EDIS TRAINING

CREATING AN EDIS CERTIFICATE
A TRAINING GUIDE

After reading this document you should be able to:

e  (Create an EDIS certificate

¢  Understand the statuses through which a certificate must go in order to be completed
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EDIS TRAINING

1. PRE-CONDITIONS BEFORE CREATING A CERTIFICATE

Before a certificate can be created for a building there must be:

e A building, with an address and responsible persons, if the building address and details are
not available contact support@electricalcertificates.co.uk

e At least one supply recorded; if the supply is not available-login with a supervisor login, and
create the supply via the Installation menu option, click Supply, Earthing and Origin details.
The from the dropdown box select the New Supply option.

Electrical Distribution Information System [Ashleigh Court]

Site Administration | Perscnal | Ing{kllation | Boards | Certificates | Action Required | Reports | Documents | Select Building |

Application Navigator » Managel®=E] s 8= Eidlsl)
Supply, Earthing and Origin details

Mains Distribution System
Distribution Network Supply Name Systd

General Supply T
GEMNERAL SUPPLY 1 TN
Generator Supply T
Secondary Supply T

Figure 1 - Adding a Supply for a building

If the above are in place you can then create a certificate following the steps below:

2. CREATING CERTIFICATES FLOW CHART

The flow chart on the next page describes the certificate creation process in detail:
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EDIS TRAINING

I Create certificate I The contractor creates the certificate on EDIS and completesthe first page details.

Status: Draft

‘While the contractoris testing and updating the certifiicate data the certificate status remains
"Draft"; once the contractor is satisfied with the certificate he will changethe statust"Authorised by
Contractor notyet accepted by Supervisor

I Update pages 1,3 and 4 I ‘While the contractor will edit Pagel-general certificate details, page 3which contains supply details
and page4-5chedule ofitems inspected

The contractor will needto identify the boand references of the boardsthat are to be tested.

I identify boardsto be tested I

Each certificate will have a one or more boards associated with the certificate; theseboardsmay
already existin EDIS. If they existin EDISthe boards can be added to the certificate, if they do
not exist the boards will needto be created.

If boards are
existon EDIS

Add Boardsto Create boards and
certificate add to certificate
1 ]
L 4
Downloadboards sheetsin There are two ways of entering data into EDIS; directly intothe browser or via an Bxcel sheetthat
Excel format is uploadedintothe system.
l This process model describesthe formeris isideal for lwhere large volumes of testin g needs tobe
done.
Capture test resultsinto P The processis simple 1) download the data sheets from EDIS 2) Enter the information 3) Upload
boardshests the sheets 4) review the informaiton in the EDIS PDF.
l The one caveate is that the datauploaded needs to beinthe correct format. The formatis
I UploadExcel sheets I providedin the EXCEL sheet.
I Update Cat Errors I

|

I Generate draft PDF I

i

—D-I Review draft I Once thecontractor is happy with thecertificate - he can change the status by authorisingthe
certificate; the statusthen changes to "Authorised by contractor not yet accepted by Supervisor”.

Contractors
accepts the
certificate

Certificate Status:
Authorised by Contractor notyet
accepted by Supervisor

Supervisor
Accepots
certificate

Once the supervisor accepts the certificate the status changest tot"Original/Duplicate”.;
the contractorthen needsto ensure that the certificate is signed- once the signed
original isin place the final status has been reached and the certificate is complete

Original/Duplicate

Contractor ensures certificate
is signed

y

Signed Original

On completion of the certificate the contractor will need to print the DB schedules,

The final steps: inserttheminthe DB and updatethe eledrical schematics . Copies ofthe schamtic can
1'_? P”"_'ttt"':e EESChEd”H and post be posted onto EDIS in PDF form
eminthe

?) Updateany schematics

Figure 2- Process flow for creating and completing certificates in EDIS
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EDIS TRAINING

3. CREATING A CERTIFICATE

1. Go to the certificates option on the main menu.
2. From the drop down box next to the Create New button select the certificate type
3. Click Create New

Electrical Distribution Information System [Ashleigh Court]

Personal | Installation | Boards | Certificates | Action Required | Reports | Documents | Select Building | Help | Logout

Application Navigator » Manage Certificates

Go to Certificate: |- | Go to Job Reference: |- | | Search | Advanced Search |
EIEl 1-300f35 EEI Clear Search

Create Newl - =

[ s CERTIFICATE LIST

Periodic Insﬁilitl::rn Job Reference Certificate Description Cr;it:n Status Contractor Full Canglb:ﬁnn Ce_;l‘!i’:»:aoa
[ +]|101348 PERIODIC 22-Jan- | praft James and Periodic
2010 Son Electrical Inspection
Ltd
[ .||1013a7 contractor create 20-Jan- |H praft James and New
cert 2010 Son Electrical Installation
Ltd
[ ~1|101329 [1999 test ni 12-3an- B B prafe [James and New
2009 Son Electrical Installation
Ltd
[~ -||101328 test mw SIGNATURE | 10- |B B praft |Jamesand | Minor
Figure 3 - Create a certificate action
4. This will open the first page of the certificate; make a mental note of the certificate number
5. Enter the required values, where no value is required state N/A
6. If the building already has boards click the Add Board button; and select the boards
4. CREATING NEW BOARDS
1. If there are no boards in the building they can be created; select the Page 5 option from the
drop down box at the bottom of the page.
2. You can now create a new board
Distribution Boards Add Boards | Remove Boards
Boards Currently for this Certificate
= BoardHar DB [Board for harry]
Page 1
Download fUpload Existing Distribution Boards E:g: g
Mnlmd% Upload Excel Sheet |
Last Page
BoardHar DB
Save and Exit | Cancel | Go to: |Page 5 1{; Save and Continueﬂ

Figure 4 - Creating a board in the certificate process if no boards exist in a building
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