	[image: image1.png]



	OD 011.Part 2/Version 1

August 2003

Page 1 of 6



INTERNATIONAL ELECTROTECHNICAL COMMISSION
IEC SCHEME FOR CERTIFICATION TO STANDARDS FOR SAFETY OF ELECTRICAL EQUIPMENT FOR EXPLOSIVE ATMOSPHERES

(IECEx SCHEME)

IECEx OPERATIONAL DOCUMENT

No. Ex OD011- Part 2/Version 1 
TITLE: 
Guidance on Use of the IECEx Internet based “On-Line” Certificate of Conformity System   


Part 2: Creating IECEx Certificates of Conformity CoCs

Introductory Note

This document provides guidance for IECEx Certification Bodies (ExCBs) when creating IECEx Certificates of Conformity (CoCs) using the IECEx Internet based “On-Line” Certificate of Conformity System. 

Part 2 of OD011 covers steps and information, such as:

· Explanation of each of the system’s fields

· Instructions for entering information

· Use of “Conditions” and attachments to the CoC

This Document should be read in conjunction with Part 1 of OD011, Guidance on Use of the IECEx Internet based “On-Line” Certificate of Conformity System   Part 1: General Information.  As a means of promoting the IECEx and its Members, Part 1 of OD 011 has been prepared in a format suitable for public access. 

Inquiries relating to this IECEx “On-Line” CoC System, or any other aspect of the IECEx Scheme may be directed to the IECEx Secretary, Mr Chris Agius using the contact details below.
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PART 2 – Creating IECEx Certificates of Conformity (CoCs)

1
General Information


The IECEx CoC System uses HTML as per most Web based documents. The items below provide guidance to ExCBs when creating CoCs.

2 Notes for each field

2.1 Certificate No:

The certificate number consists of the following characters:


IECEx YYY ZZ.0000 

The 0000 field is automatically generated by the system and advances in number by “1” 

Concerning the “X” to cover conditions, this suffix is automatically added to the certificate number when the ExCB selects “YES” to the field “Conditions of Certification”.  Concerning the letter “U”, for component certificates, at present the IECEx Secretary, upon notice, assigns this from the ExCB.

2.2 Status

Part 1 of Operational Document OD 011 provides an explanation of the Status options.  The “Draft” status should be selected when the ExCB is compiling or preparing the CoC.  When saved as a Draft, the CoC remains on the system BUT IT CANNOT be viewed by either an ExCB or the public.  

When ready to formally issue the CoC, the ExCB re-enters the IECEx CoC On-Line system and then selects the Draft CoC.  Once the Draft CoC appears, the ExCB then selects “Edit” from the options located directly above the CoC.  This then opens all fields of the Draft CoC ready for any last minute changes.  Once complete and ready to issue, the ExCB changes the “Status” field from “Draft” to “Current” and then selects the “Save” option, located directly above the certificate.  This step is regarded as the ExCB’s official “Decision to Issue” the certificate, which is similar to the ExCB’s authorizing Officer signing a paper certificate.

Once saved as “Current” the CoC is then available for everyone to view or print.  

Once a CoC is issued as Current, the ExCB must include the manufacturer under their surveillance program, in accordance with the IECEx Operations Manual.  During this surveillance program, an ExCB may be required to change the status of an IECEx CoC from Current to Suspended or even Cancelled.  However this must only occur in accordance with the ExCB’s Certification procedures.  

It should also be noted that, in accordance with the IECEx Scheme Rules, the manufacturer, should they object to the decision of the ExCB, always has the option of lodging an appeal with the IECEx Board of Appeal.

2.3 Date of Issue

The Date of Issue should be regarded as the date on which the ExCB is satisfied that all the requirements of the IECEx Scheme have been met.

2.4 Issue No

The Issue Number acts as a change control device to record the number of changes that have been made to the CoC, with “Issue No. 0” representing the “Original Issue”.  

Where a manufacturer requests a change to an IECEx CoC, the ExCB must first judge whether such a change is appropriate or whether the change is so great that a new CoC should be issued. An example of this would be the adding of a new series of product models this may be best dealt with by the issuing a new certificate.  

It should be noted that when conducting surveillance visits of manufacturers, the one surveillance visit and hence one IECEx Quality Assessment Report (QAR) might be used to cover more then one IECEx CoC. For example the one surveillance visit and one QAR may be used by a manufacturer holding an IECEx CoC for motors and another IECEx CoC for luminaries providing both manufacturing areas are covered during the surveillance.

When an ExCB issues a change to a CoC, the ExCB must include the details of the change in the field “Changes to Certification”.  The original text and product description should NOT be changed.

2.5 Applicant 

As required by the Scheme Rules, IECEx 02, the certificate should be in the name of the manufacturer, however the location of the applicant may be the head office of the manufacturer, which can be different to the location of manufacturer.

2.6 Electrical Apparatus

Requires a brief description of the product, model or Type.  If there is insufficient space a reference to the Schedule can be used, e.g. “Refer to Schedule” 

2.7 Optional accessory:

In most cases this may not be required.  Again if there is insufficient space more information may be included in, with a reference to, the Certificate Schedule. 

2.8 Type of Protection

Relates to the type of Ex protection, e.g. “Ex d IIC T4 IP65”

2.9 Marking

This should show what would be seen on the marking plate concerning the Ex aspect of the product, including the way the Certificate Number should appear. 

2.10 Approved for issue on behalf of the IECEx Certification Body

This name should be the person within the ExCB authorized, in accordance with the ExCB’s quality system, to issue Certificates.  In many cases this person is regarded as the ExCB’s “Signatory”.

2.11 Position

This is the title of the signatory’s position within the ExCB

2.12 Signature

This space has been provided for instances where a paper certificate or a copy of a certificate, endorsed by the issuing ExCB may be required

2.13 Date

This space is intended for paper copies of the certificates and is the date when the IECEx Certificate of Conformity is signed.  .

2.14 Manufacturer

The organization that manufactures the product, usually the same name as the “applicant”.  The address listed should be the location where the product is principally manufactured

2.15 Manufacturing locations

This section provides the inclusion of more then 1 manufacturing site.  When selecting additional manufacturing locations, it is necessary to “Save” the draft CoC first then edit to add more locations.

2.16 Standards

These are the standards covered by the Certificate of Conformity. The ExCB can only add those Standards that are within the approved scope, of the ExCB, to the CoC.

2.17 Test & Assessment Reports

The reference number of the IECEx Test Report (referred to previously as ATRs) must be included here.  IECEx Operational Document OD010, Operational Decision “Guidance for the Preparation of IECEx Test Reports (ExTRs) by IECEx Certification Bodies (ExTRs) and the Processing of ExTRs by Receiving ExCBs” provides guidance on the ATR/ExTR numbering system to be adopted by ExCBs.

2.18 File Reference

This file reference number identifies the ExCB’s own internal “Job” or “Project” number to provide clear traceability of conformity assessment data that may be required to justify the issuing of the IECEx CoC

2.19 Equipment

This field on the certificate is where detailed information is entered to clearly describe what it is that is covered by the IECEx CoC.  As with all other fields, this field accepts basic text being entered directly into the field.  However for any special formatting such as tables, special symbols such as oC, Ω, ∞, ≤, ≥
and the like, it is necessary to follow the following steps:

Step 1 – Compile a complete description of the product, including tables, symbols and any formatting in a conventional Word document.  Create the text exactly as you would wish it to appear in the IECEx CoC.

Step 2 – While in the Word document, select the “Save As” option from the “File” menu.  When the “Save As” window opens, select a location and file name. Then change the “File Type” to “HTML” or “Web document”.  When completed select “OK” on the “Save As” window.  Do not close the Word file at this point.

Step 3 – With the Word file still open, select the “View” drop down menu within the Word menu bar. The select “HTML source” or “HTML codes”.  A window then appears showing the individual HTML character codes.  With this window open and the HTML character codes showing, use the cursor to select all codes.  When highlighted select “Copy” within the word document.

Step 4 – Now return to the draft IECEx CoC and place the cursor in the “Equipment” field of the Schedule.  Then select “paste” by using the right button on the mouse.  This then places a copy of all HTML source codes into this Equipment field.

Step 5 – Still within the IECEx CoC, now select “Save” from within the IECEx CoC On-Line system.  You will now see that the HTML source codes have now be transformed into the text and format you created within the Word Document.

The same 5 Steps above can be used when entering information in the “Conditions of Certification” or “Changes” fields.

The IEC Central Office IT Department, in an effort to eliminate the above process, are examining alternative approaches to enable ExCBs to use formatting tools within the IECEx On-Line system.

2.20 Conditions of Certification 

Conditions of safe use imposed on the issuing of the IECEx CoC should be recorded here and the “YES” option box checked.  This will automatically assign an “X” after the IECEx CoC number

2.21 Annex and Attachments

The IECEx On-Line Certificate of Conformity System provides for the adding of attachments or annexes to the certificate.  Selecting “Use additional page” box at the end of the Draft CoC will add attachments or annexes.

2.22 Further Guidance
For further information or guidance in using this new IECEx On-Line Certificate of Conformity System, please feel free to contact the IECEx Secretariat.
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