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Issuing EPCs with JPA Designer

1 Overview
You can use JPA Designer to lodge and issue on-construction EPCs for new dwellings.

The main steps in the lodgement and issue process are:
 1 Carry out the SAP 9.81 calculation, taking account of any changes to the design made during

construction, so the calculation is ‘as built’.
 2 Obtain the Unique Property Reference Number (UPRN) for the dwelling, using the functionality

in the software.
 3 Lodge the EPC and accompanying data with Landmark, via the accreditation scheme.
 4 Issue the EPC to your client.

The rest of this document describes those steps in more detail.
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2 Initial requirements
There are a number of requirements which must be in place before you can issue an EPC for a
dwelling:
 You must be currently registered with accreditation scheme and have received your accreditation

number, user name and password.
 Your computer must have an active internet connection in order to be able to communicate with

the accreditation scheme’s computers (these computers will be referred to as the servers).
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3 Entering your user details
Before you can issue an EPC you must enter your accreditation scheme details into JPA Designer
using the Energy Assessor Accreditation Details dialogue.

The Energy Assessor Accreditation Details dialogue holds the following details:
 Scheme name: The name of the On Construction EPC accreditation scheme of which you are a

member.
 Accreditation number: Your unique accreditation number for that scheme.
 User name and password: Your log-on details for the accreditation scheme’s servers.
 Contact details: Your contact details, which are stored on the accreditation scheme’s servers.
 Related party disclosure: The regulations regarding EPCs require an assessor to declare any

financial or family relationship with the party who is building or selling the dwelling. You would
have to make a disclosure if, for example, you are issuing EPCs for houses built and sold by your
employer, or for a house built by a member of your immediate family. You can obtain further
information on the form such a related party disclosure should take from your accreditation
scheme.
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To enter your accreditation details:
 1 Select EPC>Energy Assessor accreditation details from the menu bar. The Energy Assessor

Accreditation Details dialogue opens.

 2 Select the name of the accreditation scheme to which you belong using the Scheme name
dropdown. 

 3 Enter your user name and password.
 4 Click the Look me up button. JPA Designer now connects to the accreditation scheme’s server

and obtains the address and other contact details which have been registered against your
accreditation number. This process may take a few moments.
If details obtained from the server are not correct you should contact the accreditation scheme to
update them.

 5 If you have to make a related party disclosure you should type the disclosure details in the
Related party disclosure box.

 6 Click Close to close the dialogue and save the data.

22. May 2008 Page 5 of 12  Version 1.0.0



Issuing EPCs with JPA Designer

4 Obtaining the UPRN for the dwelling
Every dwelling has a unique property reference number (UPRN) which is stored on a national
database. Before you can issue an EPC for a dwelling you must obtain its UPRN. JPA Designer uses
the Project Information dialogue to look up and store the UPRN for each property. 

To look up a property’s UPRN:
 1 Open the Project Information dialogue from the menu bar or tool bar.
 2 Enter the post code for the dwelling in the Post Code box of the Project address section.

 3 Click the get UPRN button. The UPRN Address dialogue opens, with the post code from the
Project Information dialogue in the Postcode box.

 4 Click the Look-up button. The software connects to the accreditation scheme’s server and
downloads a list of the addresses which match that post code.
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 5 Click on the address which matches that of the dwelling for which you intend to produce an EPC,
then click the Look-up UPRN button. The software requests the UPRN from the server and
displays it.
If there is no matching address it may well be that the dwelling does not yet have a UPRN. In that
case you should contact Landmark and request a UPRN for the dwelling.

 6 If the address is correct click Use this UPRN & address. The UPRN Address dialogue closes,
leaving the Project Information dialogue with the address and UPRN.

Because the UPRN refers to a specific address the software does not allow you to edit the address
when a UPRN has been selected. If you need to change the address click Clear UPRN.
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5 Lodging an EPC
An EPC can only be issued once it has been lodged with Landmark. You should only attempt to
lodge an EPC once a calculation has been finalised, and you have obtained the UPRN for the
property.

To lodge an EPC:
 1 Save the project.
 2 From the menu bar select EPC>Request EPC for this dwelling …

 3 The software displays a reminder that submitting a request for an EPC will result in a charge on
your account with the accreditation scheme.

 4 To continue to issue an EPC click Yes. Otherwise click No.
 5 The software checks that all the details necessary for the EPC have been completed and prompts

you for any missing items. Should you receive a prompt, such as that below, simply provide the
missing information then try again.

22. May 2008 Page 8 of 12  Version 1.0.0



Issuing EPCs with JPA Designer

 6 Once you have successfully asked for an EPC to be lodged the program generates the submissions
for Landmark then opens the EPC Preview dialogue.
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 7 If the EPC appears correct click I approve this EPC, proceed with submission. The software
will now generate the final EPC and other files for submission to Landmark. Once the files are
ready the software will warn you about the size of the upload.

 8 Click OK. The upload begins. When submission is complete the software displays this message:
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6 Issuing EPCs
The EPC Management dialogue is used to view status of EPC submissions, to issue EPCs which
have been lodged, and to deal with any problems arising during the submission process.

The main part of the dialogue is the Submissions table which shows the status of all the EPCs you
have submitted, with the date and property address. The Status column shows whether the EPC
lodgement has been successful (green), unsuccessful (red) or is pending (yellow).
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Submissions which have been successfully lodged can be opened and printed for issue. To open and
print an EPC:
 1 Select EPC>EPC Request Management from the menu bar. The EPC Management dialogue

opens.
 2 Check the status of the submission in the Submissions table. If the status cell is green the EPC is

ready for issuing.
 3 Select the EPC by clicking on the appropriate row in the Submissions table.
 4 Click the Open final EPC button. The software tells you where the PDF file of the EPC has been

created.

 5 Click Yes to open the EPC in Adobe Reader. Once the EPC opens you can print it, or re-save it
for emailing.
If the PDF does not open automatically you can find the file using Windows Explorer.
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