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Create a Complex Isolation Certificate 

Use this PermitMe Job Aid to:   Progress a complex isolation procedure request. 
 
Requirements: ￼ User must be assigned “Operations Support” Permission Role in 

PermitMe.  
  
PermitMe users assigned with ‘Operations Support’ permission will be able to configure and generate a 
‘green’ Isolation Certificate (I/C) form for use with complex isolation procedures. 
 
The I/C number is computer generated at the ‘New Isolation Request’ submission stage and is retained 
as the Isolation number. The number series is set to generate next number with a start point of 
400,001.  
 
The Isolation request number is the same as the new Isolation Certificate number and once the 
request has been submitted, can be added to the PermitMe Permit for tracking.  
 
Where a user does not have ‘Operations Support’ permission in PermitMe they will only be able to 
create an isolation request. 
  
These steps are contained within a separate PermitMe Job Aid: Request a New Isolation.   
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To Add a Request to the PermitMe Isolation Register:  

  

 

  
On submitting a New Isolation 
request, PermitMe Applicant with 
Operations Support permission will 
see the following (on right) with 
three buttons 

 “Edit Request Details” 
 “Set as Non-Complex”  
 “Set as Complex” 

  

 
 
 

 
Applicant selects: 
“Set as Complex” button. 
On the pop-up menu select 
themselves or alternative person 
from the drop-down list to ‘Assign 
Compiler’.  
 
Then select: 
“Assign and Notify Compiler” 
button. 
  
During the “IN PROGRESS - Being 
Compiled” status of the procedure, 
the Complier can revert to Non-
Complex by clicking the “Non-
Complex” button. 
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In the Isolation view: 
Additional buttons will be available 
to the Compiler. The FIVE buttons 
at top of ISOLATION VIEW are: 
  
1. “Quick Edit” allows some fields 

to be edited without changing 
the status of the isolation. 
 

2. “Edit Request Details” button 
will take the isolation back to the 
request, pre-submission of the 
request stage and restart the 
process. 

 
3. “Set as Non-Complex” allows 

the compiler to take the isolation 
back to a Non-Complex 
isolation if required. 

 
4. “Print Draft I/C” this will print a 

draft for checking with a water 
mark at the top of the I/C 
showing DRAFT. 

 
5. The Complier should configure 

procedure fields: use   
“Configure Systems to be 
Isolated” and complete the 
table, then use the function:  
“Compile Procedure” to create 
the isolation procedure steps. 

Note: 
If either of the two are not 
completed. Then “Progress 
Isolation” will redirect to 
complete before proceeding to 
pop up for Assigning a Checker 

 
6.  Select “Progress Isolation” 

button to Assign a Checker.  
Note: 
To reject this, contact PI or ROS 
Isolations for assistance to perform 
this function. 

 
 

 
 
 
 
 

 
 

 
 

3   



 
PermitMe Job Aid 4003 – Create a Complex Isolation 
  

August 2024 – Rev 0 – TE-7000-TECD722047 Page 4 of 5  

 
To attach an I/C to a Permit:  
 
Go to the Permit and add the I/C 
number into permit I/C field. 
 
Note:  
The I/C and Permit will now be 
linked, allowing quick access 
between both the Permit and I/C. 
 
Note: 
Permit Status will also show on the 
I/C MASTER ISOALTION 
REGISTER. Fill out all the fields on 
the form. 

 

 
“Submit Permit Request” function 
will now automatically update 
statuses as follows:    
PermitMe will look to see if it can 
match the IC number written on the 
permit to an IC # listed in PermitMe. 
If it does, it checks the IC status, if 
the permit is not in the PI's hands 
yet (pre ‘Pending PI Review’ 
status), it will mark the Permit as 
Awaiting IC automatically.  

Once the IC has been progressed 
to the PI, and checking is complete, 
PermitMe will automatically update 
statuses of all connected permits to 
'New' so they appear in the PI ready 
for review list.   

The ‘Submit as awaiting I/C’ drop 
down will be removed in a future 
update. 

 
 
 
 

 
Do not save it as ‘Draft’ otherwise 
the automatic progression function 
will not work.  
  
Once the Checker confirms the I/C 
is OK and the check is complete, 
the Permit will automatically change 
statuses to ‘New’ from ‘Awaiting 
I/C’.  

 

 
End of process to create a Complex 
isolation.  
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