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SELECTCERTS Desktop Version 
The PC, Mac & Linux applications allow certificates to be competed electronically without always 

needing an internet connection and is ideal for the office on a desktop machine or on site with a 

Windows 8 tablet or a laptop. 

Although this guide is specific to the desktop version, most of the documentation may be applied to 

the website, the Android and iOS apps.  

Download and Installation 
The Desktop application can be installed in any directory/folder that has full/read write permissions. 

It can be installed on removable storage such as flash drives, as long as the operating system is the 

same as the target installation (e.g. a windows install to a flash drive can only be used on other 

windows machines). Please don't install into "C:/Program Files" on windows due to permission 

limitations. 

System requirements (PC) 

Requirement type Minimum requirement 

RAM 128MB* 

Storage space 64MB* 

Processor speed 1.5GHz 

Screen resolution 800x600 

* Available space 

System requirements (Mac & Linux) 

Requirement type Minimum requirement 

RAM 128MB* 

Storage space 64MB* 

Processor speed 1.5GHz 

Screen resolution 800x600 

Java Version 1.7.0_51 

* Available space 

Run the setup application once it has been downloaded. 

Knowing the program version 
If you need to know whether your version of SELECTCERTS is up to date, it is helpful to check the 

version code. To check the version code click on the about link at the bottom of the main window. 



 

Registration & Activation 
If you have not registered with SELECTCERTS, click the Register button to register. 

 

Once you are on the registration screen, enter your details in the fields on the left hand side, 

information on what is required in each field is shown on the right, then click the Register button. To 

ensure the best technical service and user experience, please ensure the company information is as 

accurate as possible. 



 

If the registration was successful you will be notified, and an activation email sent to the address 

entered in the Email field. The email will look similar to the one shown below, click the link to 

activate your account. 

 

Setting up the program for first use 
Before the program may be used it must first be set up. To set up the program simply log in (please 

make sure you have a good internet connection for this stage while it retrieves information from 

selectcerts.co.uk. 

Please note SELECTCERTS Desktop can be used by multiple users however each user must be 

registered to use the system. To register a user open the Account section and select Users then click 

Add. Insert details of the intended user. Note: There are three user levels; Site User, Validator and 

System Administrator each of whom can have one or many specific permissions allocated to them at 

the discretion of the system purchaser - see the account section on page 27. 

Logging in 
To log in, enter your email and password, then click Login. The synchronisation process will begin, if 

you are connected to the internet. 



 

Synchronising 
Once you log in SELECTCERTS will tell you how much synchronising it is going to do (in addition to 

some basic synchronisation e.g. clients/locations). 

 

  



You may back up your locally stored information if you wish to. 

 

After you have made a choice synchronisation will then begin. 

 

How do I download a certificate? 

To download a certificate it must be assigned to your username. please see  the "Certificates" 

section. 

How do I upload a certificate? 

To upload a certificate that has been downloaded, or created offline, you need to mark it as 

complete. please see the "Certificates" section. 

Navigating through the application 
Shown below is the menu. You will only see Home and Clients first. 

 

As you progress in the application you will see more tabs, click a tab to go back to that stage. 

 

  



The homepage 
This is the screen you will see when you log in. It contains a Quick start guide which you may print by 

clicking on the Print button.  

You may also perform synchronisations here if you wish.  

Clicking Next takes you to the Clients screen. 

 

  



Clients 
You can manage your clients here. 

Please note: Actual site locations should be recorded in the Locations screen. A client is the person 

ordering the work from you and could be either a home owner, architect, builder or another type or 

organisation (the client address may also be the location address in some instances - see the Copy 

Client function in adding a location on page 15). 

To manage locations for a client, click on the client in the list in the left hand side and the click Next. 

Clients that are stored online are indicated by a cloud icon. 

Click Back to go back to the home screen. 

 

  



Adding a Client 

To add a client, click the Add button. The details section on the right hand side will become editable, 

enter the clients details in this area then click Save (or cancel). Filling these details as accurately as 

possible will help you when creating certificates. 

 

  



Editing a client 

To edit a client, click on the client you want to amend in the left hand side and then click Edit, the 

details on the right hand side will become editable. Edit as required and then click Save. 

 

  



Deleting a Client 

To delete a client, select the client on the left hand side and click Delete, then click Yes to confirm 

the deletion. 

 

  



Locations 
You can manage site locations on the Locations screen. 

To go back to the Clients screen click Back. 

To go to the Certificates screen choose a location then click Next. Locations that are saved online are 

indicated by a cloud icon. 

 

  



Adding a location 

To add a new location, click Add and fill in the location details on the right hand side, then click Save. 

Clicking Copy Client allows you to copy the details from the selected client into the location details. 

 

  



Editing a Location 

To edit a location, select the location from the left hand side and click Edit, Change the details as 

required then click Save. 

 

  



Deleting a location 

Select a location on the left hand side and click Delete to delete it. 

 

  



Certificates 
You can manage certificates on this screen. 

The list of certificates are on the left. Certificates that are stored online will have a cloud icon, 

certificates that are stored locally on the PC will lack the cloud icon. 

Click Back to go back to the locations screen. 

To edit the pages of a certificate select a certificate on the left hand side and click Next. 

 

  



Adding a new certificate 

To add a new certificate click the Add button. Then, select a template and click OK. The new 

certificate will then appear in the certificate list on the left hand side. 

Please note: Users must have permission "certificate_add" set to true to be able to add certificates, 

for more details please see the permissions section. 

 

  



Printing/previewing a certificate 

To print or preview a certificate select the certificate on the left hand side and click Print/Preview. 

Please note: Only certificates that are stored can be printed or previewed, to print or preview a 

certificate stored on a PC it must first be uploaded. Users with permission "certificate_print" can use 

this functionality. 

The certificate will open in your preferred PDF viewer, from here you can save the PDF for an email 

attachment or you can print it on paper. 

 

Editing a certificates details 

Once you click a certificate in the list, details will populate on the right hand side. 

Note: This is where certificates can be setup for offline use if needed. 

If you have completed a certificate, you can notify your boss or colleagues by selecting Yes from the 

drop down box, this will put a tick in the certificate list. Marking a certificate as complete allows it to 

be uploaded to the online system when you next synchronise, if the certificate does not have a cloud 

icon. 

Notes can be added in the notes box. This is a useful feature where the user can record comments or 

remarks on any aspect of the electrical installation relating to the certificate. 



To put a certificate onto a users device it must first be assigned to the user by using the drop down 

box named "Assign certificate to user". The certificate will then be downloaded onto the users 

device when they next synchronise. 

Emailing a certificate 

Once a certificate has been completed it can then be emailed. Click Email Certificate to open the 

email dialog. 

First confirm the email address is correct, you can choose from the client email, the location email or 

another email address by clicking on the radio buttons. 

Amend the Subject and message body if needed then click Send. 

 

  



Deleting a certificate 

To delete a certificate, select it from the list by clicking on it and then click Delete.  

 

  



Pages 
Once you have chosen a certificate and advanced to the pages screen, you can manage all the pages 

that form the certificate. 

To edit a page, choose the page you wish to edit and click Next. 

 

  



Adding a new page 

To add a new page, click the Add button. 

 

Then select a page template and click OK. The new page will be created and appear in the pages list. 

When issuing a certificate or report the relevant guidance for recipients page must be attached. 



 

Sections 
This is where you or the site user will edit the certificate. You can enter information in the cream 

coloured boxes and white boxes. Check boxes can be ticked. 

 



Adding a signature 

To add a signature click on a signature box. 

 

Then choose a signature file, it must be smaller than 100KB and of png/bmp/jpg format.  

Please note: you may need to synchronise to upload signatures. 

Column fill 

To fill an entire column enter the detail in the upper most column and click Fill Down. 

 



Copy/Paste 

Charts may be copied from one page to another of the same type. Copy and Paste allows you to 

easily transfer information from one chart to another. 

 

The account section 
To open the account, click the Account button at the top. 

 

 

 



The Company Tab 

On this tab you can enter the company details.  

 

Ensure the company address is filled in as accurately as possible as this will help you complete 

certificates faster by auto-populating certificate information. 

Ensure the Billing Address matches the payment details exactly (case sensitive) before purchasing 

more days. 

  



The Users Tab 

For best use of the system, each person who uses SELECTCERTS should be a user. A company can 

have as many users as they like and there is no additional cost. 

 

To add a user click Add and fill in the details, then click Save. 

There are 3 basic permission levels; System Administrator, Validator and Site User. 

System Administrators have full control of the system, Validators can create and assign certificates 

and Site Users can complete certificates that have been assigned to them. 



 

To edit a users details click Edit and amend the details, then click Save. 

  



Permissions 

To view or edit specific permissions select a user and click Permissions.  

 

Amend the permissions with the adjacent drop downs. These will automatically save once toggled. 

The details of each permissions are: 

Permission name Features enabled if true 

client_add Adding clients 

client_edit Adding clients 

client_delete Deleting clients 

location_add Adding locations 

location_edit Editing locations 

location_delete Deleting locations 

certificate_add Adding certificates 

certificate_edit Editing certificates 



certificate_delete Deleting certificates 

certificate_finish Adding signatures, marking certificates as 
complete 

certificate_print Printing certificates, Previewing certificates 

page_add Adding pages 

page_delete Deleting pages 

user_add Adding users 

user_edit Editing users 

user_delete Deleting users 

user_allocate Assigning certificates to users 

system_admin Accessing the account window 

 

The Billing Tab 

You can view the amount of days remaining in your account and when it expires. To purchase more 

days, please visit selectcerts.co.uk, log and purchase on the websites billing tab. This will redirect 

you to Sage Pay.  

 

  



The Devices Tab 

You can view the devices linked to your account. You can remove a device if it has been lost etc. This 

will free and locked certificates that were downloaded to that device. 

You can also view individual certificates downloaded on a device, and unlock them if necessary. 

 

 


