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1. CERTIFICATE APPLICATION 

1.1 NEW CERTIFICATE 

1.1.1 Apply Certificate 

a) For User who has the valid NDT Exam records, upon clicking of Apply Certificate, 
system shows Programme Certificate page. Click Apply New Certificate, as 
shown below. 

 

 

b) Upon clicking of Apply Certificate, system shows Request Certificate page.  

c) User will go through and need to complete all 6 certification processes (CP) step 
by step as shown here (Note: Each step shall be indicated by CP Step X). 
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d) CP Step 1: Candidate Info is Userôs profile which is not editable. Click Next button 
to proceed. 

e) CP Step 2: Upload Document is required if any of Userôs existing document is no 
longer valid. The required documents are normally uploaded during exam 
application.  

 

f) Required documents for certificate application shall be tagged with red asterisk *.  

g) In order to complete this step, User needs to tick declaration message as shown 
below and click button Next to proceed. 

 

h) CP Step 3: Industrial Experience Level 1 or 2 is for User to fill up industrial 
experience supporting details. Click Add New Industrial Experience to start 
adding. 
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i) Industrial Experience page has 2 sections namely Supervisor Details and 
Industrial Experience.  

j) For section Supervisor Details, fill up all details of Userôs supervisor or click 
Choose Existing Supervisor if supervisorôs record already exists in the system. 

 

k) If User opts for Choose Existing Supervisor, pop-up window will appear to list all 
selectable Supervisor: 

 

l) All available details of selected supervisor will be populated in respective data 
fields, which are still editable. If User needs to switch back to key-in different 
supervisor, click New Supervisor. 
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m) Upon clicking of New Supervisor and the form will be cleared for User to fill in new 
data. 

 

 

n) Continuation of Supervisor Details screen. Email must be unique and do not use 
the same email for different supervisor. Otherwise system will pop-up an error 
and not update that particular industrial experience record. 

o) Please note that the last line for Supervisor Details requires User to tick whether 
the supervisor is Supervisor or Referee. 
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p) If Referee is selected, NDT Certificate No. and Certificate Issuer are compulsory. 

 

q) For section Industrial Experience, fill up all details with regards to involvement of 
User in one or more projects under that particular Supervisor.  

r) Key-in details of projects, equipment, product, procedure, project duration, type of 
job and total hours of experience.   
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s) For data field Total Hour Experience, system will be auto-calculating Total Hours 
based on parameters entered by User, as per example below. 

 

t) Click Add to update and system will display the latest status with regards to 
recommendation and approval from Supervisor and JPK, respectively. Selected 
party(s) will also be receiving notification email to respond with feedback. 
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u) Extra note: Certificate application status is now KIV. 

 

v) To return to Industrial Experience Level 1 or 2, click this blue box. 

 

w) System will list down updated info. User can add more industrial experience by 
clicking Add New Industrial Experience and proceed add details as per previous 
steps. 

 

x) New Industrial Experience records will be added to existing list for further action 
by selected Supervisor and approval from JPK. 
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y) Click blue box to review the latest list. Click Next button to proceed. 

 

 

z) User can view the industrial experience by choosing Detail Record under  icon. 
Details will be displayed. Click Back to return to previous page. 
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aa) Using the same icon, User may need to delete or replace Industrial Experience 
details that has been updated before. Choose Delete Record to delete the record.  

 

System will pop-up delete confirmation warning. Click Yes, delete it! to proceed or 
Cancel. Please note that deletion of this record will deny the validity of notification 
email previously sent to any required action-taker(s). 
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1.1.2 Supervisor: Recommendation of Certificate Application 

 

a) CP Step 4: Supervisor will receive notification email to act upon Industrial 

Experience details submitted by User. Click link given in the email. Verification 

Code is required to validate the responding Supervisor. 

 

b) No system login is required. Feedback page will show all items that require 

verification: Applicant Details, Programme Details and Confirmation. 
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c) Upon submission of Supervisorôs recommendation, system will notify the status of 

successful update. Respective info on Userôs certificate application details will also 

be updated. 

 

d) Proceed with next Supervisorôs recommendation (if any). Once recommendation 

from supervisor is completed, next response is approval from JPK. 
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a) Meanwhile, the latest status and information on certificate application are also 

updated on Userôs dashboard (example shown below are All Certificate and Apply 

Certificate).  

b) Under All Certificate: For new certificate that User is currently applying, the latest 

details have been updated accordingly. Certificate status is now changed to 

Endorsed and certificate Expiry Date is set to 5 years from endorsement meeting 

date. 

 

c) Click Detail to view and declare Userôs agreement to code of ethics in using NDT 

Certificate. 

 

 

d) Under Apply Certificate: System will show type of certificate that User is now 

eligible to apply (subject to certain conditions).  
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1.2 CERTIFICATE EXPIRY  

1.2.1 Notification of Certificate Expiry 

 

a) Upon successful login, all certificate holders who have certificate that will expire in 

the next 6 months will receive pop-up notification. 

 

b)  Renewal action or Recertification (whichever applicable) can be done within 6 

months before expiry date. 

 

1.3 RENEW CERTIFICATE 

1.3.1 Apply Certificate 

 

a) Upon successful login, click All Certificate or click Certificate icon on Dashboard 

to view all Userôs list of certificates. 
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b) For User who has the valid NDT Exam records, upon clicking of Apply 

Certificate, system shows Programme Certificate page. Click Apply Renewal 

Certificate, as shown below. 

 

1.3.2 Renewal of expired certificate 

 

a) User will go through and need to complete all 6 normal certification processes 

(CP) step by step as shown here. 

 

b) For the rest of process steps and details, please refer steps 3.2.1(d) onwards. 

1.3.3 Late Renewal 

 

For User (applicant) that the system detects with late renewal, he or she has to apply 

relevant NDT examination. Certificate application can be done upon completion of 

examination result endorsement (with final result is passed). 
















