Legacy Certificates

Scotland




This tutorial is designed to

explain the most common

processes Certifiers will use -
relating to projects which contain
at least one certificate generated = e
under the old (pre-October 2016)

SER system. Such certificates will p—5—-

be referred to as ‘legacy’

certificates.

Certificate Summary

Certificate Details

This is a legacy certificate that was generated on the previous version of this website.

General Project Information +

Schedule 1 - Third Party Designed Details

Schedule 2 - Design Features

Additional Information
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Creating a New Certificate from a Legacy Certificate

To create a new certificate from a legacy certificate you will use one
of the below options:

* Generate Additional Stage(s) to an Existing Project
* Generate Amendment to Warrant

* Generate Structural Changes to Certificate Issued to Local
Authority

» Convert Non-staged Project to Staged Project

The first stages of the process remain the same as for a non-legacy
certificate. You will begin by confirming that your firm has adequate
Professional Indemnity Insurance, and will then enter whether the
project is staged or not and select the certificate which is to be
superseded.

You will then reach the General Project Information screen which will
be prepopulated. You can edit all fields as required, with the
exception of the Approved Body. There are two fields which you will
need to populate even if there are no other changes to the previous
certificate; ‘Project risk group’ and ‘Total project value’.

Once this section has been completed, select ‘Save and Continue’.

Project risk group

Body registration num

SER1-DB-0000

Address Line 1
Address Line 2
Postcode
Country

Project Value

Total project value *

£ 0

ber

alue £2,894.400

£30.00
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Sta geg (”c applicable) Stage Information

ACC: SER1-D-00000

If the new certificate relates to a staged project
you will be presented with the current stage

description as shown to the right. Due to the old Stage type SER e
system having a separate certificate for each 3 Stage description
stage, these cannot be translated into the new stage description

system and will need to be manually entered.

Please delete the stage shown (unless the

certificate was a stage 1) and re-enter all stages

from stage 1 onwards. Deleting the current stage 4 Dbt AR e

(in this case stage 3) will reset the stage numbers e deseriprion”

to begin at stage 1 again.

This creates a single certificate covering all

stages for the project. If more stages are

required, then these can be created using the You have 2000 characters ef

‘Generate Additional Stage(s) to an Existing

Project’ function and you will not need to re-
enter the stages again.

Do you expect this to be the last stage(s) for the project?

Once the stages are represented correctly, select
‘Save and Continue’.

Yes @ No

Structural Engineers Registration Ltd



Schedule 1 - Third party |pisialit ek
designed details

If you had items on the legacy certificate Schedule 1, you will
see a screen similar to the screen to the right. A list of all items
present on the legacy certificate Schedule 1 will be listed under
Previous Items’, along with the items available to be selected

fO r th ecu rrent ce rtlfl Cate- The following items are those that formed part of the structural design covered by the previous legacy certificate:

You are required to re-enter all legacy certificate Schedule 1 @ Timber rooftrusses
items onto the new certificate’s Schedule 1, if those items are

still permitted for the applicable Risk Grou?: Using the example @ Pitine

to the right, you would therefore re-select Timberroof trusses, @ redestrian varriers/nanaraits
piling and pedestrian barriers/handrails. As detailed in SER |

Guidance Note 12, there is no longer an ‘other’ section on @ Orher: stairs
Schedule 1, regardless of the Risk Group.

Please note - ALL items entered on Schedule 1 must also be included on Schedule 2

Previous ltems

However, for prOjeCtS WhICh Contained a Cel’tificate generated Please select the items that form part of the structural design covered by this certificate and are subject to detailed design by a
under the Old SyStem, any |tems entered onto the legac specialist contractor which have yet to be completed.
certificate’s Schedule 1 remain valid. However, they wilP/not Piling

appear on the new certificate or the Form Q. These items will Vibro stone columns
therefore need to be handwritten onto the Form Q before it is
submitted (please see Slide 10 of this tutorial for an example).

Precast foundation systems

Precast concrete floor units

Select new any items that are being added to the certificate Precast concrete stairs
then select ‘Save and Continue’. Timber 1oof trusces
Schedule 2 remains the same as the old system. The items will ST EONTE TS
be prepopulated with the items entered onto the original Pedestrian bariers
certificate. Please review, amend and add to these as Glazing

appropriate prior to moving to the next page.

Structural Engineers Registration Ltd



List of information used for the purposes of certification

List of information used for the purposes of

This new section allows you to add a list of drawings,
specifications and documentation used during the
certification process. This Schedule is mandatory for all
certificates, and will be issued to the Local Authority with the
certificate.

You can add the items individually or upload a document
containing a list of the items.

Once you have completed this section you should click ‘Save
and Continue’,

certification

ACC: SER1-D-00000

Please use either of the methods below to complete a list of the information used for the certification of this project

Manually Add a List

Add ltem

Upload a File Containing a List

Select a file

| Choose File No file chosen
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items to be certified RSSO ILEEIEENEC
in a later stage

Next you will be presented with another
ne\N. S.eCt!On ent|tled ‘Items to be Leave this section blank if this is a non-staged certificate
certified in a later Stage’.

Both SER and non-SER certified items

should be entered into this section, as

there IS nOW the 0pt|0n Of |nCIUd|ng non- Please provide a description of any items that will be covered by future design certificates
SER stages in the cer’glflcateérefer to the

‘Generate New Certificate - Staged’

tutorial for more information).

If the project is not staged, please leave
this section blank as it'is not required.

If the project is staged, please enter all
information that is yet to be certified into
this section. If all information is covered
by the certificate being generated, leave
this section blank.

Select ‘Save and Continue’ once
com.?.lete. You may then review the
certificate information, view a draft PDF

of the certificate and proceed to

payment in the normal mannetr. 4 Previous Step Return to Account

ACC: SER1-D-00000

You have 2000 characters left
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Generating a Form Q

Please note: If you need to generate a Form Q for a legacy certificate that is not to be H

superseded byya certificate%generated viathe news s%er%/, you will need to generate the Enter Slgn'Off Dates
Form Q usmE the old system (hard chy completed by hand, rather than being generated
within the SER system). Local Authorities have been made aware that they should continue CRT: 000000

to accept old-style Form Qs in these circumstances.

To generate a Form Q for a certificate which is to supersede a legacy certificate, you must
first enter the certificate signature dates. Refer to the separate tutorial for further
information on this process.

Piling Sign off date

Select ‘Generate Form Q’ from the ‘Certificate Actions’ menu. You will then be shown a ot .
screen with all the items selected on the certificate. o Nolonger applicable

Please note: This will not show items that were present on the legacy certificate but were

unable to be selected on the new certificate, e.g. ‘other’, cladding fixings. Such items should Precast concrete floor units Sign off date
be hand-written on the Form Q before it is issued. Local Authorities have been made aware
that they should accept Form Qs which were generated within the SER system but which
contain hand-written additions in these circumstances. Please see Slide 10 of this tutorial
for an example.

Ref: 4 ! No longer applicable

Timber roof trusses Sign off date
Enter any sign-off dates available. If you are not able to enter sign-off dates for all items you Ref: 6 - No longer applicable
are now able to issue an interim Form Q by entering sign-off dates for some but not all of
the Schedule 1 items.
Pedestrian barriers Sign off date
Enter the sign-off date for some or all of the items. Ref: 8

No longer applicable

Please note: You are not able to change a sign-off date for an item once it has been entered.

Please note: The ‘no longer applicable’ option has been added for use when generating an
amendment to warrant or additional certificate to reflect that the element has either been
removed from the project or is no longer designed by a third party.

Select ‘Save and Continue’
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Confirm Details

Confirm Details

You will then be able to review the information entered to ensure it is

correct. Please note: You must enter a warrant number prior to Certificate Information

generating the Form Q.

If you have entered sign-off dates for all items on the certificate the
message shown at the bottom will say the Form Q will be a finalised
version. If you haven’t entered all dates the message will state that

the Form Q will be an interim version. =]

If there are any details that are incorrect there is an option at the
bottom of the screen (not shown) that allows you to return to the

Summary of Schedule 1 Items

previous step to amend details. Once dates have been entered and i’ s
the Form Q generated they cannot be amended. e
Once all the information is correct, select ‘Generate Form Q’. imperrontirusees

Generated Form Q will be a finalised version as all Schedule 1 items have a sign off date entered against them, or have been marked
as no longer applicable.
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Legacy Schedule 1 Items on Form Q

Once you have generated your Form Q, you will download and print it out. If there are items which weren’t
available to be reselected when regenerating the certificate, you will need to handwrite these onto the Form Q. The
example below shows three items, two of which were reselected from the legacy certificate, one new item and two
‘Other’ items handwritten onto the certificate.

When submitting the Form Q to the Local Authority, please include a copy of the legacy certificate for reference of
the origin of the handwritten items.

Schedule 1 items

Item ﬁ Reference Number Sign Off Date

Precast concrete floor units 4 13/10/2016

Pedestrian barriers 8 | 13/10/2016

Glazing 9 No longer applicable
13/10/2016

Other: Steel staivy

Cladding fixings No-longer applicable AAA
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