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Select the product type 
from the pull down menu 
and select the ‘>>’ button

Submit New 
Product Information

Edit Product Information

View Product Information

Copy Product Information
Select the ‘copy’ link in the row that 
contains the product you wish to copy.

Select the ‘view’ link in the row that 
contains the product you wish to view.

Select the Model Number or ‘edit’ 
link in the row that contains the 
product you wish to edit.

Denotes products that are
being edited by another user

Denotes products that are 
not displayed on the public
ENERGY STAR Web site

Enter a Model Number to search for 
a product you previously entered

Returned Qualified
All currently qualified
products for your
organization.

Select the Product or Product Suite to view

Products  delisted because
they do not meet the current
 ENERGY STAR product
specification.

Delisted

Products returned by ENERGY STAR
because they do not meet the current

ENERGY STAR product specification
according to the information provided.

Ready for Internal Review
Products ready for internal review within

your organization before being submitted to
ENERGY STAR for qualification.

In Progress (Default)
Submitted

Products submitted to
ENERGY STAR for qualification.

(These products are uneditable)

Products whose information
is being edited, but has not

been submitted for ENERGY
STAR qualification. 

Welcome
The Online Product Submission (OPS) tool welcome screen has been modified to provide
access to product information through a series of tabs.  Each tab provides a different view of your
product information.  A description of the content associated with each tab is provided below.



Submit New Product Information
Before submitting information for a new product, you must first check to see if the system already
contains a record for that product.

If a duplicate record IS found, you will be notified 

and asked to edit the product that has been 

found or submit a new product.  If a duplicate 

product is NOT found, you will proceed to a blank 

Edit Product Information screen where you can 

enter information about your new product.

Enter the Model Number and Select ‘Continue’
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You are submitting the product for
internal review and saving the attributes

of this product with another product name

Submit Product & Make Copy

Remove the product data from OPS
Remove Product

You are NOT finished entering product information and will be 
returning at a later time to complete the process. 
Products with this status are displayed under the In Progress tab.

Once you submit a product, you will not have access 
to edit it again until ENERGY STAR has finished 

their review and qualified or returned it to you for edits.

You HAVE finished adding product information, 
but you do not have access to submit the product to ENERGY STAR

and wish the primary contact for your organization to
review and submit it to ENERGY STAR. 

Use these links to go directly to each
section of the form

Save the product with the status “Edits in Progress.”  

Save the product with the status “Ready for Internal Review.”  

Submit the product to ENERGY STAR.

Submit New Product Information (continued)
From this screen, you can enter Basic Product Information, Contact Information, Manufacture
Information, Labeling Information, and Product Details (including a photo and product description).



4

Edit Product Information

After editing your product information, you have several options (see previous page)

From this screen, you can edit Basic Product Information, Contact Information, Manufacture
Information, Labeling Information, and Product Details (including a photo and product description).

Save the product with the status “Ready for Internal Review.”
You HAVE finished adding product information, 

but you do not have access to submit the product to ENERGY STAR
and wish the primary contact for your organization to

review and submit it to ENERGY STAR. 

Remove the product data from OPS
Remove Product

You are submitting the product for
internal review and saving the attributes

of this product with another product name

Submit Product & Make Copy

Submit Product to ENERGY STAR
Once you submit a product, you will not have access 

to edit it again until ENERGY STAR has finished 
their review and qualified or returned it to you for edits.
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View Product Information
From this screen, you can view Basic Product Information, Contact Information, Manufacture
Information, Labeling Information, and Product Details (including a photo and product description).

Select ‘Edit Product’ to make

changes to product information

 Remove the product from OPS

You are submitting the product for

internal review and saving the attributes

for this product with another 

product name



Enter a Model Number to search for 
a product you previously entered

•	Submit New Product Information

Edit Product Information

View Product Information
Select the ‘view’ link in the row that 

contains the product you wish to view.

Select the Model Number or ‘edit’ link in the row
that contains the product you wish to edit.

Ready for Internal Review
From this screen, you can view or edit information for your products that are ready for internal
review within your organization before they are submitted to ENERGY STAR for qualification.
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Enter a Model Number to search for 
a product you previously entered

•	Submit New Product Information

View Product Information
Select the Model # or ‘view’ link in the row

that contains the product you wish to view.
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Submitted
From this screen, you can view information for your products that have been submitted to 
ENERGY STAR for qualification.
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Enter a Model Number to search for 
a product you previously entered

•	Submit New Product Information

View Product Information

Select the product type from the pull 
down menu and click the “>>” button

Edit Product Information

View Reason Returned
Select the ‘view’ link in the row

that contains the product you wish to view.
Select this ‘view’ link to view the

reason the product was returned
Select the Model # or ‘edit’ link in the row
that contains the product you wish to edit.

Returned
From this screen, you can view and edit information for your products that have been returned
by ENERGY STAR because they do not meet the current ENERGY STAR product specification
or are unacceptable for any other reason according to the information you provided.
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Denotes products that are 
not displayed on the public
ENERGY STAR Web site

Denotes products that are
being edited by another user

Select the ‘copy’ link in the row that 
contains the product you wish to copy.

Copy Product Information

Enter a Model Number to search for 
a product you previously entered

View the qualified products that are not being displayed on the ENERGY STAR Web site

View the qualified products that are being displayed 
View the qualified products that have a future date available

To change whether aproduct displays
on the Website, select‘hide’ or‘show’

•	Submit New Product Information

View Product Information

Edit Product Information

Select ‘view’ link in the row that
contains the product you wish to view.

Select the Model # or ‘edit’ link in the row
that contains the product you wish to edit.

Qualified
From this screen, you can view and edit information for all of your qualified products.
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Denotes products that are
being edited by another user

Copy Product Information
Select the ‘copy’ link in the row that 

contains the product you wish to copy.

Enter a Model Number to search for 
a product you previously entered

•	Submit New Product Information

View Product Information

Edit Product Information

Select the ‘view’ link in the row
that contains the product you wish to view.

Select the Model # or ‘edit’ link in the row
that contains the product you wish to edit.

Delisted
From this screen, you can view and edit information for your products that have been delisted
because they do not meet the current ENERGY STAR product specification according to the
information you provided. 


