
HPD Public Repository Instructions – Publish 

Screen Overview  
When you arrive at the site, it looks like this: 

 

 

 

The main area of the screen provides Search Filters and a Search Entry textbox.  The area below the 

Search Entry textbox also displays search results when they are available. 

The blue menu banner includes the following options: 

Support 
Takes you to the HPDC Support System where you can get additional information.  You can also write a 
support ticket to let us know that you have questions you can’t find answers for, or that you are having 
problems with the Public Repository. 
Register 
Takes you to the Registration screen so that you can register with the Public Repository.  Registration is 
required to upload HPDs. 
Log In 
If you are registered, you can log in to upload HPDs and manage the files you’ve already uploaded. 
 

Two additional links in the upper right area of the screen provide the following options: 

HPD Library 



Takes you to the SmithGroupJJR Library, an alternate source for HPDs that provides a curated, 
searchable database that contains hundreds of HPDs which users can access, free of charge, to assist in 
selecting products and in their LEED documenting process.   
Withdrawn HPDs 
Takes you to a search screen that allows you to search on HPDs that have been removed from the 
system. 

Publishing HPDs 
The preferred method for creating and publishing an HPD is through Builder 2.0.  It is designed to HPD 

Open Standard requirements and utilizes the HBN Pharos Chemical Material Library (CML) to provide 

reliable substance and hazard information. The "Builder" is an automated system that will take you 

through the sections of the HPD and guide you through entering the data about your product.  This is 

the quickest and most reliable way to create and publish an HPD that is compliant with the definitions in 

the Standard. 

When an HPD is published in the Builder, it is automatically uploaded to the HPD Repository. 

If a manufacturer wishes to remove an HPD from Published status, there is a Withdraw button available 

to change its status in the Builder and remove it from the Repository.  Withdrawn HPDs are tracked and 

searchable in the Repository but are not available for downloading. 

Manually Uploading HPDs 
HPDs created by other means (e.g. the fillable PDF template) can be loaded to the Repository manually.  

The HPD must be in PDF format and you must be a registered user of the Repository. 

Registration 
Clicking on the Register button in the blue menu banner brings up the registration Screen: 

 

Fill out the information entry boxes on the screen.  All fields are required and it is important that you 

use the correct Company Name because this is the name that will be used to fill in the Manufacturer 

Field on any Upload that you make using this account.  When all fields are completed, click on the 

Register button and the following screen will notify you that your user account has been created. 



 

You will also receive an email, at the email address you provided, with a confirmation message.  You 

must click on the confirmation link so that the Repository can confirm that it is the correct email 

address.  When you click on the confirmation link you are taken to the following screen confirming your 

registration: 

 

Click on “Continue to the HPD Repository” to be taken back to the Repository. 

After your registration is complete, click on the Sign In button to access the Sign In screen: 

 

Fill in the email address and password and click the Sign In button to sign in.  If you have forgotten your 

password, you can click on “Forgot Password?” in the lower right corner of the screen and the 

Repository will send you a temporary password that you can use to reset your password. 

After you’ve signed in, the Register button changes to Upload and the Sign In button changes to your 

User Name.  The screen looks like this: 



 

Manually Uploading HPDs 
Clicking on the Upload button brings up a dialogue box with the following: 

 

 

Choose a File 
Allows you to browse to the PDF file you wish to upload.  Navigate to the file you want to upload and 
double click on it to add it to the upload. 
Title 
Fill in the title that will be used for searching purposes.  The required format: is {Product 
Name}/{Manufacturer Name}/YYYY-MM-DD where the Product Name and Manufacturer Name are as 
they appear on the HPD and the date is the expiry date as it appears on the HPD – e.g. Cushion 
Tile/Sustain Carpets/2019-06-27.  



CSI Division 
Fill in the CSI Division that will be used for searching purposes. The CSI Division should be as it appears 
on the HPD.  As you begin entering the CSI number a dialogue box will appear with suggestions and you 
can just click on the correct number/title when you see it. If the CSI Division you need is not in the 
suggested list you can click on the icon at the end of the entry box and add the Appropriate CSI number 
and title.  Be sure to use the correct Division Number and Title as it appears in the Construction 
Specifications Institute MasterFormat. 
CSI Section 
Fill in the CSI Section that will be used for searching purposes. The CSI Section should be as it appears on 
the HPD.  As you begin entering the CSI number a dialogue box will appear with suggestions and you can 
just click on the correct number when you see it. If the CSI Section you need is not in the suggested list 
you can click on the icon at the end of the entry box and add the Appropriate CSI Section Number.  Be 
sure to use the correct Section Number as it appears in the Construction Specifications Institute 
MasterFormat. 
Product Name 
Fill in the Product Name that will be used for searching purposes. The Product Name should be as it 
appears on the HPD. 
Manufacturer Name 
Manufacturer Name that will be used for searching purposes. The Manufacturer Name is a read only 
field and is taken from the Company Name you provided at registration.  
HPD Version 
Select the HPD Version (1.0 or 2.0) that matches the HPD you are uploading. 

Upload 
When all fields are completed, clicking the Upload button uploads the selected file and identifying 

information to the Repository.  Due to system processing time, the file just uploaded may not be 

immediately available for search.  If the upload is not successful, you will be notified with an error 

message.  

Additional Registered User Features 
When signed in as a registered user, if you click on your User Name you will see a drop down menu with 

the following: 

 

Sign Out 
Clicking on this option signs you out and immediately closes the Repository. 
Change Password 
Clicking on this option brings up a dialogue box that allows you to change your password. 
Manage Uploads 
Clicking on this option displays any HPDs you have uploaded: 



 

If you hover your cursor over the end of the Name display, an arrow will appear.  Clicking the arrow will 

display another menu with the following options: 

 

Edit Properties 
Provides an editing screen that allows you to edit the searchable properties of the selected HPD: 

 Title 

 CSI Division 

 CSI Section 

 Product Name 

 Manufacturer Name (Read Only, not editable because it is automatically taken from the 
Company Name provided at registration.) 

 HPD Version 
 
Revision History 
Provides a Revision History screen that lists any versions of the selected HPD that have been uploaded.  
If you have uploaded multiple versions of the same PDF file or edited its properties, each version is listed 
here with its identifying information and the date and time it was uploaded/modified.  
 

 



 

 
 
By clicking on the arrow at the right of the Date/Time box, you are given the option to restore that 
version as the one currently available for Searching and Downloading in the Repository.   
 
Download a Copy 
Downloads a copy of the selected HPD.  The PDF file is downloaded and opens on your computer, where 
you can print or save the file. 
 
Withdraw 
Withdraws the selected HPD from the standard search. Withdrawn HPDs are not available for 

downloading but are tracked and searchable in the Repository. 


