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1.0 Certificates

NICEIC Certificates

PowerGuard overprints onto existing NICEIC certificates and reports. Create a new certificate from
the list available and enter in the information accordingly, page by page. When you have completed
the certificate, insert the blank NICEIC certificate into the printer as normal. PowerGuard will then
print into the boxes available depending on what information you have entered.

NICEIC computer friendly certificates can be used as well as the normal none computer certificates.

BS 7671, BS 5839 and NAPIT Certificates
PowerGuard prints BS 7671, BS 5839, and NAPIT certificates onto plain or company headed paper.

1.1 Creating New Certificates

The New Certificates window allows you to create a new certificate. Certificates are split into the
following 3 groups:

Domestic Certificates
Industrial and Commercial Certificates
Continuation Pages

To create a new certificate, following the steps listed below.

screen as shown in the picture opposite.

i',’?wg | Domestic
2 /

Mew Certificate |
-

/ I Iﬂj
1
Site Survey Forms I

2. The New Certificates list will then be displayed showing all the certificates available as shown in
the picture below. To create a new certificate, double-click on the required certificate.

1. Click the New Certificates item from the main Certificates ‘ [

" Powerguard Pro - Domestic Electrical Installation Certificate - Electrical Installation Sample (Moved Consumer ... [« E|
B! P . [

Gle Edit Yew Cersfieate pDA  Toole Heb *
) Mew 5 Open [l Save | T Emal o Pint ) PrintPreview [ veidete TF Speing  f Bt By 1

5t Certificates ||| page 1| il Page2 | bl Page 3] bl ContuationPage 1| i pe 2| ] Atacments
‘hew Certificates: |3 All Certificates » M | Gl Fed | §) |02 sertey -
"‘;:'u Domestic Certificates ~
1 |
-l Domestic Bectrical Instalation Cerficate [t I ST R SERT S LESIRTSRL Fanttl
New Cerbficate Type: Domestic Certificate |
i | Fapes: 3
-
=
- AP B Marm Design, Instalation and y -'31 Minor Blectrical Trstallation Warks
Site Survey Forms Commissioning | Certificate
1
Oen Cartificate Industrial and Commercdial Certificates
O 1 PRI Eiecinical Instaliabon Certificate AW Fre Detection and Alarm System
L | Acceptance

Recent Certificates

P Fire Detecton and Alarm System APEEN pre Detection and Alarm System Design
: [———— ]
7

Search
B £y e Detecton and Alam System () Fyre Detection and Alarm System
1 Inspection and Servicing | Instalation
-
Records of Issue b

« | Certificate: Domesbc Elecirical Installaton Certificate - Blectncal Instali Certificate Mumber: DCR / 10012345 5}, POA Discormected Page Count: §
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3. The Create New Certificate dialog will then be displayed allowing to you select the type of
certificate you want to create.

Create a new NICEIC Certificate

1. Select the NICEIC Certificate tab to create
a new NICEIC Certificate.

Create New Certificate

| MICEIC Certificate |BS 7571 Certificate | Template |

| Ej Enter your new MICEIC certificate information below,
k.

Certificate Reference; My New Certificate Nam;a]
Certificate Type: {(#)Red {3 Purple

Certificate Mumber;  [PM =l | 1001006

Save to Folder: '__i Default Folder i |
Certificate Template: 23] Minor Works TemplatE w
[ Ok ] [ Cancel

2. Enter a Certificate Reference name into the box provided. This is the name that will be displayed
within the Open Certificates section.

3. Select the Red or Purple option to choose the colour of the certificate you want to print.
Red certificates are used by NICEIC approved contractors.

Purple certificates are used by NICEIC domestic installers only.

4. Select the Certificate Code depending on which type of certificates you are using. Normally 2
different codes are listed which is based on the computer friendly NICEIC certificate, and the normal
none-computer NICEIC certificates.

5. Enter the Certificate Number from your certificate (optional).

6. You can specify a Save to Folder where the new certificate will be saved (optional).

7. You can specify a Certificate Template to use for creating your new certificate (optional). Click
here to find out more information on Certificate Templates.

8. When finished, click the OK button to create a new certificate.
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Create a new BS 7671, BS 5839 or NAPIT Certificate

1. Select the BS 7671 Certificate tab Create New Certificate [§|
or Part-P tab to create a new —
Certificate. BS 7671 Certificate | NICEIC Certificate | MAPIT Certificate | Template |

[ Enter vour new B3 7671 certificate information below,

Certificate Reference: l My Mew Certificate Mame

o s | |
Certificate Mumber: ll:":ll_ﬂ_lilﬂ

Save ko Folder: !.__,i Default Folder b | [I__I ]
Certificate Template: IL] Default Certificate b |
[ (n] 4 l [ Zancel ]

2. Enter a Certificate Reference name into the box provided. This is the name that will be
displayed within the Open Certificates section.

3. Enter the Certificate Number from your certificate (optional).
4. You can specify a Save to Folder where the new certificate will be saved (optional).

5. You can specify a Certificate Template to use for creating your new certificate (optional). Click
here to find out more information on Certificate Templates.

6. When finished, click the OK button to create a new certificate.
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1.2 Continuation Pages

Continuation Pages can be added to certificates when required. Continuation pages can be used
when more information needs to be added to your certificate that the current certificate page allows.

To add a new Continuation Page to your certificate, following the steps listed below.

1. When you have created your new certificate, click the Certificate menu and select the Add
Continuation Page... item.

Alternatively you can also click the Add Page button on the main toolbar.

2. The Add Continuation Page dialog
will now be shown. Depending on what
type of certificate you are working on, o
the list of available Continuation Pages )
will be listed from which you can
choose from.

Add Continuation Page

Select below to add a new continuation page to your current
certificate.

ontinuation for General Comments
__J Continuation for Installation and Periodic

Select the Continuation Page you want
gey .. | Continuation for Observations and Recommendations

to add to your certificate and click OK.

[ Ok, ][ Cancel ]

3. The Continuation Page will now be
added to your certificate as shown in
the picture opposite.

lation - Periodic Inspection Sample (Fire Da... |Z||E[Z|

ew |_.=Jr validate “5% Speling = 2 Edit (51 A AddPage ¥

Repeat the above process to add — -
additional Continuation Pages as | o] Page s | kul Continuation Page 1 | || Continuation Page 2
required. SRR R
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1.3 Certificate Folders

Certificate Folders can be created for organising your certificates and grouping certificates into
folders. Certificate folders can be created for each set of certificates.

To add a new Certificate Folder to your certificates list, following the steps listed below.

1. Select the Open Certificate section
from within the main Certificates
screen.

2. To create a new folder, click the
New Folder toolbar button icon.

Alternatively you can also right-click
on the certificates list window and
select the New Folder item from
the menu.

3. The Add New Folder dialog will
now be shown. From here you can
select the certificate group the new
folder will be created in, and also
enter a new folder name.

Select the Certificate Group the
new folder will be created in. In this
example, we have selected the
Domestic Electrical Installation
Certificate group.

Enter a name for your new folder
and click OK.

E."}‘

\._

Site Survey Forms |

A\

Cpen Certificate _ Dom
| s
o |
Recent Certificates e
v| B i Xopeete | GlFnd |8} |5

Mew Folder

Head Office

o

-

# Add New Folder

§ Enter a new folder name below for storing your certificates.

=3 Domestic Certificates ”~
[=-{_ Domestic Electrical Installation Certificate =
1 Company Certificates
[ Head Office
[ My Installation Certificates
{3 Domestic Periodic Inspection Repart
{3 Minor Electrical Installation Works Certificate
{3 Fire Alarm Design, Installation and Commissioning
=4 Industrial and Commerdal Certificates
[ Electrical Installation Certificate

W _Nnrindis Tmnmostiam far am Clasteiea] Toodallabiom

Folder name: | My Mew Folder Mame|

[ oK ] [ Cancel

4. The Certificate Folder will now be added to your certificates list.

Repeat the above process to add additional Certificate Folders as required.
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1.4 Certificate Templates

Certificate Templates allow you to define how a certificate is started, allowing you to preset common
fields and values depending on your requirements for each certificate. Certificate Templates save
you time by not having to repeat the information you enter each time you create a new certificate.

To add a new Certificate Template, following the steps listed below.

1. S(_ele_ct the Neyv Cert_ificate section from View Certificates: 5 Al Certificates
within the main Certificates screen. —_—

=
>

Mew Certificate

f £ e

Site Survey Forms Cert

2. Double-click on the selected certificate you [ S S —
want to create as a new template. In this
example, a Minor Works Certificate Part-P Certificate | NICEIC Certificate | NAPIT Certificate | Template
Template will be created. [ — =

— Enter your new certificate template information below.

The Create New Certificate dialog will
now be shown. Select the Template tab.

Template Mame: | Minor Works Template

Template Type: {®) NICEIC Red () NICEIC Purple
) NICEIC Green
) Part- or NAPTT

LIse Existing Template: :L] Default Certificate w |

[ OK, l[ Cancel ]

3. Enter a Template Name in the box provided.
Select the Certificate Type from the options available, either:
Select NICEIC Red for NICEIC Red certificates (approved contractors).

Select NICEIC Purple for NICEIC Purple certificates (domestic installers).
Select BS 7671 / BS 5839 for normal certificates.

4. The new Certificate Template will now be created and shown. You can now setup the certificate
the way you want and edit any values and fields accordingly for each page.

When finished, click the File menu and select the Save item to save your Certificate Template.
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5. The new Certificate Template is now
complete and ready to use. Create a new

Create New Certificate

certificate and select your new template Part-P Certificate | MICEIC Certificate | NAPIT Certificate | Template |
from the Certificate Template dropdown
list [ Enter your new NICEIC certificate information below.

Certificate Reference: | Minor Works Certificate |

Certificate Type: {®) Red {7 Purple {1 Green

Certificate Number: |F'|""'| V| | 1001008 |

Save to Folder: ||_] Default Folder s |

Certificate Template: | [25] Minor Warks Template b
[25] Empty Certificate

[25 Default Certificate j

Minor WWorks Template

Rev. 1.3 -7-
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15 Certificate Numbers

Certificate Numbers allow you to set a series of numbers that the program will maintain and
automatically increment each time you create a new certificate. Certificate numbers can be set for
each certificate.

To setup Certificate Numbers, following the steps listed below.

1. Select the Tools menu and click the Certificate Numbers... item. The Certificate Numbers
settings dialog will then be displayed.

PowerGuard Pro Settings

General Certificate Numbers
& Organisation i H You can setup your certificate numbers below to have them
% Engineers automatically increment when creating new certificates.
i* Test Instruments
i kit Certificate: |_AJ Domestic Electrical Installation “
44 Company Logo
_!?_j? PDA Device Certificate Mumbers
:ﬁ Certificate Numbers Start Mumber: | 1001234 |

=3 Certificate List
Current Mumber: | 1001234 |

Qj Security

@ Printer End Mumber: | 1002234 |

.‘?‘. Fonts.and Colours [Juse these numbers for all certificates
é:fQ:J Page Setup

ﬂ Printer Alignment
[E7 Database Defaults

23 Archives

& Advanced | Ok _] [ Cancel

2. Select the required certificate you want to setup from the Name dropdown list.
3. Enter a value into the Start Number and End Number fields. If this is the first time you have
entered a value, the Current Number field will be automatically set.

When finished, click the OK button.
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4. Create a new certificate now and the
Certificate Number field will

Create New Certificate

automatically be entered. Part-P Certificate | NICEIC Certificate | NAPIT Certificate | Template |
Each time a new certificate is f Enter your new Part-P certificate information below.
created, the certificate number will :

automatically increment.

Certificate Reference: | My MNew Certificate Mame |

Certificate Mumber: | 1001008 |
Save to Folder: ||_j Default Folder s | [I_..I ]
Certificate Template: ! [25] Default Certificate b |

[ Ok, ][ Cancel J
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1.6 Certificate Reminders

Certificate Reminders can be set for individual certificates to have PowerGuard notify you when a
certificate needs attention. This can be very useful for setting a reminder for example in 3 years
time for when a particular property or building needs retesting. A letter can then be sent to the
relevant client notifying them that a new test is now due.

To setup a Certificate Reminder for a certificate, following the steps listed below.

1. Create a new certificate or open an existing certificate.
2. Click the Certificate menu and select the Edit Reminder item.

3. The Edit Certificate dialog will then be shown with the Reminder tab selected as listed
below.

Edit Certificate

Certificate | Reminder

A You can set a certificate reminder below to be notified when
this certificate needs attention.

") Do not remind me about this certificate

{*) Remind me about this certificate

{3 Remind me one time only on: |16 October 2006 % |

(%1 Remind me every: : i S . manths,

starting from: ._16 | October R ¥

[ K ] [ Cancel

4. From here you can set an option to remind you one time only, or set a reoccurring reminder to
notify you every several months. In the above example, a reminder is set to happen every 12
months beginning from the 16 October 2006.

5. When ready, click the OK button, followed by the Save button to save your changes to the
certificate.

6. When a reminder has been setup for the selected certificate, a notification icon “Awill be
displayed within the Open Certificates screen to indicate a reminder is set.
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1.7 Certificate Attachments

Certificate Attachments can be used to attach files such as pictures, photographs, text files and
documents to your certificates and reports. These files can then be referenced with each certificate
and quickly previewed. Attachments can then be opened by simply double-clicking on them.

To add an attachment to your certificate, following the steps listed below.

1. Create a new certificate or open an existing certificate.
2. Click the Certificate menu and select the Add Attachment... item.

3. The Add Attachment dialog will then be displayed as shown in the picture below. Select a
file to attach and click the Open button.

Add Attachment @

Loak in: |J Images V| 0 1? s '
00090, PG

" 56000091, PG
' 56000092, PG
My Fecent | ||=§ S6000093.3PG
Documents | "2 56000095, PG
' S6000108.7PG
; ' S6000110.7PG
' S6000111.7PG

&P

Deszktop

L%

|

|
My Documents

File name: | 56000090.JPG | Open

Files of type: leage Files [*.brop, *.jpa) " | [ Cancel ]

dy Computer

4. The selected file will then be added to the Attachments tab. If an image file has been added as
an attachment, a preview of the image will be displayed as shown in the picture below.
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@ Powerguard Pro - Domestic Electrical Installation Certificate - Electrical Installation
File Edit Wiew Certificate PDA Tools Help

P |3 Mew [ Open [l save & 5 Emal | § Print |3 PrintPreview
|l&rﬁ§ Certificates | :J Page 1 ||_-5J Page 2 | lu| Page SI ] attachments !

] AddAttachment | [ View Atbachment 38 D

|z} validate %

COverlooking Rio.jpg

5. To open an attachment, select the required attachment item and click the View Attachment
button. To remove an existing attachment, select the required attachment item and click the
Delete button.

6. When complete, click the Save button to save your changes to the certificate

Rev. 1.3
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2.0 Printing Certificates

2.1 Print Preview

The print preview feature can be used to view exactly how the end certificate is going to look, before
it is printed. Pages can be viewed individually or changed to show several pages at once, also
allowing you to zoom into pages if required.

NICEIC certificates can also be previewed with the certificate background showing how the
certificate will be overprinted. The certificate background does not get printed. The certificate
background is shown to give the user an exact view of how the actual certificate will look when
overprinted.

To print preview a certificate, following the steps listed below.

1. Create a new certificate or open an existing certificate.
2. Click the File menu and select the Print Preview item.

Alternatively you can also click the Print Preview button from the main toolbar.

¢ Powivergiitend Prg Print Provia D ol o tion Raport - Par Inspection Sampds (Cent Roquest)

DOMESTIC ELECTRICAL INSTALLATION PERIODIC INSPECTION REPORT cowheuin kefarsnce

[Far & Sovgia BiavalTing ) moLazE

A DETAILS OF THE CLEENT E ABDRESS AND DETAILS OF THE INSTALLATION

ek | Eample Chant 1 plddress: Beme px Chent Address
SARESS. adrecs Ling 1 Eramaind sgn of wectrcal invalisson: 10 Y905 veers
Address Line & S A ¢ e
Address Ling 3 s uf\-rl.;‘leqf:':;-i Ted n;-‘ﬂ‘ ERIMEED Lninowe  veaes
POST LODE A
Droae off previos e [reimbaton Cen W
et e Y AT
Amcordm of nat 3 = 2
ey MNiA Reoords hald by MR
L PIRPOSE OF THE REPORT [ FXTENT OF THE INSTALLATION AR LIMITATIONS OF THE IRSPECTION AND TESTING
ﬁm:b! for  Chent Regquast Ex'l ﬂ;“lt 2 Crosts in cansumer it I:"il'h!d £ T bifting of ficor boeards. Wo mepaction of loft
v Ts ety MBI,
bt rrtition. sevy, of the SO0, MO FELIETN DTN on CRrTAIN Crouis
bl S vl B nepecion U 10 Bensitve sgapment. Ha test on smokn
hies renae el bt OEIRCIONE,
12w e 1} (San Now T
E PARTICERLARS OF THE APPROVET CONTRACTOR DECLARATITEN
Liwe bwmg thw parann(a| magsembie lorets mapecties and tentieg afebe slecovcsl inaesBanen (e indscaind by reylesr
* % bk} lars of whick sre dencribed shove [ims K. brorg aasecived rasvzrobie ch| 5od cos shes
rading Tetlu: - Sample Organisation CarTying aur the i pacan nsmu.-., hmradvr dlac Inr shat Kb In whii-Pupiorr, jagh ey (e
131wt vhw wiwar bt prbopdslan (s K apd L) proeiday e er l:r vin srmeprmeri ol tha camditien of the wiazonzal
Ackdrems Advass Lrw 1 sl larian Cieng i e §ecasnn the acatmd e o rhe wnd tha | al el PRI LT
Address Line 2 i
Addrmos Lina 3 I/ Wils harthes declars that i oy P gadgement. e seed issbalation sas owensd] in B S FACnTY  conditien
[ H BF Thot Tomen Ther boape fire svs CRevveed ok, B0ud Thit @ shulal b P Ther inaen Bl o) possrssseinind |00 ],
INSPECTION, TESTING AND ASSESSMENT I¥-  REPORT REVIEWED AMD CONFIRMED BY: (e 3
Signature Sgratune
. nak Cn Meme Neme
Tel Ry D123 AFGTESL0  Fost Cocde POST CODE (CAPTTALSE 30E USER (CARTTALS 1 J3E USER
i -
Regestration Mumben 123456708 Pamign: Elpcirioan i iom b i
[ ] 3N g Cagte ELO e b L]

This formn la buodt an thes modal shaws s Appandi § of 55 76712001
1| Tha Clarmite: Sarisdi leapacoen Repart mass ba used peby ber raportimg oo ihe cosditien en en weintong Sl

] Thet okl p=T 0 &0 INAEPg D0 veb BBOA £ T Gl Y BECOOERSCE wilhi ii TET1T00L, »a amanded. Cables o ﬂ:utﬂ withis Turdketg a8d coBdsrh. of cablas 580 Colail ©oncrsbed
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3. The Print Preview dialog will then be displayed. By default, only one page is displayed. Multiple
pages can be viewed by clicking the View Pages dropdown button from the toolbar.
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2.2 Printer Alignment

Printer Alignment allows you to align the printing of the text on NICEIC certificates and reports to
match that of your printer. Due to all printers being different, you may need to adjust the left or top
alignment to suit.

If you find that text is being overprinted too far left or right, then increase the left alignment slightly
and try the print again. The same applies to the top and bottom alignment, adjust this value
accordingly.

To setup Printer Alignment for NICEIC Certificates, following the steps listed below.

1. Click the Tools menu and select the Printer Alignment item. The Printer Alignment
settings dialog will then be displayed.

PowerGuard Pro Settings

General Printer Alignment

&4 Organisation If you are having alignment problems when printing MICEIC

certificates, you can adjust the alignment to match your printer.

& Engineers
B
5 Test Instruments Printer: | HP Desklet 835Cxi v
44 Company Logo -
Portrait Certificates

&} pDADeVIee ||
Left Alignment: ! +0.6| v:| centimeters

123 Certificate Numbers E
17 P
[E] Certificate List Top Alignment: | 0.2 % | centimeters
Security
Landscape Certificates

@ Printer )

A Fonts and Colours i Left Alignment: | +0.1 2| centimeters
G?Q_J Page Setup Top Alignment: ! 0.2 :] centimeters

Printer Alignment
[2&] Database Defaults Brint Test Page...

-_B Archives

& Advanced | Ok ] [ Cancel ]

2. Select the required certificate you want to change alignment for from the dropdown list, or
select the All Certificates item to change alignment for all certificates.

3. Adjust the values accordingly for either the portrait or landscape certificates. When finished,
click the OK button.
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3.0 Open Certificates

The Open Certificates window allows you to open or view all your previously created certificates and
folders. All certificates are separated into groups accordingly. Certificates can be opened, edited, and
deleted if required.

To open an existing certificate, following the steps listed below.

1. Click the Open Certificates item from the main Certificates e _olf
screen as shown in the picture opposite. |
L.// Elec
Site Survey Forms Con
.n-"""fﬁ/l
Open Certificate Domestic Per
Q | Perit
,_,-""'/ Owr
Recent Certificates

2. The Open Certificates list when then be displayed showing all the previously created certificates
as shown in the picture below.

Certificate Folders will also be shown and will display how many certificates are contained within
each folder.

Fle Edit Yew Cersfieate DDA Jooks  Hep

f.:} Powerguard Pro - Domestic Electrical Installation Certificate - Electrical Installation Sample (Moved Consumer ... r: |.‘D|5(
x
] New 5 Open [d L Emsl | o3 Print [} PrintPreview [ valdste % Spelng ] Edt 1y 0 e

0t Certficates | || page 1| wl Page 2| k] Page3

View Certficates; 4 All Certificates ~ M |y KoDeete G]Fnd | §) | §H sorty -
i, : Domestic Electrical Installation Certificate ~
]
'.U_,a-'""‘ y My InstallaBon Certificatss Bectrical Instalation Sample (Mowved
Mew Certificate Cormumer Linit)
i u-""‘: Certificate Mumber: DCR | 10012345
-
=
‘,.-/ TR Heetrical Installation Sampls Naw
Site Survey Forms Digtribution Board)
|
Open Certificate Domestic Periodic Inspection Report
Q i e Irspecton Sarple (Change of e T Inspecton Sample [Clent
\f‘, Divanesr ) Request)
Recent Certificates ' =
ﬁ Hinor Electrical Installation Works Certificate
Search FSIR  mnor Installabon Sample (New Lamp T3 painar Irstalation Sample (New Lights
Fited) Frtted)
L__iic] 1 = S
ds of f Minor Installation Sample {Mew Loft Light) =

. | Certificaite: Domestic Electrical Installabon Cerfificate - Elecincal Instal, Certificate Mumber: DOR § 10012345 51, POA Discornected Page Count: 3

3. You can open a required certificate by double-clicking on the item.
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3.2 Records Of Issue

The Records Of Issued certificates feature gives you a complete list of certificates in a detailed view.

The detailed view shows the date the certificate was issued along with the client name and a
description of what the certificate involved.

To view your Records Of Issued certificates, following the steps listed below.

1. Click the Records Of Issue item from the
main Certificates screen.

| DPR /10014335 12/11/2005

= 3

B Minor Electrical Installation Wor
Records of Issue | 00233230 25/05/2005
: -
t | DMQ / 10066542 11/10/2002
Templates

2. The list of all issued certificates will then be shown accordingly, split into each certificate group
as shown in the picture below.

r_;. Powerguard Pro - Domestic Electrical Installation Certificate - Electrical Installation Sample (Moved Consumer ... r

Gle Edit Yew Cersficate PDA ook Heb
] Mew 5 Open [l = L5 Emal | o Print [} PrintPreview [ valdste ‘0 speling | o Edt 7y 0
‘iﬁ Certificates | o | Page 1| bl Page2| bkl Page 3
View Certficates: |3 All Certificates % M | Gy K Dmete  G]Fnd |8} (X SortBy -
i | Sarial Number Date lamed  Client and Deseription  Stals ~
!‘f,,,. _ Domestic Electrical Installation Certificate
hiewe Certificate | ootzazzz 03/03/2003  Ectrical Instalation Sample (New Distribution Board)
- !
=
'\-"X =) DCQ f 10938288 03032006 Bectrical Instalation Sample (Mew Supply)
Site Survey Forms
‘."""f,l- [ OCR | 10012345 Becincal Instalabon Sample Moved Corsumer Linit)
Open Cortificats
qJ _ Domestic Periodic Inspection Report
Recent Cartificates || 00192221 11112005 Pericdc Inspection Sampie (Chent Request)
] PR [ 10014338 12/11f2005  Periodic Inspection Sample (Change of Owner)
Search -
_'ff,l Mingr Electrical Installation Works Certificate
Records of Issue | oo2zaz38 2505/2005  Minor Instalation Sample (New Lamp Fitted) v
o | Certificate: Domestic Electrical Installaton Certificate - Electrcal Install Certificate Mumber: DOR / 10012345 51 POA Discornected Page Count: 3

3. You can open one of the issued certificates by double-clicking on the item.
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3.3 Search Certificates

The search feature allows you to search your entire list of certificates based on either the certificate

name or the certificate reference number.

To search your list of saved certificates, following the steps listed below.

1. Click the Edit menu and select the Find... item.

2. The Find Certificate dialog will now be shown.
From here you can search based on your
certificate name or certificate reference number.

Enter a certificate name or reference to search in
the box provided and click the Search button.

Find Certificate

Enter a certificate name or number below to
search all your previous records.

Mame: | sample| |

3. The search results will then be displayed in the search window on the main screen as shown in

the picture below.

You can open one of the found certificates by double-clicking on the item.

fle Edit Yiew Cersficate PDA  Took  Heb
] Mew 5 Open [id

ot Certifcates ||| page 1 | ] Page 2| L Pages

View Cerificates: |l | All Certificates
i : Minor Electrical Installation Works Certificate
1
'.._,,,r"""# P yinor [staliation Sarple (MNew Lamp
Mew Cartificate Fitted)
-
=
-‘_,-““""f Minor Installation Sample (Mew Loft Light)

Certificate Mumber; D NEE542

Site Survey Forms

Lask Updated: 27/10

e

Oipen Certificats

@

Recent Cerfificetes

Y - . T - - p= - - 1 —- - '

W Powerguard Pro - Domestic Electrical Installation Certificate - Electrical Installation Sample (Moved Consumer ... r: |: Dﬁ(
x
»

= 5 Emal | o Print ) PrintPreview [ veldste 3% Speling

& | Certificate: Domestc Electrical Installaton Certificate - Electnical Instali Certificate Mumber: DOR | 10012345 Sk POA Discornected

A eat il
% M | a4 X Deler

Gl Fnd |8} |GF SertBy -

Minor Irstalation Sample (Mew Lights
Fitted)

Page Count: 3
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3.4 Recent Certificates

The Recent Certificates section lists the 15 most recently created or edited certificates, split into
groups depending on their dates.

To view a list of your recent certificates, following the steps listed below.

1. Click the Recent Certificates R
item from the main Certificates
screen as shown in the picture

v
;

Electrical Installation Sample (Mew Supply)

opposite. Open Certificate &| Certificate Number; DCQ | 10
4 ; Minor _Installaﬁn:n Sample (Mew Lights
Recent Certificates : Fitted)
— Certificate Mumber: PM / 10015542

Perindic Inspection Sample (Change of
r Cwner)

2. The list of recent certificates will then be shown accordingly, split into several groups depending
on their dates.

r_;. Powerguard Pro - Domestic Electrical Installation Certificate - Electrical Installation Sample (Moved Consumer ... r. |EI|: rx_
Gle Edit Yiew Certficate PDA  Took  Heb x
0] Mew &5 Open [ = 5 Emsl | o Prnt ) PrictPreview [ velidete 9% Spelng o B By 0 #

‘:I_"';SCcf'ﬁﬁl:ut:: .JPEHJE].._.JPIIJEZ o | Page 3

View Cerfificates: |l | Al Certificates “ B | 4 Woeer GlFnd |4} |5 sarey -
'r‘ﬁ‘ul :  This Week ~
-1_,,.-"""" Electrica! Inskallation Sampls [Moved Minar Irstalation Sample (New Lamp

Fiay Cmrtificats Consumar Linit) Fitted)
a2 Certficate Mumber: DCR [ 10012345
"
=
\ I Inspection Sample (Fre Damage) & BT peripde Tnspection Sample (Insurance
Site Survey Forms Repart)

Last Week

PO Ejecarica] Instaliaton Sample (Mew 0.8, n j Beectrical Irstalation Sample (New Supphy)

Warehouss]

AP igr Installation Sample (New Loft Ught) j Periodic Inspection Sampie (Change of
Oaner)
Three Weeks Ago
AP e i) Installabon Sample {Mew : 0 pinor instalation Sample (New Lights -
I rinewresr | ineth Ertterl

ummzm&mmmmmm-&mﬁ:mmw:m::mmﬁ ﬂ;mﬁm Fage Count: 3

3. You can open one of the recent certificates by double-clicking on the item.
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35 Check-In and Check-Out

The Check-In and Check-Out feature allows you to transfer certificates between different computers
using any version of PowerGuard. A certificate can be checked-out on your desktop computer, and
then checked-in on a different desktop computer or laptop.

To Check-In and Check-Out a certificate, following the steps listed below.

3.5.1 Check-Out Certificates

1. Create a new certificate or open an existing certificate.

2. Click the Certificate menu and select the Check-Out... item. The Check-Out
Certificate dialog will then be displayed.

Y LIOCUMERTE |

Bl
9:!’
ky Computer

eniodic |hapection for an Electrical |nstallation,

b M etiwork, Save az bype: _ FPowerGuard Certificate [ powerguard) w

3. Enter a name in the box provided to save the certificate to a file. When finished, click the
Save button.

3.5.2 Check-In Certificates

1. Click the Certificate menu and select the Check-In... item. The Check-In Certificate
dialog will then be displayed.

2. Navigate to the required certificate file you previously checked-out and click the Open button.

3. The certificate will then be checked-in and a message will be displayed accordingly.
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4.0 Site Survey Forms

Site Survey Forms can be printed for all the available certificates and reports. Site Survey Forms are
printed onto plain or company headed paper for use onsite for filling in by hand.

To print a Site Survey Form, following the steps listed below.

1. Select the Site Survey Forms section from within the main Certificates screen.

2. The list of available Site Survey Forms will then be listed. Double-click on the required Site
Survey Form you want to print. The Print Site Survey Form dialog will then be displayed as
shown below.

Print Site Survey Form

[ Would wou like bo print a Site Survey Form now?

Site Survey Forms can be used onsite tao fill in certificate information
by hand. The Site Survey Form can then be taken back ko the office
and entered inka your campuker,

| Print | [F‘rint Presvigw ] [ Cancel

3. Once you have selected click the Print button.

You can also preview the form before printing it. To preview the Site Survey Form click the Print
Preview button.
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5.0 PDF Documents

Certificates can be saved as a PDF Documents (Adobe Acrobat Reader Documents) which can then
be stored as a backup, or emailed to customers on request. PDF Documents can be created for the
complete range of certificates.

To save a certificate as a PDF Document, following the steps listed below.

1. Create a new certificate or open an existing certificate.
2. Click the File menu and select the Save As PDF Document / Image... item.

3. The Save Certificate As dialog will then be shown. Enter a certificate name in the box
provided.

Q)g File name: Periodic Inspection Sample {Fire Damage)
My Computer Save as hpe: PDF Document (" pdf} M

Watermark COptions
(inone () Copy (*)Duplicate () Specmin () Draft [show Loge
Show Signatures

() custom: | Custom Watermar
= L 2 kl Show Guidance Mote

4. A watermark can also be set if required. Select a watermark option, or select the Custom option
to enter a custom watermark text. If no watermark is required, select the None item.

5. Additional options can also be set if required. The company logo, signatures, and guidance notes
can all be changed.

6. When ready, click the Save button to create the PDF Document.
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6.0 Emailing Certificates

Certificates can be quickly emailed to colleagues and clients if required. Using this feature
automatically saves the required certificate as a PDF Document and creates a new email message
with the PDF Document attached.

To save a certificate as a PDF Document and automatically email it, following the steps listed below.

1. Create a new certificate or open an existing certificate.
2. Click the File menu and select the Email Certificate item.

3. The certificate will automatically be saved to a PDF Document and attached to a new Email
message as shown in the picture below.

E¥ periodic Inspection for an Electrical Installation - Message (HTML)

! fle Edit View Insert Format Tools Actions Help

i:=dsend |Accounts~ |l H | 4 o B 2 0 |8 |41 B |¥
e I— =

] Options... |

[ 7. ]I |
[ .. || |

.
s

Subject: |Perindic Inspection for an Electrical Installation |
| Attach... | |—£Perindic Inspection Sample {Fire Damage).pdf {3 ME) | [ Attachment Options... ]
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7.0 Address Book

The Address Book can be used to store all your client names and addresses, including additional
information such as telephone numbers and email information. The Address Book can then be easily
accessed when working with new certificates to quickly enter client information.

To view or edit your Address Book, following the steps listed below.

1. Click the Tools menu and select the Address Book item.

2. The Address Book dialog will then be displayed as shown below. From here you can add new
contacts, edit existing contacts, and also delete contacts.

To add a new contact, click the New Contact toolbar button.
To edit an existing contact, select the required contact and click the Edit toolbar button.
To delete an existing contact, select the required contact and click the Delete toolbar button.

# Address Book

&1 New Contact Yy Edit X Delete  2p Search | |i1 | 323 SortBy ~
e

: Mame: Sample Client 1 i Mame:  Sample Client 2
Address Book Address: Address Line 1 [ 97| Address: Address Line 1
; Address Line 2 [ Address Line 2
Address Line 3 Address Line 3

POST CODE Post Code

Ok l [ Cancel

3. The Address Book can be accessed directly
from within all certificates. To use the Address
Book when entering in the client address or
installation address, click the Address Book
button icon as shown in the picture opposite.

This will load the main Address Book dialog
and allow you to select a contact. When you
have selected a contact, click the OK button.
The client address or installation address will
now be automatically filled in.
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8.0 Company Logo

You can add your company logo to certificates and reports if required. Any image format can be
used along with any image size. If the company logo image is too large then PowerGuard will resize
the image accordingly.

To add your company logo to PowerGuard, following the steps listed below.

1. Click the Tools menu and select the Settings item.

2. The Settings dialog will then be displayed as shown in the picture below. Click the Company
Logo item.

PowerGuard Pro Settings

General {qmpﬂ“v ngq

&2 Organisation % You can select a company logo below that can be printed onto
=

84 Engineers your certificates when required.

#.° Test Instruments

| Browse...

= Company Logo
PDA Device |

Certificate Numbers [ ] automatically resize image when required

Certificate List
Security
Printer

T

Fonts and Colours

Page Setup

Printer Alignment

) [ g

Database Defaults

L
]

Archives

pdvares o] [Ccame

i

X

3. Within the Logo section, Click the Browse... button to select a company logo image file. The
Open Logo dialog will then be displayed from which you can select an image file.
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Open Logo
Look jn: | B My Documents V| 0 ‘F g v
e, My Diata Sources

b [ My Music
@ My Pickures
MyRecent  (LZ)My PSP Files
Documents 7= My Received Files

7 E} My Videos
@' I My Virkual Machines
[@1My Web Sikes
Deszktop I Temp

ﬁuisual Studio 2005
T | | cufflinks brap

[_'-. — \-} m r|'|':.-'||:||;||:|

My Docurments |

File namme; |Fﬂ_'r'|DEID-|I'I'ﬂF' | [ Open ]

My Computer gy of bype: lf-'«ll Picture Files V| [ Cancel ]

4. Select an image file and click the Open button.

5. Your company logo image will then be displayed in the preview window.

Depending on the size of your company logo, you may need to select the Automatically resize
image when required checkbox to have PowerGuard resize your logo to fit accordingly.

6. When finished, click the OK button to save your changes.
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9.0 Scanned Signhatures

You can add your scanned signature to certificates and reports if required. Any image format can be
used along with any image size. If the signature image is too large then PowerGuard will resize the
image accordingly.

To add your scanned signature to PowerGuard, following the steps listed below.

1. Click the Tools menu and select the Settings item.

2. The Settings dialog will then be displayed as shown in the picture below. Click the
Engineers item.

PowerGuard Pro Settings

General
|85 Organisation

; Engineers -
5 coneers

: @_: You can enter your Engineer names below that will be displayed
#.° Test Instruments —1  when working with certificates.

|8 Engineers | # Engineer Defaults

44 Company Logo ——

) Engineers: |.ﬁ] Joe Engineer V! [ Add Mew... ]
S PDA Device =2
% Certificate Mumbers Position: | . V|
=] Certificate List []5et as default Engineer
(%) Security
ad )“f You can select a scanned signature for this engineer that will be
@ Printer “=JJ printed onto the certificate.

.i.gi. Fonts and Colours
éﬁ] Page Setup

El| Printer Alignment

M Database Defailts Automatically resize image when required

Mote: Scanned signatures cannot be used to overprint NICEIC certificates.

L3 Archives

-
2 advares o] [Ccame

3. The list of available engineers will then be shown. Select the Engineer you want to setup a
scanned signature for from the dropdown list.

4. Once you have selected the required engineer, click the Browse... button to select a signature

image file. The Open Signature dialog will then be displayed from which you can select an
image file.
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Open Signature

Loak ir: | B My Documents b | 0 5 L
R My Data Sources
| [ My Music
@ My Pictures
My Fecent I1My PSP Files
Documents (7= My Received Files

: 7 @ My Videos
E‘ I My Virkual Machines
[@1My Web Sikes

Deszktop () Temp
ﬁ Yisual Studio 2005

- || cufflinks . brp
['-._ o> H rylogo.brp
" signature.jpg

My Docurments |

File namme; |signature.ipg | [ Open ]

My Computer gy of bype: lf-'«ll Picture Files V| [ Cancel ]

4. Select an image file and click the Open button.

5. Your scanned signature image will then be displayed in the preview window.

Depending on the size of your scanned signature, you may need to select the Automatically
resize image when required checkbox to have PowerGuard resize your signature to fit
accordingly.

6. When finished, click the OK button to save your changes or repeat the above process for each
engineer.

Rev. 1.3 - 27 -



