMP System URL 

 
Step 1. Open an internet browser (e.g. Google Chrome, Firefox, Microsoft Edge, etc.) 

 
Step 2. Type in the Uniform Resource Location (URL) of the GEMP System into the browser – 

gemp.doe.gov.ph 
 

 
Entry of URL into the browser 

 

Note: You may bookmark the page by clicking the “  “ icon on the right-most side of your 
browser to save the URL of the GEMP System for easier access in the future.  You may rename 
the page to “GEMP System”, then click the “Done” button. 

 

 
Bookmarking the GEMP System URL 

 

 
GEMP System successfully bookmarked  

 

 
GEMP System Login Page 
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1.2 How to Login 
 
Step 1. Type in your given login credential 
  Username: Type of GE + GE Code 

  
 Login Page 
 
Step 2. Type in the default/new password 
  Temporary password: password123 
  
Step 3. Click the “Sign In” button. 
  
Step 4. Upon initial login, a pop-up window will display requiring the user to change the password. 

  
 Change password window 
 
Step 5. Type in the new password 
 
Step 6. Retype the new password 
 
Step 7. Click the “Change Password” button 
 

Once the password has been successfully changed, you will be automatically logged out of the 
system. To log in, follow steps 1 to 3 of the How to Login. 
 

 
1.3 How to Navigate the Home Page/Dashboard of the GEMP System 
 
After successful login, you will be directed to GEMP System – Home Page 

 
 Home Page 
 
The home page will display the following menu bars: 

• EEC Issuance 
• Directory of Officials (Head of Agency, EEC Officer and EEC Focal Person(s) 

Step 1 

Step 2 

Step 3 

Step 5 

Step 6 

Step 7 
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• Enroll Accounts and Vehicles (Electricity Meter/Account No.(s) and Motor Vehicles) 
• Consumption (Electricity and Fuel) 
• Buildings 
• The home page also shows some miscellaneous features such as EEE Awardees, Top 

Performers GE, Frequently Asked Questions among others 
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PART 2 
Updating of Agency 

Profile 
 

Needed: 
❖ Official Logo of the Agency 
❖ Updated Profile of the Government Agency 

• Agency Classification 
• Agency Group 
• Island Group 
• Official Name of the Agency 
• Address 
• Region 
• Province 
• City/Municipality 
• Barangay 
• Agency Email 
• Agency Phone No. 
• Agency Fax No.  
• Income Class (For LGUs) 
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2. UPDATING/EDITING PROFILE OF THE AGENCY 
 
2.1 How to update/edit the profile of the Agency 
 
Step 1. Click the “Agency Icon” on the menu bar 

 
Home Page 

 
Step 2. Click the “Profile” Button 

 
Home Page 
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You will be directed to the Profile Page of the agency where you can see the general information 
and profile of the agency. 

 
 Profile Page 

 
Step 3. Click the “Edit” button at the bottom part of the page and change the necessary information 

 
Agency Profile Page 

 
 You will be directed to the Edit Profile Page where you can edit the following: 

• Icon of the Agency 
• Information/Profile of the agency 
• Password of the main/primary account 

 
Step 4. You may change the icon of the agency by clicking the “Choose File” button and uploading 

the desired image file.  
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Edit Page – Agency Profile: Change Icon 
 

Step 5. Update and/or edit the necessary information of the agency (as needed). 

 
Edit Page – Agency Profile: Update/Edit details 

 
Step 6. Change the password by entering the new password in the text box (as needed) 

 
Edit Page – Agency Profile: Change of password of the main account 
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Step 7. Once the necessary changes have been made, click the “Submit” button to save the data. 
 

You will be directed to the Profile Page where you can see the updated details of the agency. 

 
 Profile Page - Updated 
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PART 3 
Submission EEC 

Issuances 
 
 

Needed: 
❖ Scanned Copy of Issuances related to Energy Efficiency and Conservation 
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3. Submission of Issuances on Energy Efficiency and Conservation 

 
3.1 How to submit issuances on energy efficiency and conservation 

 
Step 1: Click the “EEC Issuances” in the Menu 
 

 
 
Step 2: Click “Add EEC Issuance”  

 

 
 
Step 3: After which, a pop-up dialog box will appear. Enter the necessary information as shown 
below, and upload the scanned file of the EEC Issuance.  
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 Step 4: Click “Upload EEC Issuance”  
 
 
 

 
After clicking the “Upload EEC Issuance” button. You will be directed to the EEC Issuance Page 
wherein you can view/update/edit the said EEC Issuance.  
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PART 4 
Submission of 

Directory of Officials 
 

Needed: 
❖ Head of Agency 

▪ Updated Profile of the Head of Agency 
 

❖ EEC Officer/Focal Person 
▪ Scanned Copy of the designation of an EEC Officer/Focal Person 
▪ Updated Profile of the EEC Officer/Focal Person 
▪ Preferred Username and Password for each EEC Officer and Focal Person 
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4. SUBMISSION OF DOCUMENTS AND INFORMATION OF THE AGENCY 
 
4.1 How to submit the name of the Head of Agency 
 
Step 1. In the Menu bar, click the “Directory of Officials” 
 

 
Home Page 

 
Step 2: From the dropdown list, click the “Head of Agency”.  
 

 
Home Page 

 
 You will be directed to the Head of Agency Page. 
 
Step 3. Click the “Add Head of Agency” button.  
 

 
Head of Agency Page 

  
You will be directed to the Data Entry Page for the Head of Agency. 
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Step 4. Enter the necessary information. 

 
Data Entry Page – Head of Agency 
 

Step 5. Once you have entered the necessary information, click the “Submit” button to save the 
data. You will then be directed back to the Head of Agency Page where you can see the recently 
registered information. 

 
 Head of Agency Page 

 
4.2 How to edit the information of the Head of the Agency 

 
 
Step 1. Click the “Directory of Official” in the menu bar 

 
Home Page 
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Step 2: Click the “Head of Agency”.  

 
Home Page 

 
Once you have selected the Head of Agency. You will be directed to its page. 

 

Step 3. Click the   icon on the right side portion of the row of the Head of Agency you want to 
edit 

 
Head of Agency Page (edit) 
 
You will then be directed to a page where you can update and/or edit the information, attachment, 
and status of the Head of Agency. 
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Step 4. Update/edit the necessary information of the Head of Agency (as needed).  

 
 Edit Page – Head of Agency 
 
Step 5. Amend the attachment (as needed)  

 
Edit Page – Head of Agency: amend attachment 
 

Step 6. Change the status of the Head of Agency. If the official that was initially inputted is no 
longer the Head of the Agency, you can choose “Former Officer”. For the registration of the new 
Head of Agency, repeat steps 1 to 5 of Data Input: Head of Agency. (as needed) 

 
Edit Page – Head of Agency: Status 
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Step 7. Once the necessary changes have been made, click the “Submit” button to save the data. 
 

 You will be directed to the Head of Agency Page and show the updated details. 

 
 Head of Agency Page 

 
4.3 How to submit the designation of an Energy Efficiency and Conservation Officer 
 
Step 1. From the Directory of Officials Tab, click the EEC Officer 

 
Home Page 

 
You will be directed the EEC Officer Page. 

 
Step 2. Click the “Add EEC Officer” button.  

 
EEC Officer Page 

 
You will be directed to the Data Entry Page for the EEC Officer. 
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Step 3. Enter the necessary information of the EEC Officer.  

 
Data Entry Page – EEC Officer 
 

Step 4. You will be required to upload an attachment relative to the issuance of the designation 
of the EEC Officer; and  
 

 
Data Entry Page – EEC Officer: attachment of official issuance 
 

Step 5. Create a new account for the EEC Officer to access the GEMP System. 
 
Note: The account to be created by the EEC Officer is different from the main account that was 
initially given to the Agency. 

 
Data Input Page – EEC Officer: Account creation 
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Step 6. Once all the necessary information has been registered, the attachment has been 
uploaded and a new account was created, click the “Submit” button to save the data. 

 
 You will then be directed back to the EEC Officer Page where you can see the information that 

was recently registered.  
 

 
 EEC Officer Page 
 
4.4 How to edit the information of an Energy Efficiency and Conservation Officer 
 
Step 1. From the Directory of Officials Tab, click the EEC Officer 

 
Home Page 

 
You will be directed the EEC Officer Page. 

 

Step 2. Click the   icon on the right side of the row of the EEC Officer you want to edit. 

 
EEC Officer Page (edit) 
 
You will then be directed to a page where you can update and/or edit the information, attachment, 
and status of the EEC Officer. 
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Step 3. Update/edit the necessary information of the EEC Officer (as needed)  

 
 Edit Page – EEC Officer 
 
Step 4. Amend the attachment (as needed) 

 
Edit Page – EEC Officer: amend attachment 
 

Step 5. Change the status of the EEC Officer. If the official that was initially inputted is no longer 
the EEC Officer, you can choose “Former Officer”. For the registration of the new EEC Officer, 
repeat steps 1 to 6 of Data Input: EEC Officer. (as needed) 
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Edit Page – EEC Officer: Change of status 

 
Step 6. Once the necessary changes have been made, click the “Submit” button to save the data. 
 

 You will be directed to the EEC Officer Page and show the updated details.  

 
  EEC Officer Page 

 
4.5 How to submit the designation of an EEC Focal Person 
 
Step 1. From the Director of Officials Tab, click the EEC Focal Person. 

 
Home Page 

 
You will be directed to the EEC Focal Person Page. 

 
Step 2. Click the “Add EEC Focal Person” button.  

 
EEC Focal Person Page 
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You will be directed to the Data Entry Page for the EEC Focal Person. 
 
Step 3. Enter the necessary information of the EEC Focal Person. 

 
Data Input Page – EEC Focal Person 

 
Step 4. You will be required to upload an attachment relative to the issuance of the designation 

of the EEC Focal Person; and 

 
Data Input Page – EEC Focal Person: attachment of official issuance 

 
Step 5. Create a new account for the EEC Focal Person to access the GEMP System. 

 
Note: The account to be created by the EEC Focal Person is different from the main account that 
was initially given to the Agency and the account created by the EEC Officer. 



GOVERNMENT ENERGY MANAGEMENT PROGRAM (GEMP) 
ONLINE SYSTEM 

 

Page 26 of 80 
 

 
 
Step 6. Once all the necessary information has been entered, the attachment has been uploaded 

and a new account was created, click the “Submit” button to save the data. 
 

You will then be directed back to the EEC Focal Page where you can see the information that 
was recently registered. 

 

 
 EEC Focal Person Page 
 

Note: Multiple EEC Focal Persons can be designated and each of them can create an individual 
account in the GEMP System. 

 
4.6 How to edit the information of an EEC Focal Person 
 
Step 1. From the Director of Officials Tab, click the EEC Focal Person. 

 
Home Page 

 
You will be directed to the EEC Focal Person Page. 
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Step 2. Select the   icon on the right side of the row of the EEC Focal Person you want to edit. 

 
EEC Focal Person Page (edit) 
 
You will then be directed to a page where you can update and/or edit the information, attachment, 
and status of the EEC Focal Person. 
 

Step 3. Update/edit the necessary information of the EEC Focal Person (as needed)  

 
 Edit Page – EEC Focal Person  
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Step 4. Amend the attachment (as needed) 

 
Edit Page – EEC Focal Person: amend attachment 
 

Step 5. Change the status of the EEC Focal Person. If the official that was initially inputted is no 
longer an EEC Focal Person, you can choose “Former Officer”. For the registration of the new 
and other EEC Focal Person, repeat steps 1 to 5 of Data Input: EEC Focal Person. (as needed) 

 
Edit Page – EEC Focal Person: Change of status 

 
Step 6. Click the “Submit” button to save the changes made. 
 

 You will be directed to the EEC Focal Person Page and show the updated details. 

 
 EEC Focal Person Page 
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PART 5 
Enroll Accounts and 

Vehicles 
 
 
 

Needed: 
❖ Electricity Meter Accounts 

▪ Electricity Meter Accounts Information 
 
❖ Motor Vehicles 

▪ Motor Vehicles Information 
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5. ENROLL ACCOUNTS AND VEHICLES 
 

5.1 How to Enroll Electricity Meter/Account Number(s) 
 
Step 1. Select the “Enroll Accounts and Vehicles” in the menu bar 

 
Home Page 

 
Step 2. Click the “Electricity Meter/Account Number(s)”  

 
 Home Page 
 

You will be directed to the Data Entry Page for the Electricity Meters/Accounts. 
 

Step 3. Enter the necessary information such as the electricity meter/account no. and the name of the 
electric power distributor 

 
 Data Entry Page: Electricity Account/Meter 
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Step 4. Once you have entered the necessary information, click the “Add Account Meter” button to save 
the data. 

 
You will then be directed back to the Electricity Meter/Account Page where you can see the 
information that was recently registered. 
 
Note: All electricity meters/accounts of the agency must be registered in the GEMP System. 
 

 
 Electricity Meter/Account No. Page 
 
5.2 How to edit electricity meter/account number 

 

Step 1. Select the   icon on the right side of the row of the account you want to edit 

 
Electricity Meter/Account No. Page 
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Step 2. Update/edit the necessary information of the electricity meter/account. 

 
Electricity Meter/Account No. Page 
 

Step 3. Click the “Edit Account Meter” button to save the changes made. 
 

You will then be directed back to the Electricity Meter/Account Page where you can see the 
information that was recently revised. 

 

 
Electricity Meter/Account No. Page 

 
5.3 How to enroll motor vehicle 
 
Step 1. From the Enroll Account and Vehicles Tab, click the motor vehicles. Another dropdown 

list will show the type of engine/fuel (Diesel and Gasoline). Choose the type of engine of the 
vehicle that you want to register. 

 
 Home Page 
 

Once you have selected the type of engine, you will be directed to the Vehicle Page (per type of 
engine/fuel) 
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 Vehicle Page 
 
 
Step 2. Click the “Add Vehicle(s)” button  

 
 Vehicle Page 
 

You will be directed to the Data Input Page for Vehicle. 
 
Step 3. Enter the necessary information of the vehicle. 

 
 Data Input Page - Vehicle 
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Step 4. Once you have entered the necessary information, click the “Submit” button to save the data.  

 
 Data Input Page - Vehicle 
 
 

You will be directed to another page where you can indicate the status (Operational / Non-
operational) of the vehicle from the year of acquisition to the present period. On the left side 
portion, it will display the specifications of the vehicles that you have initially entered. 

 

 
 Vehicle Status Page 
 

While on the right side of the page, is the portion where you can enter the status of your vehicle 
for a specific year. 

 
Step 5. Indicate the respective status of the vehicle from the year of its acquisition.  

 
 Status Entry Page - Year selection 
 
Step 6. Select the status of the vehicle for the specific year, 

 
 Status Entry Page - Status Input  
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Step 7. Once done, click the “Add Record” button to save the data entered. The table below will 
show the record of the vehicle. 

 
 Vehicle Status Page  
 
Step 8. Repeat steps 5 to 7 to complete the record of the vehicle from the year of acquisition to 

the present. 

 
 Vehicle Records Page  
 
5.4 How to view/edit the information of motor vehicle 
 
Step 1. From the Enroll Account and Vehicles Tab, click the motor vehicles. Another dropdown 

list will show the type of engine/fuel (Diesel and Gasoline). Choose the type of engine of the 
vehicle that you want to view/edit. 

 
 Home Page 
 
 You will be directed to the Vehicle Page per type of fuel. 
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Step 2. Click the “View/Edit” button on the right side of the row of the vehicle. 

 
 Vehicle Page (per fuel type) 

 
You will be directed to the Edit Page – Vehicle. On this page, you can edit the specification of the 
vehicle and its status during various periods 

 
Step 3. To edit the specification, click the “Edit Vehicle”.  

 
Edit Page - Vehicle (per fuel type) 

 
Step 4. Enter the necessary information on the pop-up window that will appear. 

 
 Edit Page - Vehicle (per fuel type) 
 
Once you have entered the necessary changes, click the “submit” button to save the data. 
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Step 5. To edit the status of the vehicle. You need to delete first the status for the intended period. 

 
 Edit Page - Vehicle (per fuel type) 
 

Please note that every time you delete some information, a confirmation window will show to 
avoid accidental deletion of information.  

 
 Edit Page - Vehicle (per fuel type) 

 
Step 6. Then choose the period you want to change the status of the vehicle. 

 
Edit Page - Vehicle (per fuel type) 

 
Step 7. Enter the status of the vehicle for the chosen period 

 
Edit Page - Vehicle (per fuel type) 

 
Step 8. Click the “Add Record” to save the changes made. You will then be directed to the Page 

of the vehicle 
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 Vehicle Page - Status 
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PART 6 
Consumption – 

Electricity and Fuel 
 
 
 

Needed: 
 
❖ Electricity Consumption Reports 

▪ Scanned Copy of the Electricity Consumption Bill 
 
❖ Fuel Consumption Reports 

▪ Scanned Copy of the Summary of Fuel Consumption  
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6. SUBMISSION OF ELECTRICITY AND FUEL CONSUMPTION REPORTS 

 
Notes:   
• All Electricity meter/account numbers should be registered prior to the submission of 

consumption data.  
• Electricity consumption report to be accomplished per meter/account no. 
• Information to be entered: 

o Consumption in KWh/month 
o Consumption in Peso/month 
o Copy of electricity bill/month 

 
6.1 How to submit electricity consumption report 

 
Step 1. Under the Consumption Tab, click “Electricity” 

 
 Home Page 
 

You will be directed to the Electricity Consumption Entry Page where you can enter your monthly 
consumption per year, per electricity meter/account.  
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 Data Entry Page – Electricity Consumption 
 
Step 2. To input information, select the year you intended to submit the information 

 
 

Step 3. Select the Electricity Meter/Account No. 

 
 
Step 4. Click the “Submit/Edit” button for the respective month 
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Step 5. Enter the electricity consumption data and the copy of the electricity bill in the pop-up 

window that will show. 

 
 
Step 6. Once you have entered the necessary information and attachment, click the “Submit” 

button to save the data. 
 
6.2 How to edit the electricity consumption report 
 
To edit information on electricity, kindly follow steps 1 to 6 of Data Input: Electricity Consumption 
 
6.3 How to submit fuel consumption report 
 

Notes:   
• All light/service vehicles should be registered prior to the submission of consumption data.  
• Fuel consumption report to be accomplished per vehicle. 
• Heavy equipment such as trucks, bulldozers, etc. are non-mandatory 
• Fuel consumption of equipment/vehicles other than light/service vehicles should not be included 

in the submission of the fuel consumption report. A separate module will be developed for this 
portion. 
• Information to be entered: 

o Consumption in Liters/month 
o Consumption in Peso/month 
o Odometer reading - Start and End of the Month 
o Copy of summary of receipts/month 
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Step 1. Under the Consumption Tab, click “Fuel” 

 
 Home Page 
 

You will be directed to the Fuel Consumption Entry Page where you can enter your monthly 
consumption per year, per vehicle.  
 

 
Data Entry Page - Vehicle 

 
 
Step 2. To input information, select the year you intended to submit the information 
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Step 3. Select the Fuel Type 

 
 
Step 4. Select the Vehicle/Plate No. 

 
 
Step 5. Click the “Submit/Edit” button for the respective month 

 
 
Step 6. Enter the fuel consumption data and the summary of bills for the refueling in the pop-up 

window that will show. 

 
 

Step 7. Once you have entered the necessary information and attachment, click the “Submit” 
button to save the data 

 
 You will then be directed to the Vehicle Page where you see the information that has been 

recently added. 
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6.4 How to edit fuel consumption report 
 
To edit information on electricity, kindly follow steps 1 to 7 of Data Input: Fuel Consumption 
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PART 7 
Building, Office, and 

Inventory 
 

Needed: 
❖ Buildings/Offices 

▪ General Information of Buildings  
▪ General Information Offices 

 
❖ Inventory Reports of the following per building/office 

▪ Air-conditioning Units 
▪ Lighting Fixtures 
▪ Other Energy Consuming Equipment 
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7. HOW TO SUBMIT BUILDING, OFFICE, AND INVENTORY REPORTS 
 
7.1 How to enroll building of the agency 

 
Step 1. In the Menu Bar, select “Buildings” 

 
 
 You will be directed to the Buildings Page. 
 
Step 2.  Click the “Add Building(s)” button. 

 
 
Step 3. You will be directed to the Data Entry Page where you will be asked to provide the 

following information under – I. General Information: 
• Date of Establishment/Construction of the Building/Facility 
• Electricity Meter/Account No. (Dropdown) 
• Name of the Building/Facility 
• Address where the building/facility is situated 
• Ownership (Leased or Owned) 
• No. of floors of the facility 
• Gross Floor Area (m2) 
• Gross Airconditioned Area (m2) 
• Remarks 
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Step 4. Once you have entered the necessary information, click the “Add Building” button to save 

the data. 

 
  

You will be directed to the Buildings Page and show the recently registered information. 
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7.2 How to enroll Office of the building 
 
Step 1. Under the Building Page, click the “View/Edit” button 

 
 

You will then be directed to the Data Entry Page. By default, the “Building Profile for the year” will 
display the Date of Establishment/Construction of the Building or the year 2015, whichever is the 
most recent. 
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Step 2. Scroll down and under the “II. Main Building – Office(s)”, click the “add office/area”  

 
 
Step 3. In the pop-up window that will show, enter the following information: 

• Name of Office/Area 
• Activity type of office 
• Floor location of the office/area 
• Gross floor area of the office/area 
• Air-conditioned area of the office/area 
• No. of occupants (refers to the regular employee of the office. Clients or Customers can be 

included under the remarks for reference) 

 
 
Step 4. Once all the necessary information has been entered, click the “Submit” button to save 
the data. 
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You will be directed to the Building Page where you can see the information of the building under 
– I. General Information and information of office/area under – II. Main Building. 

 

 
 

Note: 
Initial information that will be submitted in a specific year will automatically be carried over to the 
succeeding years, up to the present.  
 
However, the omission of data will only reflect on the specific year that you intend to revise. The 
system will not automatically apply the changes (deletion) to the succeeding years 
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7.3 How to submit inventory reports of air-conditioning units 
 
Before proceeding to the submission of inventory reports, you must enroll first ALL buildings including its 
office in the GEMP System. The inventory will be registered per office/area 
 
Step 1. Under the Building Page, click the “View/Edit” button 

 
 

You will then be directed to the Data Entry Page. By default, the “Building Profile for the year” will 
display the Date of Establishment/Construction of the Building or the year 2015.  
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Step 2. Scroll down and under the “II. Main Building – Office(s)”, click the “add inventory”  
 

 
 

You will be directed to the Inventory Page where you can see the different type of energy 
consuming equipment that you can register in the system, to wit: 



GOVERNMENT ENERGY MANAGEMENT PROGRAM (GEMP) 
ONLINE SYSTEM 

 

Page 55 of 80 
 

• Air-conditioning Unit (ACU) – Inverter and Non-Inverter/Conventional 
• Lighting – Light Emitting Diode (LED) or Non-LED 
• Energy Consuming Equipment (Desktop Computer, Laptop, Printer, Scanner, CCTV, 

Refrigerator, Server, etc.) 
 
Step 3. Select the ACU 

 
 
Step 4. Select either Inverter or Non-inverter 

 
 
Step 5. Once you have chosen the category of the ACU, click the “Add Inverter/Non-Inverter                          

Air-conditioner(s)” button 

 
 
Step 6. In the pop-up window, enter the following information: 

• Type of Lamp (Bulb, Linear, etc.) – Dropdown or you can directly type in box the type of 
Lights if not included in the pre-identified list of Lights. 

• Wattage of the light (Watts) 
• No. of operating hours per day 
• No. of days per month 
• Quantity 
• Status (Operational or Non-operation) 
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Step 7. Click the “Submit” button 
 

You will then be directed back to the Inventory Page where you can see the recently registered 
information. 

 

 
 

To register other ACUs (Inverter/Non-inverter), repeat steps 1 to 7 of Data Input: Inventory – ACU 
 
Note: The Estimated Consumption in KWh will be computed based on the information provided 
by the GE. While the corresponding consumption in PhP will be computed by multiplying the 
estimated KWh consumption multiplied by the average electricity rate for the respective year. The 
Average rate will be extracted from the data input in the electricity consumption report.  
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7.4 How to submit inventory report of lighting system 
 

 
Step 1. Under the Building Page, click the “View/Edit” button 

 
 

You will then be directed to the Data Entry Page. By default, the “Building Profile for the year” will 
display the Date of Establishment/Construction of the Building or the year 2015.  
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Step 2. Scroll down and under the “II. Main Building – Office(s)”, click the “add inventory”  
 
 

 
 

You will be directed to the Inventory Page where you can see the different type energy consuming 
equipment that you can register in the system, to wit: 

• Air-conditioning Unit (ACU) – Inverter and Non-Inverter/Conventional 
• Lighting – Light Emitting Diode (LED) or Non-LED 
• Energy Consuming Equipment (Desktop Computer, Laptop, Printer, Scanner, CCTV, 

Refrigerator, Server, etc.) 
 
Step 3. Select the Lighting  
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Step 4. Select either LED or Non-LED 

 
 
Step 5. Once you have chosen the category of the ACU, click the “Add LED/Non-LED” button 

 
 
Step 6. In the pop-up window, enter the following information: 

• Type of ACU (Window-type, Wall-mounted, Ceiling-mounted, etc.) – Dropdown or you can 
directly input the type of ACU if not included in the pre-identified list of ACU. 

• Year acquired 
• Cooling Capacity in Kilojoules per hour (kJ/hr) 
• Capacity of the ACU in Horsepower (HP) or Tons of Refrigeration (TR) 
• Power Input in Watts 
• Energy Efficiency Ratio (EER) 
• Quantity 
• No. of operating hours per day 
• No. of days per month 
• Ownership (Owned or Leased) 
• Status (Operational or Non-operational) 
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Step 7. Once you have entered the necessary information, click the “Submit” button to save data 
 

You will then be directed back to the Inventory Page where you can see the recently registered 
information. 

 

 
 

To register other lighting systems (LED/Non-LED), repeat steps 1 to 7 of Data Input: Inventory - 
Lights 
 
Note: The Estimated Consumption in KWh will be computed based on the information provided 
by the GE. While the corresponding consumption in PhP will be computed by multiplying the 
estimated KWh consumption multiplied by the average electricity rate for the respective year. The 
Average rate will be extracted from the data input in the electricity consumption report.  
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7.5 How to submit inventory report of office equipment 
 
Step 1. Under the Building Page, click the “View/Edit” button 

 
 

You will then be directed to the Data Entry Page. By default, the “Building Profile for the year” will 
display the Date of Establishment/Construction of the Building or the year 2015.  
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Step 2. Scroll down and under the “II. Main Building – Office(s)”, click the “add inventory”  

 
 

You will be directed to the Inventory Page where you can see the different type energy consuming 
equipment that you can register in the system, to wit: 

• Air-conditioning Unit (ACU) – Inverter and Non-Inverter/Conventional 
• Lighting – Light Emitting Diode (LED) or Non-LED 
• Energy Consuming Equipment (Desktop Computer, Laptop, Printer, Scanner, CCTV, 

Refrigerator, Server, etc.) 
 
Step 3. Select the Energy-Consuming Equipment   
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Step 4. Click the “Add Office Equipment” Button 
 

 
 
Step 5. In the pop-up window, enter the following information: 

• Type of Energy-consuming Equipment (Desktop Computer, Laptop, Printer, Scanner, 
CCTV, Refrigerator, Server, etc.) 

• Wattage of equipment (Wattage) 
• No. of operating hours per day and days per month 
• Quantity 
• Status (Operational/Non-operational) 

 

 
 
Step 6. Once you have entered the necessary information, click the “Submit” button to save data 
 

You will then be directed back to the Inventory Page where you can see the recently registered 
information. 
 
To register other energy-consuming equipment, repeat steps 1 to 7 of Data Input: Inventory – 
Energy-consuming Equipment 

 
7.6 How to view/edit the building of the Agency 

 
Viewing/Editing: Building (Additional Structure, Rehabilitation, Demolition of some portion, Change 
in gross floor area, air-conditioned area etc.) 
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Step 1. In the Menu Bar, Click the “Buildings” 

 
 

You will be directed to the Building Page where you see your registered building(s). 
 

Step 2. Click the “View/Edit” button on the right-side portion of the Building you intend to edit. 

 
 

You will be directed to the Data Edit Page where you can see the general information about the 
building and the list of offices under it for a certain year. By default, it will display the information 
of the oldest year or 2015, whichever is the most recent. Based on the image below, the default 
year is 2016 since it is the Date/Year of Establishment of the chosen building. 
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Step 3. Click the “Edit Building” button. 

 
 
You will be directed to the Data Entry Page where you can edit the information about the building. 
 

Step 4. Choose the year wherein you want to edit the profile/information of the building.   
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Step 5. Enter the necessary changes. 

 
 

Step 6. Once the necessary changes have been made. Click the “Re-Submit information” button 
to save the data. 

 
 

7.7 How to view/edit office of the building 
 
Viewing/Editing: Office/Area (Additional Office/Area, Rehabilitation, Demolition of some portion, 
Change in gross floor area, air-conditioned area etc.) 

 
Step 1. In the Menu Bar, Click the “Buildings” 

 
 

You will be directed to the Building Page where you see your registered building(s). 
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Step 2. Click the “View/Edit” button on the right-side portion of the Building which the office is 

situated you intend to edit. 

 
 

You will be directed to the Data Edit Page where you can see the general information about the 
building and the list of offices under it for a certain year. By default, it will display the information 
of the oldest year or 2015, whichever is the most recent. Based on the image below, the default 
year is 2016 since it is the Date/Year of Establishment of the chosen building. 
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Step 3. Choose the year wherein you want to edit the information of the office. 

 
 

Step 4. Scroll down to see the listing of offices under the chosen building and click the “Edit” 
button on the right side of the office you intend to change. 

 
 
You will be directed to the Data Edit Page – Office where you can edit the information about the 
office. 
 

 Step 5. Enter the necessary changes. 
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Step 6. Once the necessary changes have been made. Click the “Submit” button to save the data. 

 
 

7.8 How to view/edit inventory of air-conditioning unit 
 
Step 1. In the Menu Bar, Click the “Buildings” 

 
 

You will be directed to the Building Page where you see your registered building(s). 
 

Step 2. Click the “View/Edit” button on the right-side portion of the Building in which you intend to 
edit the inventory. 

 
 

You will be directed to the Data Edit Page where you can see the general information about the 
building and the list of offices under it for a certain year. By default, it will display the information 
of the oldest year or 2015, whichever is the most recent. Based on the image below, the default 
year is 2016 since it is the Date/Year of Establishment of the chosen building. 
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Step 3. Choose the year wherein you want to edit the inventory. 

 
 

Step 4. Scroll down to see the listing of offices under the chosen building and click the “Add 
Inventory” button on the right side of the office you intend to change. 
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You will be directed to the Inventory Page where you can see the different types of energy-
consuming equipment that you registered in the system. 

 
 
Step 5. Select the ACU 

 
 
Step 6. Select either Inverter or Non-inverter 

 
 
Step 7. Once you have chosen the category of the ACU, click the “View/Edit” button on the right 

side of the equipment you want to edit.  
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You will be directed to the Data Edit Page 
 
Step 8. Enter the necessary changes 
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Step 9. Once the necessary changes have been made. Click the “Submit” button to save the data. 
 
 

 
 
 
7.9 How to view/edit the inventory of the lighting system 
 
Step 1. In the Menu Bar, Click the “Buildings” 

 
 

You will be directed to the Building Page where you see your registered building(s). 
 

Step 2. Click the “View/Edit” button on the right-side portion of the Building in which you intend to 
edit the inventory. 

 
 

You will be directed to the Data Edit Page where you can see the general information about the 
building and the list of offices under it for a certain year. By default, it will display the information 
of the oldest year or 2015, whichever is the most recent. Based on the image below, the default 
year is 2016 since it is the Date/Year of Establishment of the chosen building. 
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Step 3. Choose the year wherein you want to edit the inventory. 
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Step 4. Scroll down to see the listing of offices under the chosen building and click the “Add 
Inventory” button on the right side of the office you intend to change. 

 
 
You will be directed to the Inventory Page where you can see the different types of energy-
consuming equipment that you registered in the system. 

 
 
Step 5. Select the Lighting  
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Step 6. Select either LED or Non-LED 

 
 

 
Step 7. Once you have chosen the category of the lighting, click the “View/Edit” button on the right 

side of the equipment you want to edit.  
 

 
 

You will be directed to the Inventory Page where you can see the different types of energy-
consuming equipment that you registered in the system. 
 

Step 8. Click the Energy-Consuming Equipment 
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Step 9. Enter the necessary changes 
 

 
 

Step 10. Once the necessary changes have been made. Click the “Submit” button to save the data. 
 

 
 
 
7.10 How to view/edit the inventory report of office equipment 
 
Step 1. In the Menu Bar, Click the “Buildings” 

 
 

You will be directed to the Building Page where you see your registered building(s). 
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Step 2. Click the “View/Edit” button on the right-side portion of the Building in which you intend to 
edit the inventory. 

 
 

You will be directed to the Data Edit Page where you can see the general information about the 
building and the list of offices under it for a certain year. By default, it will display the information 
of the oldest year or 2015, whichever is the most recent. Based on the image below, the default 
year is 2016 since it is the Date/Year of Establishment of the chosen building. 
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Step 3. Choose the year wherein you want to edit the inventory. 

 
 

Step 4. Scroll down to see the listing of offices under the chosen building and click the “Add 
Inventory” button on the right side of the office you intend to change. 

 
 
You will be directed to the Inventory Page where you can see the different types of energy-
consuming equipment that you registered in the system. 

 
Step 5. Click the Energy-Consuming Equipment 
 
Step 6. Click the “View/Edit” button on the right side of the equipment you want to edit.  
 

 
 

You will be directed to the Data Edit Page 
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Step 7. Enter the necessary changes 

 
 

 
Step 8. Once the necessary changes have been made. Click the “Submit” button to save the data. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 








