
 

drafting / requesting a permit 
ePTW tool quick reference guide 

 
1. From the Home page 

of the ePTW tool, 
select Draft Permits. 

 

 
2. Click “+” to the left 

of Permit to Work to 
open a blank permit.  

 
Click “∨” to see other 
options for initiating a 
new permit. 
 

 
3.  Document permit 

details throughout Ste
p 1 of permit 
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4.- 6. 
Step 2 of the permit 
contains the hazard 
analysis. 

 
Click  by the task step 
to edit the task step and 
identify hazards. 
 
 
Add task steps, hazards, 
and controls as 
appropriate to complete 
the hazard analysis.  
 

 
After a hazard has been 
added, click  next to the 
hazard to select controls.  
 

 



7.  Click Sign as logged in 
or ∨ Sign in Step 3 of the 
permit after reviewing 
nearby activities at 
working/affected locations 
and at the system. 
 

 
 


