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Retrofit Program Roles  
 

There are two roles involved in creating and submitting a Retrofit project application and post-

project submission. 

 

 

Role Description 

 

Applicant 
 

The Applicant is the Retrofit project owner. They create the application and 

post-project submission or assign an Applicant Representative to create 

them on their behalf. 

Only the Applicant can submit project documentation to the LDC. 

 

Applicant 

Representative 

 

An Applicant Representative is an optional surrogate that creates the 

application and post-project submission on the Applicantôs behalf. 

An Applicant Representative cannot submit project documentation to 

the LDC. 



Registering for the Retrofit Program  
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As a new Applicant or Applicant Representative you need to complete two registrations. 

 

Step 1: Registering on the Registration  portal  
 

To register for the Retrofit program, you must first register on the Registration portal. This portal 

provides access to several CDM IS applications, including the Retrofit program. 

01 Open www.saveonenergy.ca. 

 

 

04  Select Retrofit program. 

02 Hover over For Business and Industry. 

03 Click Programs and Incentives. 

http://www.saveonenergy.ca/
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Registering for the Retrofit Program  

Step 1: Registering on the Registration Portal  

 

 

 

05  Click Register for an account. 
 
 
 
 
 
 
 
 
 
 
 
 

 

06  Enter your first name, last name and a valid email address. 

07  Click Register. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

When you click Register, the following message will appear here and an 

activation email is sent to your email address. 

ñPlease follow the instructions in the email to complete registration.ò 
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Registering for the Retrofit Program  

Step 1: Registering on the Registration Portal  

 

 

 

08  Open the activation email and click Activate Account. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

09  Enter a password. 

10  Re-enter the same password. 
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Registering for the Retrofit Program  

Step 1: Registering on the Registration Portal  

 

 

 

11  Select a security question. If you forget your password, this question will be used to verify your identity. 

12  Enter the answer to the question. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

13  Click Create My Account.  

This step brings you to the Application Portal. 

14  Click Got it! to close the dialogue box. 

 
 
 
 
 
 
 
 
 
 
 
 
 

You can now register for the Retrofit program. 
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Registering for the Retrofit Program  

Step 2: Registering for the Retrofit Program  

 

 

 

01  Click the IESO logo. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

02  Click Register for Retrofit. 
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Registering for the Retrofit Program  

Step 2: Registering for the Retrofit Program  

 

 

 

03  Complete the mandatory fields in the Retrofit Registration section. 
 

 

 

This final step completes your Retrofit program registration. 
 
 
 

 

Click Launch 

Applicant Portal 

to open the 

Retrofit portal 

home page. 

 

Select the account type. 

You can register as an Applicant, Applicant 
Representative or both. 

Enter a contact 

number. 

04 Click 

REGISTER. 

Complete the 

address section. 

Select where you heard about the 
Save on Energy Program. 



Logging In  

01 Open the Retrofit portal login page: 
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02  Click Login. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

03  Enter your username and password. 

04  Click Sign In. 
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Logging In  

 

 

 

05  Click Submit a Retrofit Application. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

This final step opens the Retrofit Portal Home page. 
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Home 
 

When you log in, you arrive at the Retrofit Portal Home page. From here you can navigate to different 

portal sections using the tabs at the top of the page. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
Pending Actions  

The Pending Actions page is where you find assigned tasks for your current Retrofit project(s). 
 
 
 
 
 
 
 
 
 
 

 
 

 

Click My Profile to view or edit your profile. 

 

To search for a task, enter the search 
parameter in the respective search 

field and press ENTER. 

A variety of Retrofit program 
information is available 

Click a Task Name  
to open the application in edit mode. 

Click an application ID 
to open the application. 
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Applications  
 

The Applications page includes a record of all your current and historical applications and 

post-project submissions. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

   

Click an application ID to 

open the application. 

Enter any application 

information (e.g., 

application ID or name) 

and click SEARCH to find 

an application. 

The status of each 

application is displayed. 

Click any header to sort 
your applications by that 
criteria. 


















































































































