
How to Enter a Job: 
PTCS Online Registry 

PTCS 
Performance Tested 

Comfort Systems 



What Will be Covered? 

• How to log on 

• Entering the Site Address and Site Details 

• Entering Measure Details 

• Next Steps when Job is Submitted 

• How to Search for and Find a Completed 

Job 



Log On 

1) Go to the online registry at ptcs.bpa.gov and log in to 
installing technician account. 

2) If account is activated, “Contractors” should appear at 
the top. 

3) Hover over “Contractors” and select “Enter a Job”. 

Remember: when entering a job, user must be signed in as the installing technician. 

https://ptcs.bpa.gov/


Site Address 

4) Enter the installation site address and select home type. 

 Note: ensure to use “Street Address 2” field for lot numbers. 

5) Click “Next”. 

Note: if the address does not validate for you, send entire handwritten form to BPA by 
fax to (877) 848-4074 or email to ResHVAC@bpa.gov. 

This “Street 
Address 2” line 
should be used 
for lot numbers. 

mailto:ResHVAC@bpa.gov


Select Correct Address 

6) Select from the list of available addresses by clicking on 
the address itself. 

• If listed address does not match input, click “Previous” 
to edit as necessary or contact the program by email at 
ResHVAC@bpa.gov or phone at (800) 941-3867. 

mailto:ResHVAC@bpa.gov


Site Details 
7) Enter all site details 

8) Enter “Existing Heat System Type” 

• If installing a Heat Pump: 

 New construction Home: Select newly installed heating system 

 Existing Home: Select heating system being replaced 



Measure Type 
9) Select the type of job to enter. 

• Options to enter will only appear if certification is on 
the account. (i.e. If account has no heat pump certification, there is 

no option to enter a heat pump measure.) 

• Previous jobs in approved or pending status will 
prevent user from entering an additional job. 

Note: If multiple measures were worked on at this address, send entire handwritten 
form to BPA by fax to (877) 848-4074 or email to ResHVAC@bpa.gov. 

mailto:ResHVAC@bpa.gov


Measure Details: PTCS Duct Sealing 
10) Enter information online as found on the handwritten form. 

Duct blaster 
fan pressure is 
not the house 
pressure. 

Leakage is 
calculated here 
using the ring size 
and fan pressure. 
Calculated 
reduction is based 
on the calculated 
leakage. 



Measure Details: Prescriptive Duct Sealing 
10) Enter information online as found on the handwritten form. 

This entry screen is 
just reporting what is 
recorded on the 
handwritten form. 
There are no 
calculations involved. 



Measure Details: Air Source Heat Pumps 

10) Enter information 
online as found on 
the handwritten 
form. 

Entering AHRI number will 
auto-populate all this 
information.  

If the AHRI is not 
recognized, please contact 
program staff for support. 



Measure Details: Air Source Heat Pumps, con’t 

CFM per Ton is calculated by 
the registry: it accepts range of 
325 to 500 CFM/ton and rejects 
jobs outside of that range. 

If Variable Speed and lower than 325, 
please contact BPA for support. 

Temperature Split and Subcooling 
calculated using calculations from 
R-410A tables (located online). 

Measurement unit type 
will apply to ESP and 
TrueFlow Test. 



Measure Details: Ground Source Heat Pumps 

10) Enter information 
online as found on 
the handwritten 
form. 

Entering AHRI number will 
auto-populate all this 
information.  

If the AHRI is not 
recognized, please contact 
program staff for support. 

Select the loop type. 



Measure Details: Water Source Heat Pumps 

10) Enter information 
online as found on 
the handwritten 
form. 

Entering AHRI number will 
auto-populate all this 
information.  

If the AHRI is not 
recognized, please contact 
program staff for support. 

Select the loop type. 



Finish 

11) Check the box for Quality Assurance. 10% of all jobs are 
inspected for Quality Assurance. 

 

12)  Click “Finish” to submit the job. 

• Following screen: Measure ID/job ID numbers and status listed. 

• “Pending” jobs are reviewed bi-weekly, but contact program for 
immediate review. 

• Contact program staff if job needs to be rejected, corrected, or re-entered. 



Notifying Utility of the Completed Job 

• Technician or technician’s company required to notify the 
utility of the completed job. 

• Contact the customer’s utility for information on required 
paperwork. 

• Utilities have access to the online registry and are able to 
review the job details with their access. 



Finding a Completed Job 

Hover over “Contractors” in that top blue bar and select 
“Completed Jobs”. 



Finding a Completed Job: Search Screen 
• Search using different criteria 

 Use as little information as 
possible 

 Only search by entering the 
house number in the Address 
field (e.g. “1246” from 1246 
Main St.) 

 Unless you have broader 
permissions, only your name 
and company will be search 
options. 



Finding a Completed Job: Search Results 

The results will show all matching jobs.  

 Access the measure report: Click on the 
“Measure ID” 

 Export all results: Click on “Export Results” 
button 



Thank You! 

• Questions? 
Contact the PTCS Team  

Phone: (800) 941-3867 

Email: ResHVAC@bpa.gov 

mailto:esHVAC@bpa.gov

