
Compliance and Certification Management System (CCMS)

Step-by-Step Guide
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Welcome to CCMS

The following steps apply to users of the system:

▪ Register for a user account via New User Registration

▪ If applicable, authorize any third party organization submitting on 
your behalf via the appropriate Authorization Form for Third 
Party Representation

▪ Download the appropriate CCMS-approved Certification Report 
template via the CCMS Website – Product Templates

▪ Once the report is completed and the overall status displays as 
OK, login to CCMS and upload the report via New Submission

▪ Report all existing and new models, discontinuations and 
corrections via CCMS
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Welcome to CCMS

▪ All first-time users must first register then request login access to 
CCMS.

▪ Manufacturers and Third-party Representatives can select the 
appropriate form from Registration and Authorization Forms.
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New User/New Manufacturer Registration

▪ Download and complete the 
appropriate form

▪ Submit the form to 
ccms.support@ee.doe.gov. 

▪ After you receive the email 
confirmation that your 
registration form has been 
accepted, you will receive an 
email from Technical Support to 
set your password. If you have 
questions contact the CCMS 
Administrator –
Phone +1-505-663-1302
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Third-Party Representation Authorization 

Manufacturers requesting authorization and CCMS access for third party 
representation must complete, sign and email the appropriate form.

▪ Download and complete the 
appropriate form

▪ Submit the form to 
ccms.support@ee.doe.gov

▪ After you receive the email 
confirmation that your 
registration form has been 
accepted, you will receive an 
email from Technical Support 
with instructions for setting 
your password. If you have 
questions contact the CCMS 
Administrator –
Phone +1-505-663-1302
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Login to CCMS

Once you have registered and have 
your Username and Password. You may 
Login to CCMS
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Login Notice to Users

▪ Read the Department of Energy (DOE) 
NOTICE TO USERS

▪ Click OK if you agree to the conditions stated 
in the warning
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Login

▪ Enter your Username and Password

▪ Login

ausername

••••••••
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Download Templates

Click Product Templates to display a list of current templates available for download
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Download Templates

▪ Choose a product type 
from the list

▪ Click on the template link

▪ Save the Excel file to the 
preferred location on your 
local drive
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Template

Complete all necessary information on the Certification tab
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Template

Temp

Insert product information by clicking the Input tab

NOTE: You can copy and paste data from another 
source, but avoid dragging text from another source 
and dropping it into the form 
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Template

▪ Overall Status tells you if your form has been filled out correctly and completely. 
If all fields have been correctly completed, you are given an “OK” status.

▪ Save your file to a local drive on your computer and prepare to upload the report 
to CCMS
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CCMS

To submit a report, choose New Submission
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Create Submission – Submit Report

▪ Type in Subject (for example, ABC Dishwasher Report 9-9-10)

▪ Choose the appropriate Correspondence Record Type from the drop down list

▪ Choose the Product Type from the drop down list

▪ Browse your local drive, choose the completed CCMS approved template and click Open to 
upload

▪ Enter any necessary information in the Comment entry box 

NOTE: If you are a Third Party Representative, 
you would select the Manufacturer you 
represent from the listing above. This menu is 
not included –or necessary--for 
Manufacturers/Importers 
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Submission Verification

▪ All correctly submitted reports have a unique tracking number (#119428 in the 
example below)

▪ Retrieve and view status on your submission by choosing Received submissions

▪ Find a specific submission by entering your tracking number and clicking Go to 
submission
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Questions?

Contacts for Questions

▪ Building Technologies Program

• doegc32@hq.doe.gov

▪ CCMS Technical Support

• Technical Support
CCMS Administrator
(505) 663-1302 
ccms.support@ee.doe.gov

mailto:doegc32@hq.doe.gov
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