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PERMIT TO WORK MANUAL 

**Landing Page** 

The permit to work application can be accessed from https://permit.apptermpoint.com 

For existing users(job owners, vendors, managers), click on get started and login with the credentials 

 

Figure 1.0: Landing Page 

 

Figure 1.1: Login page 

https://permit.apptermpoint.com/
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For new users (job owners only), click on the REGISTER link as indicated below and fill the registration 

form.  

 

Figure 1.2: Registration 
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Figure 1.3: Registration form and activation 

 

Reset password 

There is also an option to reset password when it is forgotten. This option resets the user password and 

a copy of the credentials is sent to the user registered email address. 

Note: This option is only available for job owners and managers ONLY 

 

Figure 1.4: Reset password 
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Dashboard 

On the dashboard, there is a view of pending, active, clarified and expired permit to work requests. 

 

Figure 1.5: Dashboard 

Apply for Permit 

To apply for a permit to work, click on the apply for permit and click on New Permit 

 

Figure 1.6: Permit to work 
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Figure 1.7: Apply for permit 

 

 

Figure 1.8: Dropdown list 

 

Figure 1.9: File upload field. 

Once the request is submitted, the system sends an email with the details of the job to the Vendor and 

Job Owner to provide the required information.  
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If all the required information was provided by the job owner, click on the update button and submit the 

application again. Once this is done, the job owner can now approve the application and indicate that a 

joint review has been done.  

On submission, this request goes to the manager of the responsible department to approve.

 

Figure 2.0: Permit to work application 

Permit to work status 

The status of any permit to work request can be checked by entering the reference number.  

 

Figure 2.1: PTW Status 
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Figure 2.2: PTW Status check 

Generating Permit to work 

Once the permit to work has ben approved at the first application, the button to Generate PTW appears 

on the apply for permit display. 

 

Figure 2.3: Generate PTW 

When you click on the Generate PTW button, it will open the form to fill the details of the contractor 

personnel and indicate their induction status. 

On this form, select the risk option and risk category. Also indicate the date for the job and attach any 

related document for the daily task. 
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Figure 2.4: Generate PTW form 

 

Figure 2.5: Contractor personnel details/document upload 
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Printing the permit 

After all approvals have been completed, the button to print the permit to work will be visible. Click on 

the check box and print permit 

 

 

Figure 2.6: Permit approvals 

 

Figure 2.7: Permit to work  
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Figure 2.8: High risk form and contractor safety commitment form. 

 

Request for extension 

Permit to work extension can be requested using the extend button.  

 

 

Figure 2.9: Extend permit 
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Close Permit to work 

Permit to work must be closed daily. The system will automatically freeze out any permit that is not 

closed and no new requests can be initiated.  

To close permit to work, click Close and enter the reason for the closure. 

 

 

 

 

Figure 3.0: Close permit 

 


