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INTERNATIONAL ELECTROTECHNICAL COMMISSION

IEC SCHEME FOR CERTIFICATION TO STANDARDS RELATING TO EQUIPMENT FOR USE IN EXPLOSIVE ATMOSPHERES

(IECEx SCHEME)

IECEx OPERATIONAL DOCUMENT

No. Ex OD011- Part 3/Version 1.0
TITLE: 
Guidance on Use of the IECEx Internet based “On-Line” Certificate of Conformity System   


Part 3: Creating IECEx Service Facility Certificates of Conformity CoCs

Introductory Note

This is Version 1.0 of OD 011, Part 3, as the Operational Document that provides guidance for IECEx Certification Bodies (ExCBs) when creating IECEx Certificates of Conformity (CoCs) using the IECEx Internet based “On-Line” Service Facility Certificate of Conformity System. 

OD 011 consists of three parts as follows:

OD011, Guidance on Use of the IECEx Internet based “On-Line” Certificate of Conformity System

Part 1: General Information

Part 2: Creating IECEx Equipment Certificates of Conformity CoCs 

Part 3: Creating IECEx Service Facility Certificates of Conformity CoCs (This part)

This Document should be read in conjunction with OD 011, 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.

Document History
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IECEx Secretariat

286 Sussex Street 

Sydney NSW 2000

Australia
	Tel:  +61 2 8206 6940

Fax: +61 2 8206 6272 

Email: chris.agius@iecex.com


PART 2 – Creating IECEx Service facility Certificates of Conformity (CoCs)

1 General Information

1.1 System

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

1.2
Passwords

The “On-Line” Certificate of Conformity System now provides for a 2 level password system, as follows:-

a) A 1st level password that the ExCB’s Official IECEx representative may provide to various staff within their organisation, to enable them to create a new certificate as a DRAFT.  This level password will enable the staff member to create a new draft certificate and save it as a draft.  It WILL NOT allow them to change the status from “DRAFT” to “CURRENT”.

b) A 2nd level password that is assigned to the official IECEx representative for issue only for the function that is authorised (within the ExCB management system) to formally issue certificates.  This 2nd level password enables the person the same access as the 1st level password PLUS the authority to change the Status from DRAFT to CURRENT.

The two levels of passwords mean that entering certificate information can be done by staff within the ExCB other than the certification authority.  The 2nd level password ensures that there is the final check by the authorised person.

It is most important that the ExCB’s Official representative to IECEx ensures that these passwords are kept secure and that they notify the IECEx Secretary immediately, of any possible breaches of security as new passwords can be assigned.

1.3
Further Guidance
For further information or guidance on using this new IECEx On-Line Certificate of Conformity System, please feel free to contact the IECEx Secretariat.

2 Notes for each field

2.1 Certificate No:

The certificate number consists of the following characters:

IECEx YYY S0000
“YYY” is the CB identifier. The 0000 field is automatically generated by the system and advances in number by “1”.
2.2
History
All CoCs will contain a “History” block. The History block will show all the Issues, of a particular CoC, that have been created and the respective date. Also each “Issue” entry is an active link to that particular Issue of the CoC. 

2.3
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 other ExCBs or the public.  

When ready to formally issue the CoC, the issuing 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 issuing ExCB (using the level 2 password) 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.
Please note that a current CoC may only be edited in the first 14 days of it being made current. A change of status after this time is to be referred to the IECEx Secretariat.
Once saved as “Current” the CoC is then available for everyone to view or print.  

Once a CoC is issued as Current, the issuing ExCB must include the Locations covered by the Certificater under a 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 Applicant, should they object to the decision of the ExCB, always has the option of lodging an appeal with the IECEx Board of Appeal.

2.4
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.

2.5
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 an Applicant 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.  

When an ExCB issues a change to a CoC, the ExCB must include brief details of the change in the “Scope of Service” field.  The original text should NOT be changed.

The “Scope of Service” field has been made mandatory and must contain the details before the CoC can be saved. 

2.6
Applicant 

As required by the Scheme Rules, IECEx 03, the certificate should be in the name of the Applicant, however the location of the applicant may be the head office, which can be different to the locations covered by the certificate.

2.7
Type of Service
The type of Service is selected from the “drop down” list.
2.8
Type of protection
The ExCB can only add to the CoC the type of protection that is within the approved scope of the ExCB.

2.9
Scope of Service
This field should contain a brief description of the scope of service provided by the ExCB. Also a brief description of any changes resulting in a “New issue” of the CoC is to be included here.
2.10
Locations covered by this Certificate
This section provides for the inclusion of the address of more then 1 location. A street address is required. Not a Postal Box number. 
2.11
Facility Audit report
The reference number of the IECEx Facility Assessment Report (FAR) is assigned by the “On-Line” CoC system.  Generally, an FAR would have been issued before it comes time to create a CoC.  Therefore the ExCB must use the “Inset/delete ExFAR” to insert a link to the appropriate FAR.  Refer to Annex B for further guidance
2.12
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”.

2.13
Position

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

2.14
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. The blank space for signatures only appear when the Certificate is printed.

2.15
Date

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

New Features to assist the entering of a New IECEx Service Facility Certificate of Conformity

Section 1 – Entering new CoC details

STEP 1 Select “Enter Online Certificates” from IECEx Website: www.iecex.com
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STEP 2 Select “Certified Service Facility program”
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STEP 3 Log on using assigned user name and password.

Notes: The two levels of Passwords for creating and issuing IECEx Certificates of Conformity remain:

Level 1: Create or edit a Certificate that remains in the “Draft Stage”

Level 2: All the features of Level 1 with the additional feature of changing the Status of a CoC (eg from “Draft” to “Current”)



There is a link to the Ex Equipment Program.
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STEP 4 Select “New certificate” 


Note: There is a new “Logout” feature.
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STEP 5 Fill in details and save
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Section 2 – Creating “New Issue” of  CoC 

STEP 1 Open appropriate CoC and select “New issue” and fill in details.
Note: 

This Issue was created for illustrative purposes.
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Notes: 

This Issue was created for illustrative purposes.
Next issue Number automatically assigned. 

Level 2 Password required to change Status

History does not show until after the Coc is saved.

Original CoC retained on system
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Include reasons for creating new version in “Scope of Service” field. 

Secretariat note: This field is being used for Details of change in an attempt to keep the Certificate to one page.
[image: image8.png]=l| x|

Fle Edt View Favortes Took Help

Q- O - %) & D] Pt

S @[ - B

147 - et Index Detal
15 Travel Hotel Resors e
) ot com - b dcoun,
) ustralisn Sports Tours Crick
&) versge ToFortuns - Loain
) verage o Frtune - Hembers
&lBanckok mep - Thaland maps
&lBostig Hondbook
Elorsbanes Atrain - Intemat
&) Commonweskth Sark Group

8160k Const Tourt St

Booge

& erbafe nkemationsl Austrl

Elrotmsi san In

E1ECE - Test page Cartficate
1 Iecex Certhed servic Faciy.
&l kecexHame

&lLondon 2012 - Voknteer Sarp

EIMLC personasie

AT lboratory accreciation
) standards Ausraa - St
) Suters Prade Acconmodsti
21 The Sydney Horring Hersld s

Cot

iecexies oh:

Home /Search

Ex Equipment Program

B counres stssue docunent

New Certficate
New FAR detals

&) Herzlch wilkommen im Clarion > View oy

A" Certfcates
Certtate ret. rumber
VECEx Cert Body (ExCE)
Drat Certfcste

Fas
Londsn 2012 Hamepsge

& s ot o

Elvo00s Hame

Elvicoscfe utlook web Access services

Exportto Ms Excel

Operstionsi Manual

Address [&] tepfiecex.iec.chiiecexfiecexcs.net]Certficats OpenFormeCopyCTCBCAASCSEDASOC1 2572AD0017CED7 = Boo |tinks »|&: -
— x "2 inferntional Testing and Ceriication Services Ply. Lid | Logout 5|
3 Add. 3 Organize. 5 3

(e, Wiemn | IECEx Certificl Servige Facllity—

&) valeris D5C03331 = T W—

SLinks

quit  save

IECEX CoC Home > Certified Service Facility Program > Certificate of Conformity.

o e

appcant ot [pmran =l
Type of Service: [Repair and Overhaul according o EC 6007818 [<]
Type of Flameproof Enclosure |

Protection

‘Scope of Service: Repar and averheu sccording o EC 60076-18 1]

i version was oreste o testing purposes|

Locations covered [amTest1
by i Cortcde T
y Plce

ustraia =l = =

Wstart| |G & © > | hReports

0D 011 part 3 version... | 3] Inbox - Micrasoft Outl..|[ & hetp://iecendec.chfie.

H ot please afech idfonnal decuert o i ooaons =l
The Travel el - Top 10 Cos
) Thertrbslzadstore powered b,
2] ortas Homepage
&1V sle Cheap Flghts and
& welcome to Gl
1 Westpsc Intemet -personl B =
Elwhiepages.com.au- Search .
Coyrigt © EC/ECEX 2007 , Geneva Swizerand. Al rightsreservea =
[ [ [ memet

(0@ =@ VT szsam





When all details are complete “Save”


Notes:

This Issue was created for illustrative purposes.
History is now visible. Each entry is an active link to the appropriate CoC.

Issue 0 of this CoC is not available as it was not retained on the old system when issue 1 was created. 

A copy of all CoCs will be retained on the system when a new Issue is raised.
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Section 3 – Entering ExTR and QAR details 

The system provides for the linkage of the Certificate to the FAR details that have been previously placed on the On Line system.

When in the “creation” or edit mode to create an IECEx Certificate, selecting “Insert/Delete FAR” opens a window that allows for the linking of the IECEx CoC to the nominated FAR information.  See below.
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The list of FARs on the left side are those available for selection.  There is also a search feature to allow searching for a known FAR reference number.

Annex B
Entering Registration of FAR details on the IECEx “On-Line” Certificate of Conformity System

Section 1 – Registration of Newly Issued FAR

Step 1 Logon as normal with either level 1 or level 2. See Annex A, Steps1, 2 and 3. Select “New FAR details”
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The IECEX Online Cerficate o Conformity System enables:
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%] Full Public access to cansut, view and print issued [ECEx Certificates
] View Statistical information
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General Note:

The IECEx On-Line” Certificate system allows for the “Live” entering of information and details of FARs as well as the IECEx Certificate of Conformity itself.

The system recognizes that FARs may be issued on their own as well as in conjunction with the issuing of an IECEx Certificate of Conformity.

Furthermore, the system is structured on a “linkage” system whereby an IECEx certificate of Conformity may be linked to one or more FARs.  For example, where a Service facility is to be covered by an IECEx Certificate of Conformity and has two or more locations, then there may be two or more FARs issued, one being for each manufacturing location.
Step 2 – Enter details for the various fields for newly created QAR and when completed select “Save” from the top of the editing window.

Note: 

This Issue was created for illustrative purposes.
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Notes for the various Fields:

FAR Number   This number is generated by the system with the following assigned attributes:-

NO / DNV / FAR05.0001 / 00


Country Code 

ExCB issuing the FAR
FAR Reference Number 

Revision number of theFAR 

with 00 assigned for the original issue 

Note: The system allows for additional reference numbers to be added, for internal ExCB use, but the system only lists according to the number generated by the system.  In addition, there is a comments field where additional information may also be included, such as ExCB file numbers etc.

Status 

This new feature allows the FAR to be saved as either a “Draft” or as “Issued”. However the FAR must be saved in the “issued” status to be linked to a CoC.
FAR Free Reference Number: 

This is where an ExCB may wish to add numbers/letters or other characters to the FAR Reference Number generated by the “On-Line” CoC system.

The preferred situation is for the ExCB to adopt the FAR numbering system that is automatically generated by the system. 

In any case, the system will not allow a deletion or change to the automated Number that has been assigned by the system.

Date of Issue:

The date of issue of the FAR is to be specified here.  The system will default by showing the current day that the “New FAR” window was opened.

Audit Date:

This is the date that the audit was completed.  In future and subsequent updates or “new versions” of the FAR this date and the date of issue will change while almost all other information will remain constant.

Sites audited:

This is where the site(s) must be clearly shown by using a street address and not the Postal Box address for the manufacturer.

Issuing ExCB

This is usually the ExCB that opened the new FAR Details 

Service Facility
The name and contact address for the Service facility must be recorded here.  In most cases the site audited may also be the same address for the Applicant in which case this would be repeated

Type of Work Covered by Service Facility
Self explanatory

Comments

(Optional Field)

This area is completely free for the ExCB to record any relevant information that may assist the International Ex industry understand the Service and or the FAR.

Attachments

There is the option to attached additional information or documents if necessary

Section 2 Supplementary or changes/Up dates to FAR

Application:  This section applies where it is necessary to issue a supplement (New version) to an issued FAR.  In most cases the cause for the up date will be to inform that a surveillance audit has been completed.

Step 1  Enter the IECEx “On-Line” Certificate system as per step 1 in Section 1 above. Then select “FARs” from the viewing options.
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Step 2 Select the FAR that needs to be “Up dated” then select “New Version” on the FAR details page, see below,

Note: 

This Issue was created for illustrative purposes.
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Step 3 Make the necessary changes, which will generally be the audit date.  When completed then select save 
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PRINT feature
A FAR may be printed by using the new “Print” feature at the top of the document. 
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