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1. Overview

Climate Smart Communities (CSC) is a voluntary New York State program that helps
local governments take action to reduce greenhouse gas emissions and adapt to a
changing climate. The program offers technical assistance, grants, and rebates for
electric vehicles. Learn more online: https://climatesmart.ny.gov/
The purpose of this document is to provide communities with instructions on how to
complete a certification application through the online CSC certification portal website.

1.2 Program Participation

Communities can pass the CSC pledge as a municipal resolution to join the program
and become a Registered Climate Smart Community. After the resolution is adopted,
designate a primary contact person to sign up for a portal account, complete the online
registration form, and upload the adopted municipal resolution. After your registration is
reviewed, your primary contact person will receive an email with information on how to
access your account on the CSC certification portal.
After becoming a Registered CSC, communities can implement certification actions at
their own pace. There is no time limit between adoption of the pledge and
commencement of the certification process.
Once you identify your selected actions, review the requirements for each action and
begin organizing your documentation. You will upload documentation, complete the
application, and submit the application all using the online portal website.
More details on how to participate, sign up for a portal account, and when to submit
your application can be found here: https://climatesmart.ny.gov/actionscertification/getting-started/

1.3 Preparing Your Application

Participating communities must prepare and submit their application for certification
through the CSC online application portal using the municipal dashboard. To begin,
access your account through the CSC portal website
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From here, you will have the option to either log in (for existing users) or create a new
individual user account (for first-time users).

1.3 Creating an Individual User Account

Before you can start the application process, you will need to create an individual user
account. To access an application in the municipal dashboard in the CSC online portal,
the following two conditions must be met:
1) You must have an individual user account (which is associated with your email).
2) You must have your user account linked to a local government that is registered
in the portal as a participating community.
The person that originally registers the local government via the portal can add other
users to the municipal account. For more details on this process, see the section 2.4
below titled “Manage Municipality Users”.
To create a new user account, click on “Sign In” button in the upper right-hand corner of
the homepage (as indicated in section 1.2) and select “Sign Up Now”, as below.
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Applicants that need assistance in setting up their user accounts can contact the
Department of Environmental Conservation Office of Climate Change at
climatesmart@dec.ny.gov or at 518-408-8448.

2. Municipal Dashboard
2.1 Accessing the Dashboard

To access the dashboard, click on the “Sign In” button in the upper right-hand corner of
the homepage, enter your email and password, and click “Sign In”.
Then select “Municipal Dashboard” on the upper right-hand corner of the screen. On
this dashboard page you can access all accounts for which you are a user. (It is
possible for a single user to have access to multiple municipal dashboards.)
Once you select “Dashboard”, you will see the following menu:
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2.2 Begin Application

Select “Begin Application” to start a new application or continue editing an application
that is in progress. The application page allows you to access all material related to
certification actions. You can upload documentation at any time to keep track of your
progress and stay organized. (The only exception is during a review period; applications
are locked after they are submitted and while they are under review.) For more details
on this process, see the section below titled “Certification Application”.

2.3 Update Municipality Profile

The “Update Municipality Profile” page allows the user to provide information for the
primary and secondary contacts. Please note that the names and street addresses of
these contacts are visible to the public on the “Participating Communities” page.
At the bottom of the page, the user can also choose to update the CSC resolution, but
most local governments will never use this function. Uploading the original CSC
resolution during the initial registration process is all that is necessary to maintain status
as a Registered CSC.
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2.4 Manage Municipality Users

The “Manage Municipality Users” page allows users to add “owners” and “contributors”
to the account. Owners can add and remove other owners and contributors. A
maximum of five owners is allowed. Contributors can add other contributors but cannot
remove owners. Both owners and contributors can access all information on the
account and assist with the application for certification.
To add users, complete the following steps:
•
•
•

Enter the user’s email address.
Select either “owner” or “contributor.”
Click “Add User.”

If the added user already has a personal account, the user will be linked to the
municipality immediately. If the user does not have a personal account, the user will
receive an email with instructions to create a user account.

2.5 Download Resolution

The “Download Resolution” button in the dashboard menu allows the user to view the
resolution submitted to register the local government in the CSC program.

3. Certification Application

Choose “Begin Application” to start a new application or continue working on an application in
progress. This page allows users to view every certification action for each pledge element,
submit documentation for each completed action, and keep track of points. All users can
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contribute to this application. You can save material to this page and return at any time. To view
a general overview of the application, click on “Details and History”.

Under this tab will appear the following:
•
•
•

The current status of the whole application.
Any previous certifications for the municipality including the valid dates and a link
to the online certification report.
Any comments published by reviewers.

3.1 Actions – Information and Status

Below the “Details and History” tab, you will see a list of the ten pledge elements (PE)
and two other categories: 11. Innovation and 12. Performance. You can click on each
one to view the various individual certification actions under each PE or category.
Under each action, the page lists the number of points available and indicates if the
action is mandatory or a priority. By default, the action submission will be listed as
“Unplanned” in the dropdown menu on the right. The user can change the status to
“Planned,” if the municipality is working toward completion, or “Completed,” if the action
submission is complete and documentation has been uploaded. This updates the point
totals in the “Action Totals“ calculator on the right. This calculator helps communities
plan for the certification process by tallying up points and showing how close the
application is to meeting the requirements to be certified.
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Note: Communities can view a similar page on the CSC
website (called Certification Actions), but this public page
does not save information for a municipality. To save
changes you must be logged into your account and make
edits from the certification application in the dashboard.
Applications that have been submitted and undergone
review will have additional statuses listed that describe the
current state of each action submission:
•
•

•

Expired: Indicates the action submission is no longer
valid.
Approved: Indicates the action submission has been
approved by reviewers and points have been
awarded.
Must Revise: Indicates the action submission needs
revision before it will be approved, and comments
have been provided.

3.2 Actions – Descriptions

Users can click on an action listed under a pledge element to open the “Action
Submission” page and upload relevant documentation. To view the description of the
action, click on the link next to “Action Submission.” This will bring up a pop-up with the
item description and an explanation of materials required to obtain points.
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3.3 Action Submissions – Selecting Points

Some certification actions have variable numbers of points available and are tiered
according to specified criteria. Applicants should select the number of points they are
requesting based on the guidelines in the action description. Once the appropriate
points are selected the user should click “Save Action Submission.”
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3.4 Action Submissions – Uploading Supporting Documents

To upload a document to this page, select “Choose File” and browse for the document
on your computer. You can provide a description of the documentation and a document
title in the text boxes. Up to six files are allowed, and each is limited to 20MB. To
remove files click on the “X” at the far right of the row. After uploading files, click on
“Save Action Submission” to save your work. This will save your progress, but you
can go back and edit the information any time before submitting the application. After
the application has been submitted and reviewed, any reviewer comments will appear at
the bottom of this page.
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3.5 Search and Filter Features

The search box at the top of the application page allows users to search for certification
actions. This can help you quickly find actions you are working on or filter for all action
submissions of a particular status. To search actions by key word, type the word or
phrase in the text box and press “Search Actions”.
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To filter action submissions by status (like “Planned” or “Approved”) or by type
(mandatory or priority), check the box next to the type you would like to display and the
list below will be filtered accordingly. Note that the point totals in the “Action Totals”
calculator on the right will also update correspondingly. For example, if you click the
filter for “Must Revise” the “Action Totals” calculator will tally up the points for those
action submissions only. Be sure to clear the search when finished.

3.6 Retired Actions

This is an evolving program, so changes may be made that result in the retirement of
certain actions. If at any point during your application an action becomes retired that
was listed as “Unplanned,” it will no longer appear on the list of actions. If it was listed
as “Approved,” “Expired,” or “Planned” on your application, you will still be able to view
the action and any submitted documentation. (You are encouraged to save this
documentation and move it to a different action, where applicable, to earn points.) If the
submission associated with the retired action was approved, you will receive points for
this action until the expiration date for that approved submission.
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3.7 Calculating Points and Submitting

The “Action Totals” calculator on the right side of the application page allows you to
keep track of your progress toward reaching the certification criteria. Only the points for
“Completed” and “Approved” action submissions will display in this box when no filters
are selected. You may view possible points for other categories of actions (like
“Planned”) by using the search and filter features, but the “Action Totals” calculator will
always default back to showing the tally of “Completed” and “Approved” action
submissions.
Once you meet all the criteria for the bronze or silver classification, you will be able to
click the Submit Application for Review and Certification button. Before the system
registers that the requirements are met, this “Submit Application” button will not be
available; it will be greyed out.
To submit, press this button and confirm submission. You will not be able to edit the
application after it is submitted it will be locked during the review process. You will
receive a notification at the top of the page indicating that you have submitted the
application. All users will be notified of submission via email.

13

4. Review Process and Comments from Reviewers

Applicants can add action documentation and submit applications at any time. However,
applications are only reviewed three times a year, near the beginning of the first three
quarters of the year. Thus, applicants should be aware of these deadlines, which are
listed online: https://climatesmart.ny.gov/actions-certification/certificationoverview/application-cycle/
After each submission deadline, applications will be reviewed for about six weeks.
Applicants will then be notified if they reached certification. Applications that do not
meet the requirements can view reviewer comments under the “Details and History” tab
of the application or at the bottom of the page for each action submission. The
comments will describe what is missing so that the applicant can edit the submission(s)
and reapply before the next application deadline.
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5. Glossary
APPLICATIONS - Each municipal applicant has one application. This application holds
the current state of the action submissions. (Applications are composed of action
submissions.) An application for certification can be submitted for review only when it
meets the requirements.
Applications have various states. Applications can be in progress, submitted, under
review, or certified. When applications are submitted or under review, any action
submissions in the application that are completed or approved are locked, which
prevents them from being edited while the application is being reviewed.
ACTION SUBMISSIONS - An applicant’s work toward an action is stored as an “action
submission.” Action submissions live within applications and like applications they have
various states or statuses. Action submissions can be unplanned, planned, completed,
approved, or expired. For each action submission, the applicant should write a
description of what action was implemented and upload the associated documentation.
Reviewers communicate with applicants by leaving comments on action submissions.
ACTIONS - Actions are the things that an applicant must do to become certified.
Actions belong to action categories (like pledge elements). Actions can be priority or
mandatory for one or more certification levels. Actions can be retired, which allows past
action submissions to persist in the system but prevents applicants from submitting on
the action. Actions may have a fixed number of points associated with them, or they can
have multiple point tiers. Actions have names and descriptions.
ACTION CATEGORIES - Action categories are used to group actions. For example, for
CSC certification, the pledge elements are a type of action category; the priority actions
are another type.
APPLICANT - The applicant is the entity that is applying for certification. For CSC
certification, all applicants are one of the four types: cities, town, villages, and counties.
In this context, the term “municipalities” is also used to describe all four types of local
governments that exist in New York State.
USERS - Users represent the people who login and use the https://climatesmart.ny.gov
platform. Each applicant may have multiple users associated with it. There are also
users who are reviewers and/or who are staff administrators that maintain the platform.
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