
Creating a certificate

STEP 1
In Certificates click on  
Create new certificate

STEP 2
We suggest using your job 

number

You can assign your 
certificates to companies 
you work for and provide 
a personal login to view 

that certificate

If you have more than one tradesman, 
you can assign certificates to them. 

This monitors your tradesme’s 
compliance obligations Click Save 

and Next

STEP 3
Choose the appropriate 
certificate and fill in the 

required fields

If you select High Risk work 
and you have chosen your 
inspector in the Inspectors 

Directory. Your chosen 
inspection companies will 

appear here.    Choose 
the one that will be 

inspecting your work, this 
authorises them to pull 

your completed certificate 
through and push the R.O.I 

back to your account.
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STEP 4
By entering quick scripts in 
the certificate settings (left 
hand side menu) this gives 

you the ability to call common 
descriptions a keyword 

that will appear above your 
description box, by clicking 

them the full description will 
appear below.

STEP 5
Additional notes 

of jobs can be 
entered here.

Upload photos of the job, 
on a smart phone this will 

activate the camera.

Click Save and Next

Any tradesman or 
apprentice entered under 

your Staff will appear.

Note any unsafe work 
here. A small red triangle 
will appear on the main 

dashboard. A great way to 
protect yourself.
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Enter further 
information by 

clicking List

STEP 6     
Declarartion page. Tick 

boxes as required

Add preloaded sDoDs and 
manufacturers intructions 

these can be loaded 
under certificate settings 
from the main menu on 

the left hand side

Click Save then 
Complete

Click here to 
add test results

Click confirm

STEP 7
Enter issue date  
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STEP 8  
Click here to choose 

your options

STEP 9 
Your certificate is completed and 
saved within iCert, accessible at 

anytime.

STEP 10  
Here is your certificate 

on the dashboard

This indicates your 
Tradesman has found 
an issue on site (Red 

box on the certificate)


