
 
 
 
 
 
 
 
 
 
 

Directorate of Estates 
 

Permit to Work – Requestor Training 
 
 

http://www.estates.manchester.ac.uk/p2w 



Logging On 
 

• Open up Internet Explorer 
• Type in this link to access PtW – http://www.estates.manchester.ac.uk/p2w 
• Log in using normal username and password 
• The following screen will appear showing all active permits: 

Click to create a 
new request for 

a Permit to 
Work 

Click to view the 
Approved 
Contractor list 

Click to open the 
document library, this 

is where you can view 
or add documents to a 
Permit. 

Click to view 
non active 

permits i.e. 
cancelled, on 

hold or 
completed 

Click to search 
the system via 

building, title, 
requested by 
and date range 

Click to view 
your access 

level in the 
system and 

permits you 
have requested 

Click to cancel, 
put on hold or 

complete a 
Permit 

Click to view and print a 
Permit or change the 

authorisor (ie if they are 
not in work and you need 
the permit authorising) 

Click to view 
general 

information 
about the 

creation of the 
Permit. 

 
 

Click to log out 
of the system 



 
 
 
 
 

This shows the status of the permit request: 

RED = Permit has expired 
AMBER = Pending authorisation & near expiry 

date (3 days) / Active & near expiry date 
GREEN = Pending authorisation & start date 

not commenced / Pending authorisation & 
live / Authorised & live  

This is the person 
who authorised the 

permit.  If this shows 
as Pending then the 

permit has not yet 
been authorised 

This is the 
building for 

which the 
permit has been 
requested 

This is the date that the 
permit will expire and no 
longer be valid 

This is the date that the 
permit will start and will 
become valid 

This is the 
person who 

requested the 
permit to work 
(Requestor) 

If you are an Authorisor, this Alert shows 
permits that have been requested and have 

not yet been authorised (Pending). 
 

As an authorisor you would be able to go in 
and authorise these permits (ie if the 

person selected to authorise the permit is 
not in). 

This is the category of 
the permit: 

Hot Work 
Excavation 

Confined Space 
Asbestos 
Electrical Substation 

This is the permit number which 
is automatically generated by 
the system 



The form on the left side of the page is the standard form 
that Requestors will use to submit their requests for 
Authorisation 
 
 On completion of this form an email will be sent to the 
selected Authoriser advising them to login to the system, 
review the request and authorise it 
 
After the Permit has been authorised an email will be sent to 
the requestor advising them that the request is authorised 
and live in the Permit To Work System 

 
 

To enter the start date and 
time click the icon next to the 
textbox, a calendar will popup 
as shown to the left, enter the 
time and click a date and the 
calendar will close 

To enter the end date and 
time click the icon next to the 
textbox, a calendar will pop up 
as shown to the left, enter the 
time and click a date and the 
calendar will close 
 

Request a Permit to Work 



To select a permit type 
(Title) click this icon, a 
popup will appear with a 
list of valid permit types 
 
 

 

Depending on what type of permit 
was selected in the previous box, a 
list of Authorised people for that 
permit type within the date range 
specified will be shown, select one 
to move on 

Clicking on Direct Labour or Contractor will open a popup 
window where you can select a Contractor or Estates DLO, you 
also have the ability to add a contact name and telephone 
number for the person who will carry out the work described in 
the form 



 
 
 
 

 
 
 
Clicking this icon will open a window where you can select a 
building from the central building list 
 
If you choose a building where there is already a permit active for 
the same date range you will be able to view this permit to check 
that it does not conflict with the one you are requesting 



Clicking this icon will open a window where you can select 
documents to add to the permit, you may add permit specific 
ones from your pc or select ones from the library or a 
mixture of both 
 
The Library is fully searchable on tagname, permit type and 
owner 
 
You can click on the type of permit and a list of relevant 
documents will automatically be listed.  Or you can browse 
the G drive and attached relevant documentation to your 
permit request 
 
If you have a document that you think should be stored in 
the Document Library, please contact Professional Services. 



 Print a Permit to Work 
 

Please note that once a permit has been authorised, it can only be printed 48 hours before the permit is due to start. 
 

Click on this icon and details of the permit will appear.  The 
printer icon will appear in the top right hand corner, select to 
print. 





The permit will print out as: 

 
 



 
 
 
 
 
 
 
 
 
 
 
 

If you have requested a permit and it has not been authorised (ie because the Authorisor is not in), you 
can select the icon above and change the Authorisor, so that your permit can be processed in time for 
the start date 



Authorising a Permit to Work 
 
When a permit has been requested, the authorisor will automatically receive the email below: 
 
 

 
 
 

• Log onto the system by the link in the email  
 
 
 
 
 
 
 



 
The Permit to Work screen will appear: 
 

 
 

• Select relevant permit and check that the permit details are ok 
 
If you are NOT SATISFIED with the details on the permit, then DO NOT authorise.  Make direct contact with the Requestor to let them know 
what you are not satisfied with so that the Requestor can amend the permit and re-submit for authorisation. 
 
If you are satisfied that you can authorise the permit, please select the authorise button at the bottom left hand of the screen. 
 

 

 


