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1. Finding the DGNB System Software 
 

The DGNB System Software is a web application that can be used with any standard browser and 

operating system. It can be accessed at the following web address: https://software.dgnb.de/ 

The software works on all common browsers: 

• Mozilla Firefox 

• Google Chrome 

• Microsoft Edge 

• Apple Safari 

 

2. First Steps 

2.1 DGNB User Account and Login 
To have access to the System Software, you have to have a DGNB User Account. You can register 

yourself by clicking on the top right of the homepage under ‘Login’ and then ‘Registrierung’, or you may 

change language first, German (DE) to English (EN). 

 

The following form will appear: 

 

This form must be filled out and then sent. You will receive an e-mail to confirm your registration. After 
successful confirmation, you can log in to the application. 

https://software.dgnb.de/
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Important: If you are an International DGNB Consultant or Auditor, your account is already 
created. If you are logged in for the first time, please use the “forgot password” method. 

 

 

 

3. Creation and registration of projects 
 

3.1 Language change to English 
If you are not logged in already, you will land on the start page below. Please change the language to 

English by clicking on the top right corner under ‘Sprache’ and then sign in when directed to the next 

page: 

 

 

Note: language change (from DE into EN) will influence the content of the page, e.g. some irrelevant 

information for the international use will be hidden. 
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If you are logged in already, you will directly land on this page below: 

 
You can change the language to English clicking on the top right corner under ‘Sprache’: 

 

3.2 Project Certification Query - PCQ (or PAZ for German)  
The Project Certification Query (PCQ) is required for all international Projects. Through the PCQ you 

should describe the project details and only then all necessary follow-up information can be provided. 

Also, you should use the PCQ form to clear all ambiguities and questions regarding the project, before 

registering it. Pay attention, that project registration automatically triggers the process of the contract 

creation, which is a subject to costs (see certification fee structure). 

Please download the PCQ form by clicking on ‘Download document’. You are required to fill this form 

and sent it to info@dgnb.de. Once you have sent this, you will be contacted by the DGNB office and 

provided with a PCQ number. After this, you can start the project registration process.  

 

https://www.dgnb.de/en/certification/path-to-dgnb-certification/scale-of-fees
mailto:info@dgnb.de
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3.3 Project Creation/Registration 
Registration takes place via the ‘Project Creation’ tab.  

 

The project creation consists of several important steps. As you proceed with the ‘Project creation’, 

you will see the following pages (Please note, the following screenshots are just a few examples which 

might differ based on your selections): 

1. Application 

 
 

2. Construction phase (for buildings) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. DGNB Scheme (building usage profile) 
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4. Type of certification 

 
 

5. Certificate type 

 

 
 

6. System Version 

 
 

Important: for international projects, please select the system version with the marking – 

‘(International)’, in this case (screenshot above) it is the system version 2020 (International) for 

existing buildings (or buildings in use). This is important to ensure that the project is registered 

correctly, otherwise, it will be registered under the German system version, creating German contract 

and fee structure. 

Please note, that if you make a wrong selection, it is possible to click on ‘Back’ and change your 

selection.  
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3.4 Create Project without registration  
After you have proceeded with the steps mentioned in the previous section, you should land on a 

summary page like the one below. Please check that all your selections are correctly mentioned in this 

page. After this you can proceed to add a Project name in the space provided: 

 

After this, you can choose between ‘Create project (project creation without registration)’ or ‘Register 

project’ (more information about this can be found in another section below). The ‘Create project 

(project creation without registration)’ allows you to create a project beforehand without official 

registration (e.g. for pre-assessment, communication with client etc.) to register it at a later time. As a 

consequence, you can create the so-called Quick-Check projects independently, without any 

involvement of the DGNB. The ‘Register project’ on the other hand, registers you project immediately. 

Important: the ‘Register project’ will register your project officially which is subject the creation 

of a contract and fees.  

3.4.1 Base data 

Once you click on the ‘Create Project (without registration), you should be able to see the following 

page under the ‘Base data’ window:  
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Here, some date of the project is already pre-filled. You may fill in the remaining data by clicking the 

edit icon as shown below (or skip this step, see ‘project view’ chapter below): 

 

 
 

Compulsory data are: 

 

Project data 

 

• GFA (gross/total floor area) 

• UA (Usable area) 

• Submission date verification documents certificate 

• Street, No 

• Postal code 

• Location 

• Country 

• Completion date 

• PCQ number** (please check section 3.2) 

• Certificate submission type 

• ESG verification 

 

Project contact person 

• Contractual party/applicant (The party commissioning the certification, who signs the contract 

with the DGNB and a legal representative of the applicant) - name, email  

• Person responsible for the project (Project manager i.e. this person accepts contracts and 

invoices, for example, and is therefore the central contact person for the DGNB) - name, email  

• Auditor (A person who is assigned to audit the project) - name, email 

 

On the top right, you can also see buttons in which you can register the project at any stage or revoke 

if needed. 

 
 

3.4.2 Project view 

On the top left, beside the ‘Base data’, you will find the ‘Project view’. 

 

In this page, you will find the project summary, as you fill in the required criteria, the results will be 

displayed in the assessment pie chart, or so called DGNB evaluation ‘flower’: 
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 3.4.3 Criteria view 

On the top left, beside the ‘Project view’, you will find the ‘Criteria view’ 

 

In this page you will find all the criteria listed relevant to certain scheme or certification version, in 

our example: System version 2020 international – Building in Use scheme. Beside the criteria list, all 

schemes also include the line with ‘General information’, on the top of the list: 

 

If you click on a certain criterion, you will be directed to an ‘evaluation’ page of this certain criterion, 

where you can evaluate and submit proof documents (the same can be done directly from the DGNB 

flower by clicking on the criteria names on the edge of the circle). 

See the screenshot of one exemplary criterion content below: 
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3.5 Project Registration 

 

If you click on the ‘register project’ button, you will be asked to enter the project data. This is 

mandatory information that is relevant for drawing up the contract, such as the gross floor area (GFA) 

and the usable floor area (UA). There are optional and mandatory details. Mandatory details are 

marked with a star:

 
Before providing the project data, it is important to read the instructions carefully and follow them 

accordingly. 
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Important: Information of an applicant and the responsible person for the project (Project manager) is 

mandatory. A DGNB auditor, can also register the project instead of an applicant, but in this case, 

applicant must already be registered in the software and at least once successfully logged into 

the account BEFORE the project registration, otherwise, the person won’t be recognized from the 

system software. 

 
 

 
 

For a successful registration, the e-mail addresses of the project participants (with which they have 

registered with the DGNB System Software) must be known. Project participants are added with the e-

mail addresses. This applies to the following project participants: 

- Auditor 

- Auditor 2 (optional) 

- Contractual party / applicant i.e. the party commissioning the certification, who signs the 

contract with the DGNB and a legal representative of the applicant 

- Person responsible for the project (Project manager) i.e. this person accepts contracts and 

invoices, for example, and is therefore the central contact person for the DGNB 

Once all project relevant data completed, the project registration can be finalized.  
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After you click on ‘Complete project registration’,  the project is loaded and 

you are in the ‘Base data’ tab.  

 

The project will then have the status ‘in registration’ (instead of ‘project draft’). This means that the 

DGNB office will check the project data and assigns a project number. Once this process has been 

completed and certification has been started, the main auditor and the project owner(s) will receive an 

automatically generated mail informing them that the project has been successfully registered and that 

processing can begin. The project status automatically changes to ‘Ready to audit’.  

The project registration is only subject to a fee once the contract has been signed. 

3.6 Short Schemes 
Not all schemes are fully available in the system software. For various international certification 

schemes e.g. the New Building Certification or Building Renovation, where the flexibility/adaptability of 

criteria to country specific requirements is crucial, DGNB provides so called ‘short scheme’. In the so 

called ‘short scheme’, you won’t find a complete questionnaire (individual indicators), but only one 

major input box for criterion. For instance, if the Auditor in the process of the country adaptation needs 

to delete/modify one indicator, it should not cause structural changes in the system software, thus the 

criterion assessment is designed to be only on the criterion level and not on individual indicator level. 

Almost every criterion has an individual calculation rule, e.g. some indicators are to be interpolated 

some must be added or aggregated etc. thus, to simplify the point calculation for individual criterion, 

the excel assessment matrix will be available in the system software. 

The rest of the certification process is the same as for usual projects.  

3.7 Registration of follow-up projects in the multiple certification 
Please contact the DGNB to create and register follow-up projects for multiple/serial certifications.  

In addition, only the main auditor of the basic certificate (BC) can copy the projects. However, 

before registering and copying the follow-up project, pay attention that the certification system version 

of the BC is not outdated. 

3.8 Managing projects 
In the DGNB system software, project audit and administrative activities are carried out via the 

browser. Administrative activities include the team management, which can be selected via the ‘Audit-

team management’ button in the ‘project view’ tab, under the ‘Project management’ column: 
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4. Project Main View 
 

4.1 Project view 

 

When you open a project, you will always be taken to the ‘project view’ tab. Here you can get a quick 

overview of your project, send the project to the DGNB for review (conformity assessment), download 

the project documentation or declaration of consent as a PDF for final assessment approval, export a 

to-do list for the resubmission and many more. More detailed descriptions of the individual buttons of 

the system software can be found in the upcoming chapters of this manual. 

At the top of the project overview is the dynamic evaluation status bar which always synchronises the 

evaluation status of the project with the entered points. In addition, the award that can no longer be 

achieved by not fulfilling the secondary requirement is highlighted with a hatch in the evaluation status 

bar. 
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On the left-hand side of the project overview, you 

can see the project's basic data such as the 

scheme, the project name and its project number, 

the status of the project and the main auditor(s) in 

the project. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The project management is displayed on the 

right-hand side of the project overview. Here you 

have the option of downloading the audit report, 

locking the project and creating to-dos, among 

other things. A detailed description of the 

functions can be found later in the manual. 
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In the centre is a pie chart or the DGNB ‘flower’, which provides a quick overview of the project's 

processing status. In the middle of the flower, you will find the overall performance level achieved by 

the project, which is continuously updated as changes are made.  

 

 

 

 

 

 

 

 

 

4.2 Criteria view 
The Criteria overview tab is located next to the Project overview tab. Here you will find a list of all the 

criteria of the selected scheme, information on the points achieved, maximum achievable points, limit 

values and the degree of fulfilment of the criterion. Click on the criteria name to open the 

corresponding criterion (same can be done by clicking the criterion name on the pie chart). 

 



18 
 

4.3 Evaluation 

 

 

 

 

 

When you click on individual criteria, you will have a view as shown above. At the top left, general 

information, name and description of the criterion are shown. At the bottom left, a list of indicators is 

displayed. In the middle box on the left-hand, the degree of fulfilment of the overall criterion, the points 

awarded for the overall criterion and a bar for displaying the parameters that have already been 

processed.  

Clicking on one of the indicators opens the field for editing the parameter responses.  

 

General information, 

name, description 

List of indicators 

degree of fulfilment of the 

overall criterion 
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5. Editing the project 

5.1 General information 
Criteria should always be completed/processed before they are submitted for conformity check. In 

some designated indicators, it is mandatory to complete all parameter answers so that the checklist 

points can be calculated. If no answer is given for a parameter, it is automatically given a score of 0 

points. 

5.2 Opening a criterion 
As already described, you can open the criteria via the ‘criteria view’ tab. In addition to this variant, 

there are two other ways in which criteria can be opened: 

1. It´s possible to click on the name of the criterion in the ‘project view’ tab. The criteria that are 

included in the overall evaluation are shown in the pie chart. The criteria acronym (ECO, ENV, 

SITE, PRO, TEC, SOC) is shown at the outer circle of the diagram (DGNB flower) and clicking 

on it opens the criterion. Criteria that are not included in the overall evaluation or higher-level 

criteria can be found in the ‘criteria view’ or in the sidebar under the evaluation tab.  

 

 
 

 

 

2. The criterion can be opened by clicking on arrow icon in the ‘Evaluation’ tab. Please see 

image below. The following bar will then open, in which you can navigate between the criteria. 
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5.3 Editing Criteria 

 

5.3.1 Types of questions 

- The first question type provides you with the answers as multiple choice, you only have to 

click on the answer that suits you. It is not possible to give more than one answer. 

 
-  For the second type of question, you have to enter a numerical value. 

 

 

 

 

Sign that 

shows 

that the 

question 

has been 

answered

. 
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5.3.2 Errors while entering value 

Please only enter a numeric value. The following errors can occur when entering numerical 

parameter responses:  

This could be the cause of the error: 

• A letter was used instead of a number

 

• A comma was used instead of a point for decimal numbers

 
• A special character that is not permitted has been used 

 

• A space was used in the parameter response 

 

If too many decimal places were entered, an error message will indicate how many decimal 

places are permitted: 

 

 

If the value entered is greater than the parameter allows, the error message will indicate the 

maximum permissible value. 
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5.3.3 Calculation tools (Excel)  

In some indicators, excel tools for calculations are available for download. You can download these 

tools by clicking on the link as shown below. 

 

 

Click on the name of the tool (in green) and download the excel file. When the task with the excel file 

is completed, you should copy the results (points) from the excel into the numerical field of the 

software. Please also upload the completed excel tool (important!) in the verification area that you can 

access using the arrow button at the bottom of the page. Please see image below. 

 

 

5.3.4 Checklist points (CLP) achieved in criterion 

Within the criteria, you will find a section on the left-hand side that shows you the points achieved for a 

criterion.  

 

Click on arrow at 

the bottom of the 

page to access the 

Verification area 
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Checklist points CLP: Shows the points within a criterion. Due to interdependencies between the 

answers, it is often not possible to calculate these points individually from the formula, i.e. no points 

can be displayed in some criteria if not all questions in the criterion have been answered.  

CLP-threshold value: The minimum points shown here must be achieved in the criterion for the 

criterion to be included in the overall assessment. If the points are not achieved, the criterion is rated 

0%. 

CLP-minimum value: The minimum points shown here must be achieved in the criterion for the 

overall project to be certified. Criteria that have a minimum value are so-called ‘K.O.-criteria’. 

 

5.3.5 Writing to-do-notes and the to-do-list 

You can write a to-do in each criterion for the criterion itself, for the indicators and for the parameters. 

There are two ways to write to-dos: 

1) Via the ‘project management’ in the ‘project view’: Simply click on "Create to-do" here 

 

2) Alternatively, directly at the parameter: Simply click on the  symbol and a new window 

opens in which the to-do can be written.  
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• Assigned by: This cannot be changed and displays the user i.e. log-in data / account used to 

log in to the software. 

• Assigned to: This is where you specify who the comment is addressed to. If the comment is 

assigned to the ‘DGNB Assessor team’, it will be processed by our assessor after the project 

has been submitted. However, you can also assign the comment to one of your employees or 

team by selecting ‘Audit team’. 

• As a general rule, a to-do can only be seen and edited by the person or group to whom 

it is assigned. If more than one person should be able to see the to-do, the relevant persons 

must be added to the audit team. All persons in this team then have access to the to-do. 

•  To-do type: Here you specify whether it is a comment or a plan change. In practice, 

comments are usually used, but of course this is individual. 

• Subject: This is a mandatory field and must be filled in, otherwise the comment cannot be 

saved. Ideally, use a subject that summarizes the topic briefly and clearly.  

This field cannot be edited by assessor if the to-do was assigned by an auditor! 

• Creation date: This cannot be changed and the date at the time the comment was created is 

always entered. 

• Description: A description of the question, problem or comment should be entered here. This 

is also a mandatory field and must be filled in. 

This field cannot be edited by assessor if the to-do was assigned by an auditor! 

To upload documents in the comment or add additional notes, it must first be created as described 

above. Once the to-do has been created, you can add it by clicking on the symbol . This symbol 

only appears when a comment has been written. 

You can have multiple comments to the same indicator by clicking on the  symbol. To view all 

comments, you have to click on the symbol and it will show you all the comments for that indicator. 

 

You can view all the ‘open’ as well as ‘closed’ comments by ticking the closed box in the List of to-dos. 

Please see image below. 
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After you save the to-do, an additional tab called ‘to-do status’ will appear. 

 

Additionally, new tabs like ‘Documentation’, ‘Attachments’ and ‘Message’ will appear. Please see 

image below.  

 

 

Files can be uploaded in the comment in the ‘Attachments’ tab. These attachment documents are then 

only located in the to-do itself and will not be found in any of the verification areas in the software. 
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Once the to-do has been completed and ‘Save’ button has been clicked, the option to upload 

‘Documentation’ appears in addition to ‘Attachments’.  

The difference between ‘Attachment’ and ‘Documentation’ is that the documentation appears in the 

verification area at the bottom of that page for the specific indicator that it was uploaded for. Please 

see image below. 

.   

In the ‘Messages’ tab, you can write further notes on the comment. Simply enter your text in the right-

hand text field and then click on ‘Send message’ - the saved text will be transferred to the text field 

above. Please note that once notes have been written, they can no longer be edited. In this tab, you 

can also reply to comments that examiners have assigned to you or the examiners can enter their 

answers to any questions asked. Messages can be viewed by all users who can see the to-do. 

There are the following statuses in the status list for tasks: 

• Open: The to-do is being processed by the auditor. Assessors do not use this status, except 

when assigning a comment to the auditor. 

• Done: The to-do has been completed by the auditor. 

• Completed: The to-do has been fully processed and completed by both the auditor and the 

assessor, i.e. nothing more needs to be done on this to-do. 

The to-dos written in a project can be viewed via the to-do list. To open the to-do list, click in the 

‘project view’ tab and under Project management, clock on  - a 

new window opens.  

 

 

 

Uploaded documentation 

Sorting of ToDos 

Checkbox to 

display closed 

ToDos 
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All to-dos that have been written in the project are listed in this window. Only the main auditor sees all 

to-dos with the status open and completed; other people may not see all to-dos, e.g. if the to-do is not 

addressed to them. 

There are several filter settings for to-dos at the top. You can set the filters as you wish. The ‘Closed’ 

checkbox can be clicked and to-dos with the status ‘closed’ are then displayed. These to-dos have 

been completely processed and checked by both the auditor and the assessor and are generally no 

longer required for the further course of the project. However, they can still be called up for 

documentation purposes. 

Furthermore, the to-dos can be sorted according to their categories, e.g. criteria group, indicator, 

subject, status, etc., by using the symbol. 

To-dos can be opened by double-clicking. 

 

5.3.6 Upload verification documents 

At the bottom of each criterion there is an area for uploading verification documents.  

 

 

To upload a proof, click on the symbol  for the relevant indicator and the following pop-up will 

open: 

 

 

 

 

 

 

 

 

 

 

 

You can simply ‘drag and drop’ one or more files into the ‘Document upload section’ field, which will 

then be uploaded to the software. If you click with the mouse in the ‘Document upload section’ field, 
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the typical dialog appears in which you can select a single file to upload. 

 

You can recognize a successful upload by the upload status ‘Done’. 

 

To ensure that the uploaded files are also displayed in the software, click on the icon  or 

reload your browser. 

 

5.3.7 Help with criteria processing 

There are  buttons below the criteria name. If you click on them, the corresponding criterion will be 

downloaded on your machine. 

  

5.3.8 Reference-symbols, assessment-symbols and status-check-marks 

There are various symbols to the left of individual questions, which are explained below.  

 indicates whether a question has been answered. 

These are check symbols and can only be set by the assessor: 

 = not yet checked 

 = answer has been checked and accepted  

 = answer has been checked, but evidence is missing or insufficient 

 This is the reference symbol. A referenced parameter is required in several criteria (or in several 

places in one criterion). To avoid having to enter the answer several times (e.g. same usable area 

again and again for different criteria), the parameter is referenced, i.e. you enter the answer once and 

this answer is displayed for all referenced parameters. To see where the parameter was referenced, 
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click on it. A window opens with a list where the parameter still appears. If you click on one of the list 

entries, you are immediately forwarded to the corresponding referenced parameter. 

5.4 Pre-Assessment functions 
The criteria estimation can be (de)activated within a project and at criteria level. This means that you 

do not have to answer the entire list of questions, but instead enter the estimated value of the CLPs to 

be achieved. This is only possible in the ‘Project draft’ and ‘In application’ status. In the following 

screenshot, the criteria estimate is marked in red. 

 

If criteria estimation is activated, this can be seen from the red flags that are set in the criteria list and 

also in the flower. 
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5.5 Audit-Teams 
Auditors and, if applicable, supporters can manage the audit teams in the software. The audit team 

administration offers the option of allowing several users to work on a project simultaneously with 

specified authorization.  

 

The audit team administration offers the possibility to manage team members (supporters) and their 

authorizations. The only authorization that is activated from the start is the ‘write’ authorization. 

Supporters can use this to edit the project. If this is removed from the supporter, they can only view 

the project but cannot edit anything.  
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5.6 Scenarios 
You can use scenarios to create an alternative evaluation of the project, for example. A new scenario 

is also automatically created for the new phase when switching to other project phases (e.g. from 

review to subsequent submission). 

In general, you can only submit one scenario at a time. Once a scenario has been submitted, all other 

scenarios are blocked for editing, i.e. they are displayed in a red font colour and you only have read-

only access. 

5.6.1 Scenario list and scenario selection  

At the top left of each of the main windows (Project overview, Criteria view, Evaluation) you will find a 

drop-down list with all the scenarios that have been created in the project. 

 

 

At the start of a project, there is always only one scenario - the ‘base scenario’. You can either work 

with this scenario or create your own scenario. You can see which scenario is currently selected at the 

top right of the scenario list. 
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The colour with which the scenario names are displayed is related to its editability:  

• If a scenario is written in green, then this scenario can be edited, and it is possible to send this 

scenario to the DGNB for review. 

• If a scenario is in red, then this scenario cannot be edited. It is possible to open and view it, 

but changes are not possible. A red scenario cannot be sent to the DGNB for review either. 

You can change the name of the scenario with the ‘Rename scenario’ button located at the bottom of 

‘Project view’.  

A scenario can be deleted with the trash can symbol . This is only possible if a scenario has a 

green font colour and it is not the scenario currently in use. In practice, this means that most scenarios 

cannot be deleted; they are usually scenarios that you have created for test purposes. 

 

5.6.2 Creating a scenario 

If you want to create a new scenario, click on the ‘Copy scenario’ button on the right-hand side of the 

‘Project view’ tab under the ‘Project management’ column, as shown in the image below. A new 

scenario is always a copy of the currently selected scenario.  

 

An extra window opens in your browser in which you can select which properties of the active scenario 

you would like to copy. Enter the name of the scenario to be created, select the desired checkboxes, 

and click on ‘Copy’. The newly created scenario should now appear in the scenario list.  
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The checkbox options are: 

• Copy documentation: copies all the proof documents that were uploaded in the criteria to the 

new scenario (not the proof documents from the to-dos!) 

• Copy to-dos: copies all to-dos, including the proof documents in the to-dos to the new 

scenario 

• Copy answers: copies all given answers from the criteria 

• Copy assessment symbols: copies all assessment symbols of the parameters checked by 

the assessor. 

 

5.6.3 Scenario comparison 

The ‘Compare scenario’ button under ‘Project management’ provides a function for clearly comparing 

the different scenarios and gives a comparison of the degree of fulfilment. 
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The following window opens and you can select the scenario to be compared on the righthand side:  

 

 

 

 If the scenarios within a project have different degrees of fulfilment, this is highlighted in yellow. You 

can add and compare up to 7 scenarios using the ‘+’ sign in the top right-hand area. The scenario 

selection can be made via the drop-down menu (marked in red). You can remove the scenario from 

the comparison using the ‘x ’ sign above the scenario name. 

 

5.6.4 Submitting the project 

The project must be sent to the DGNB so that the audit can begin. Before you send the project to the 

DGNB for the first conformity check, the main auditor must generate project documentation and have it 

signed by himself and the client. To generate project documentation, click on ‘Project documentation’ 

under ‘Confirmations’ in the ‘Project Management’ and it will be downloaded automatically. 

 

Select 

scenarios to 

be compared 

Add 

scenario 
Remove 

scenario 
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When you create the project documentation, please make sure that no further changes are made in 

the project evaluation. If there are any differences between the submitted project documentation and 

the digital version of the project, the project documentation will not be recognized and must be 

recreated and signed. 

Also make sure that you generate the project documentation from the correct scenario. The 

documentation for the scenario selected in the top left-hand corner of the project view is 

always generated. 

As soon as you have finished editing the project, click on ‘Submit project’ at the bottom left of the 

‘project view’. Make sure that the correct scenario is selected. 
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First, the audit report opens with error messages and warnings, which must first be edited or 

acknowledged so that the submission window opens.   

Furthermore, the signed project documentation of the current project status must be uploaded. This is 

marked in the above image with a red marking. This can also be downloaded by clicking on ‘Project 

documentation’ in the submission window.  

You can send a message directly to the examiner by writing a message in the ‘Additional message’ 

text field. Finally, you must click on ‘Submit’ to submit the project for review.  

As long as a project is under review, it is not possible to edit it. 
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5.6.5 Audit report (control report) 

The audit report is primarily there to support you in project processing. You can find the audit report 

under ‘Project view’ in ‘Project management’. 

 

The content displayed here is intended to provide you with assistance where data may be missing. As 

some projects are very individual, you do not necessarily have to edit all warnings, but you should still 

check that nothing relevant to the audit is open. You only need to edit the error messages, otherwise 

the project cannot be checked.  

If not all requirements are met upon submission, a new window opens automatically listing the ‘errors’. 

This audit report (control report) must not contain any errors for a project to be submitted. 

 

Warnings can be acknowledged in order to submit 

the project despite warnings. 

 

 

 

Error messages must be processed in any case: 

 

 

   Flawless audit report: 

 

 

 

Of course, you can also open this error report manually and check whether all requirements have 

been met before submitting. To do this, click on ‘Audit report’ in the ‘Project view’. 

 

Errors 
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There are 3 different warning categories in the ‘Ready to audit’ project status: 

• Unanswered parameters – No technically correct answer was given for one or more 

parameters 

 

• Area for documents of proof – without documents of proof 

• Not fulfilled secondary requirement - One of the main criteria does not meet the minimum 

degree of fulfilment required to validate the rating achieved by the overall degree of fulfilment.  

And two possible error categories:  

• Minimum requirements not met – One of the minimum requirements has not been met, i.e. 

the project is not certifiable. 

• Parameters that need to be answered - Some parameters must be filled for the project to be 

certifiable. In this case, a technically correct answer is missing for one or more of these 

parameters 

If you click on an entry in the error report, the main window of the software switches to the 

corresponding criterion, the question in the criterion or the to-do. An error in this report does not 

automatically disappear when it is corrected. To see which entries have already disappeared, either 

click on  or close and open the error report. 

 

When the project has been submitted and you receive it back from DGNB assessor, there are 

following possible warning categories:  

• Unanswered parameters– No technically correct answer was given for one or more 

parameters 

• Area for documents of proof – without documents of proof 

• Not fulfilled secondary requirement - One of the main criteria does not meet the minimum 

degree of fulfilment required to validate the rating achieved by the overall degree of fulfilment. 

By opening the error message, you will receive information about which criteria group is 

involved and further details  

And three possible error categories:  

• Minimum requirements not met – One of the minimum requirements has not been met, i.e. 

the project is not certifiable. 

• Parameters that need to be answered - Some parameters must be filled for the project to be 

certifiable. In this case, a technically correct answer is missing for one or more of these 

parameters 

• Unprocessed assessor to-dos “– One or more assessor comments have the status ‘open’. 

Warnings 



39 
 

5.7 Edit subsequent submission 
After the assessors have checked your submitted project, it will be sent back to you and released for 

you to work on again. You will receive an e-mail as soon as you can continue working on the project. 

To see where the assessors require a correction, it is best to open the to-do list by clicking on 

 in the ‘Project view’ in ‘Project management’ on the right. A new 

window opens in which all to-dos are listed according to criteria. Double-click on a list entry to open 

the to-do. 

Alternatively, to-dos and comments can be opened directly in the respective indicator or criterion.

 

As a rule, further supporting documents or explanations are requested in the to-dos. If documents are 

required, upload them directly in the to-do (in the ‘Evidence’ tab), explanations can also be entered in 

the ‘Messages’ tab. Once you have finished working on a to-do, set the status to ‘finished’, which tells 

the assessors that you have checked this point. 

Once you have processed all to-dos, the project is sent back to the assessors. To do this, click on 

‘Submit project’ at the bottom left of the ‘Project view’. Make sure that the to-dos you have edited have 

the status ‘finished’. The audit report may appear again as described, which must be processed again. 

IMPORTANT: If you receive a to-do from an assessor, i.e. a DGNB conformity checker is listed 

under ‘Assigned by’, do not change the ‘Assigned to’ field. In this case, if you have assigned 

the to-do to the DGNB assessor group, you may no longer have access to the to-do as the 

software recognizes it as an internal assessor comment. Should this happen, please contact 

software@dgnb.de and we will reset the assignment. 

5.7.1 Download to-do-list 

You can download the to-do list from two different places, depending on where you download the to-

dos, the content of the file changes. 

In the note list itself, there is an export button that only outputs the to-dos that are visible in the to-do 

list. Any filters that have been set are taken into account. Furthermore, only the basic information of 

the to-dos is output, uploaded files and other notes are missing.
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To download all  to-dos with more detailed information (uploaded files, additional notes), click on.

 in the ‘Project view’ in ‘Project management’ and then on .  

 

Please note that only the main auditor has access to all to-dos. If another person exports the to-dos, it 

is possible that not all to-dos are in the output, e.g. if an auditor has explicitly assigned a to-do only to 

the main auditor, this to-do is only exported if the main auditor performs the download. 

 

 

6.Audit results 

6.1 Confirm audit 
Once a project has been fully checked, it is returned to you with the status ‘Check completed’. At this 

point, there is nothing more to do in the project itself. Your last task is to generate the declaration of 

consent for the audit result and upload it signed to the project. The declaration of consent must be 

signed by the main auditor and the client/applicant. Again, make sure that you generate the 

declaration of consent from the correct scenario. 

To generate the declaration of consent, click on the ‘confirmations’ button on the right in the ‘Project 

view’ . In the window that opens, you can download the declaration of 

consent by clicking on ‘Declaration of consent’; this may take several minutes. 

 

Alternatively, the declaration of consent can also be downloaded in the project submission dialog box 

by clicking on "Declaration of consent". 
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The signed declaration of consent will be uploaded as part of the final project submission. Click on 

"Submit project" at the bottom left of the project overview. A dialog box opens and there is now an 

additional field in which the declaration of consent can be uploaded. 

 

If this upload field remains empty, the project cannot be submitted. Once the declaration of consent 

has been uploaded, click ‘Submit’. 

The project has now been fully inspected and the inspection result has been confirmed. The DGNB 

will now issue the certificate and have the certification plaque produced. 

6.2 Reject audit results 
As an alternative to confirming the test result, the test result can also be rejected. 

To do this, you do not need to upload a declaration of consent in the process described above, but 

select the ‘Reject test result’ button instead of ‘Submit’.  

 

IMPORTANT: If the project is to be inspected again after the inspection result has been rejected, it will 

be necessary to commission the DGNB for a fee in order to continue the corresponding process.  
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7.Synchronize project 
 

The project is usually updated automatically and new answers are integrated directly into the 

calculation of the fulfilment levels. However, if evidence has been uploaded or to-dos have been 

edited, it may be necessary to use the button to make the changes visible. 

If you are unsure whether a change has been applied correctly, reloading the website will help to 

synchronize changes.  

 

8.Project copy  
 

Projects can be copied in any project status. Projects can be searched for and found via the project list 

and then copied using the "Copy" button (marked in red).  

 

The following screen appears after clicking on ‘Copy’ and you can make the desired selection:

 

The copied project then has the status ‘Project draft’ and can be registered if desired 

 

9.Version  
 

The purpose of the ‘version’ function is to make it easier to import corrections in the usage 

profiles and to improve data security. For auditors, this results in some changes and new 

functionalities when processing projects. 

 



43 
 

9.1 Introductory explanations 

9.1.1 Difference: Usage profile version – software profile version 

• The utilization profile version (e.g. new office and administration building 2015) is the known 

utilization profile. This is the basis for the questionnaire and the calculation logic as they are 

transferred to the software. Within a utilization profile version, there are no adjustments that 

change the assessment, but only supplementary definitions and/or spelling and grammar 

corrections. A new version of the usage profile is developed if there are adjustments that 

change the assessment. 

• The software profile version is the version of the utilization profile as implemented in the 

software. If the checklist items have changed after an upgrade, this is only because the 

calculation in the software did not match the utilization profile. 

9.1.2 Which consequences can a software profile upgrade have? 

• Corrections to texts, e.g. spelling and grammatical errors 

• Supplementary definitions that do not change the valuation. 

• Corrections to the calculations of the checklist points if they do not calculate as described in 

the criterion. 

9.1.3 Which projects are affected by software profile corrections? 

When a project is created, it runs on the current software utilization profile version at that moment. 

Updates to the software utilization profile version are never automatically applied to a software project; 

an update must always be carried out explicitly by the main auditor. 

 

In principle, the software profile version used in the project has no influence on the testing of a project. 

 

9.1.4 How can you tell which version is being used and which is the latest? 

The latest software profile version used is displayed on the left-hand side of the project overview. The 

date in brackets shows when the version was released. 

There is a newer software usage 

profile version 

Update of the software usage profile version 

for the project 
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9.2 Where can I see what has been changed? 
If there has been a software profile upgrade, a change log window opens when the project is opened, 

in which all changes to the previous version are listed. In this window there is also a link to an 

overview of all changes that have been made to a usage profile. 

 

The version currently used in the project 

The latest available version 

If there is a newer software profile 

version than is used in the project, a 

window with changes opens when the 

project is opened. Only the changes to 

the previous version are listed here 

For an overview of all changes in all 

versions, click on 'View changelog'. 

This opens an overview of all changes 

to the user profile 
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As the window only appears once with a new profile version, there is an  button in the ‘project view’ 

which opens the browser and documents all corrections/changes to the user profile.

 

Regardless of the client, you can also view and export all change logs for all usage profiles at any time 

via the web interface. 

 

9.3 Locking a project  
While the project is in the ‘Ready to audit’ status, it is always automatically upgraded when a new 

software profile version is available. However, as there are cases in which the project should not be 

updated, the main auditor has the option of locking the project. In the ‘project view’ in ‘project 

management’, there is a new button on the right-hand side with which a project can be locked or 

unlocked.  
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If the lock is active, it is only possible for the main editor to edit the project (answer questions, edit  to-

dos, upload documents, etc.) and the project is no longer updated automatically when a new version is 

available. You can tell whether a project is locked by the ‘Locked)’ symbol after the project name. 

 

If several people are working on a project at the same time and the main auditor locks the project, 

every other user will be notified that the project is locked as soon as they answer a question, edit a  to-

do or upload a document. 

9.4 Project documentation and project lock 
We recommend locking the project after downloading the project documentation. The reason for this is 

that it can usually take a few days for the project documentation to be signed by the client/applicant 

and the main auditor. To ensure that nothing changes in the project during this period and that the 

project documentation retains its validity.  

9.5 Software profile upgrade during the test phase 
Once a project is in the review phase (project status ‘Review’ and ‘Submission’), it can only be 

upgraded by the main auditor or the DGNB - however, the DGNB will never upgrade a project without 

the explicit permission of the responsible main auditor and the client! 

If an auditor receives the project back for resubmission and there is a new software profile version, the 

auditor can create a new scenario with the latest software profile version by clicking on ‘Version 

Upgrade’. The old scenario remains in place and the auditor can choose whether to continue 

processing and submit the existing scenario with the old software profile version or the new scenario 

with the new software profile version. 

 

 

 

There is a newer profile 

version than the one 

currently in use 

Clicking on 'Update version' opens a 

window in which the auditor can create a 

scenario with the new software profile 

version 
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10.FAQs 
If you have any questions about the system software, please contact software@dgnb.de .  

My project manager, client, auditor, or supporter is not displayed in the software 

In order for a person to be added to the project in the system software, the person must have 

registered on our website, been approved by the editorial office and logged into the system 

software once. 

No total CLPs are calculated 

In the software, all questions in each criterion must always be answered. If no total CLPs are 
calculated, this may be due to the following points: 

• Not all questions of the criterion were answered 

• You do not reach the threshold/minimum value required by the criterion. 
 

Where is the declaration of consent uploaded? 

The declaration of consent can only be uploaded when you receive the project back with the project 
status ‘Review completed’. Submit the project as normal. In the web view that opens, you will now 
see another field in which you can upload the declaration of consent. If you do not upload the 
declaration of consent, you will receive an error message and the project cannot be sent. 

How do I know that the secondary requirements are not met?  

If the additional requirements are not met, you will receive a warning in the audit report. If you open 

the error message, you will be shown which criterion does not meet the additional requirements, which 

degree of fulfilment is required to meet the additional requirement and which award the project will 

receive without meeting the additional requirements.  

Furthermore, the award that can no longer be achieved by not fulfilling the secondary requirement is 

highlighted with a hatch in the evaluation status bar. If you move the mouse pointer over the hatching, 

the following message is displayed: ‘Secondary requirements not fulfilled’. 

How do I know the minimum requirements has not yet been met? 

If a minimum requirement has not yet been met, you will receive an error message in the audit report. 

The project cannot be submitted as long as there is an error message in the audit report.  

The audit report shows you which criterion does not meet the minimum requirements. 

mailto:software@dgnb.de

