
Add Lead Free Certificate

Set-1: Steps

Set-2: Steps

Click here

 Click 'Select' button in 'INSPECTIONS AND CERTIFICATIONS' tile on the dashboard.
• Users having MDE Admin / Inspector / Supervisor roles will have the access.

 After completing the inspection and when the inspector is ready to add the inspection 
certificate, navigate to the list of inspections & click on the inspection schedule ID to 
view the inspection information.

 Scroll down and click on 'Add Certificate' button.
 Inspector will land on Lead Free certificate page with inspection category set to 'Lead 

Free' by default.

Click here



Add Lead Free Certificate

Set-3: Steps

 Select the certificate method - One Time Only or Limited.
 Select the certificate status - Passed / Failed / Pending / Voided.
 Provider number of lead free units for Pre-1950 & Post-1949. Application will throw a 

validation error if the certificate is saved without providning the lead free units. Enter 
'0' if there are none.

 Check 'I certify..' checkbox to confirm the inspection date and time. Inspection date & 
time is pulled from the inspection shcedule date & time.

 If 'Limited' method is selected, then the inspector needs to provide 'Passing Re-
inspection no later than date'. Application will auto-populate certificate expiration 
date 2yrs from the certified date.

 In future -
• If the re-inspection fails, then this certificate will be cancelled or failed 

accordingly.
• If the re-inspection passes, then the additional supporting documents can be 

attached to this certificate.
 Click on 'Save Certificate'. Certificate method cannot updated once saved.
 Inspector will navigate to certificate details page & the inspection status changes to 



Add/update Lead Free Certificate details

Set-4: Steps

 On the certificate details page, the inspector can see the Inspection schedule ID & the 
Certificate number that is generated (7 digit numeric format).

 In addition to that, there are two links to download the certificate (Form 330) 
instructions and Form-A Inspection certificate disclaimer in PDF format.

 Information pulled from the inspection schedule and certificate creation pages like 
category, method, property information cannot be updated.

 Inspector can attach any documents using document upload section & can also add 
comments or notes about the document. Document type dropdown lists the type of 
documents that can be uploaded or attached to the certificate.



Add/update Lead Free Certificate details

Set-1: Steps

Set-10: Steps

 After document upload sections, there is a dropdown to select the forms that must be 
added to the certificate.

 All the forms that are added will be listed in 'List of Forms & SSWs' section.
 If there are any existing supervisor statement of work (SSW) to the property, then they 

will be listed under 'Available SSWs to select & add' section. Example -

 Inspector can select an SSW applicable for the certificate & click on 'Assign SSW'.
 A pop-up will be displayed to re-confirm the assignment.

 If there are no SSWs available to select & assign to the certificate, then the inspector 
must contact the Owner to get the SSW from a supervisor.

 Similarly, Form-G can be added to the certificate if already available for that property.
 Assigned forms or SSWs will be listed under 'List of Forms & SSWs'. Inspector can 

view/edit/update the forms (except SSWs) as needed.

 Click on 'Update Certificate' to save.

 Click on 'Processing' blue box to view any messages from MDE regarding the 
certificate or the forms or the supporting documents.

Click here

Click here to view or download 
existing attachments or to add any 
new documents upon request.

Click here to view
messages from or send 
messages to the MDE 
team.
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