How to Requalify

Supplier Portal — Quick Reference Sheet

Overview

This Quick Reference Sheet (QRS) demonstrates how to change and update your Health Safety and Environment
(HSE) information, add categories you wish to be requalified for, or requalify due to expiration of existing
prequalification status.

Things You Need To Know

e You will need to have the relevant documents complete before you start your requalification.

e  Adding new service categories may require further documentation.

Features Covered

e  Access company details
e  Complete application to requalify
e  Attach documents

e  Submit requested further information documents

Access company details

The Supplier Profile transaction shows your current
. . . Bids / Tenders
HSE Prequalification Information. Claim for Payment

Purchase Order View

H H H Supplier Profile

1. Click Supplier Profile. T

Insurance Certificates
Security
Variation Orders
Variation Claim
Panel List

Manage Documentation

Complete application to requalify

In this scenario the supplier HSE expiry date is approaching therefore a new application needs to be submitted.

. Supplier Company Details
TO requa“fy: [oME BT¥ LD | Suppher No: [57328 ]
2. Click the Review/Submit Re-qualification crmtsiie o s o
E— Prone: [ssazosree |
bUtton' MORLEY I 1 Fax [ossez02727 |
| I— Emai. [sasB0MBeom
‘ BB fossizs | AweuntNe: (3RS | AcoountHoker [DMESKMESDGRVED ‘
HSE Status: HSE Tier: Score:
HSEGrade: A | HSE Expiry Date:
| M, sy Dot syt
Name Email Fhone User ID =
| e BraddBD8H com cssaa0 710 aemunoos J
[ Wate o - cs 20 500 g
J‘ nemerny P —— e ——
(B[]
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How to Requalify

Supplier Portal — Quick Reference Sheet

The HSE Re-qualification form appears in display
mode and you can scroll down to view existing
categories and information.

3. Click Edit.

The form becomes active.

4. Inthe additional information section, tick the
relevant checkbox if you have attained the listed
certification(s).

If you have pre-qualified before, your information will be displayed below. You can edit this information and submita

re-qualification request that may lead to a change to your HSE tier, grade, status and expiration date. The documentation you
will need to provide will be determined on the selections you made in the “Services you provide” section. Some categories such

‘website.

Note: This will update the Required documents
section (below) where you will be requested to
attach a copy of the certificate(s).

Additional information

Answers to the following questions will help us determine your eligibility for certain work categories.

Is your company's safefy management system certified fo 1SO 45001, ASINZS 4301 or OHSAS 130017 [v] Tick for "Yes'
Is your company's environmental management system cerfified to IS0 140012 Tick for "Yes'

In the Services you provide section:

5. Select the services you perform or materials you
supply.

Note: You can make multiple selections and
these will determine the HSE requalification
requirements.

6. Scroll down to the required documents section.

Based on the previous selections you are required to
provide all documents listed in this section.

| Services you provide |

Select the services you perform or materials you supply. You can make multiple selections and these will determine the HS&E

prequalification requirements.

[7] Acsess chamber construstion [ Agency statt

[] sspestos remaval Buiting snajer constructn
[] Ciesning domestic 3na commeraial (ag: Kitchen, office, sbiutions)
[ Concrete cutting

] Consultant (office based)

[ Dangerous goods.

[[] Excavation to 3 depth of less than 1.5m

[] Fencing {not contralled security)

[[] Clesning inaustril (eg: piant 2na squipment)
[[] Confined space entry

[] Controlled waste

] Demolition

Excavation to 3 depth of more than 1.5m
[[] Fencing security rated including slectrical
[] General waste andior recyclables.

[] Landscaping andor gardening {exciuding plant or people i)
7] Materisls with installation

[(] Painting domestic and commersisl

Pipe refurbishmant

[] Pistic weising

[] Freight andior transport of water

[] Hot tapping water mains

[ Materisis requiing suppier provided equipment to uniosd (=g: hisb)
[ Geoupational diving

[] Pioe tsying, repiscement ans repairs

] Piznt an squipment hire witnout oparstar

[] Propenty maintznance

‘Scaffokding with erection service

[ Security patrots, alarm and respanse services

[] Proparty mansgement services

[[] ‘security installation of controlied devices
[] ‘service and maintenance of plant

[[] ‘Surface reinstatement (bitumen, concrete, vegetation)
[] Trades qualified and/or centified

[] Wedding

[T Tit up andier precast concrete
[[] Traffic management
[T] Working at heights

[ Animai control inslusing mustering)
[] Catnosic protaction instaistion

[] cesrng

] Censultant (fieki based)

[ Carmosion control

O Driling vertical

[] Explsives.

[] Firebreaks

[[] Geotechnical works.

Lifting operations.

[] Materisis without installation

[] Pest sontiol

[ Piant ans ssuipment nire with oparster
[] Procsss contis (ag: SCADA)

[] Resfing

] security lock and door installation

|| services ather

[] Trades licensed

[] Trenchiess technology and tunnelfing

Note: There are a number of templates
available and you may need to use the scroll
bar to view all the listed documents.

When applying for a requalification, documents from
a previous application may exist and can be replaced
with a more current version.

Attach required documents

Replace existing document

7. Select the
replaced.

8. Click Replace Attachment.

next to the document to be

Information and Technology Services
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|Required documents |

Based on your previous selections you are required to provide the documents listed below.

File Name Template URL -
AS14001_AUDIT

AS14001_CERTIFICATE

AS4ED1_AUDIT

AS4601_CERTIFICATE

COMPANY_LICENCE

COMPANY_PROFILE Template
HEALTH_SAFETY_ENVIRCNMENT_MANAGEMENT_PLAN Template

HSE_QUESTIONNAIRE Templste -

| Upload required documents |

Please upload required set of documents by clicking the *Add Attachment' button.
o
File Name
| coueany eroFIE

Description
C\UsersiDesktopTemporary DocumentsiPO 4

Date =

04.00.2017

Please upload required set of documents by clicking the "Add Attachment' button.

Lmamdmemll_ thﬂiue.l\nadineml

File Name Description
E COMPANY PROFILE CiL

DO\DesktopiT: D D04

Date =

04.08.2017
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How to Requalify

Supplier Portal — Quick Reference Sheet

Supplier Profile

The Supplier Profile window appears.
Add or Replace file

9. Click ™ in the File Name. - —_—
10. Select the document from the dropdown list. CFeizve EETLATE &2

Description: | AS4301_AUDIT
Note: Each time a document is selected the bl
dropdown list reduces and displays only the HEALTH SAFETY_ENVIRONMENT MANAGENENT_PLAN
remaining documents to be uploaded. T —|

The File name displays the document to be - = £

Add or Replace file

uploaded.
11. In the Description field type the document * Fie Name: [COMPANY PROFILE =
name. ST

12. Click Browse.

13. Locate and select the document. Ongonize ~ ewfolde - 0O @
. avorites ="' s . ]
14. Click Open. o
I Desktop 0 p
4 Libraries

(@] HSE Management Plan.docx
] Company Profile.docx
Conpany Licence.docx

[ Documents
¥ My Documents.

|, Public Documents T Insurancedoex

o Music ASASO1 AUDIT.docx
5] Pictures ASA801 Certificate.dock L) |
B videos ASL4001 Certificate.doex i
B Annie Kis e P ——— 2 N
8 Commniter N ot (I K ) T
File name: Company Profile.docx = |AllFiles (7). b
15 C|IC|( Add Supplier Profile Em
Add or Replace file
File: [EADx Sompan]| Browse... |
* File Name: [COMPANY_PROFILE =]

Description: | COMPANY PROFILE

The original document has been updated. Upload required documents

Please upload required set of documents by clicking the "Add Attachment’ button.

e

File Name Description Date =]
COMPANY FROFILE COMPANY PROFILE 08.12.2017

=
Add a neW document Upload required documents
. Please upload required set of documents by clicking the "Add Attachment" button.
16. Click Add Attachment. [ ] e i
File Name Description Date =]
| coweany erofie GOMPANY FROFILE 08.12.2017
=
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How to Requalify

Supplier Portal — Quick Reference Sheet

17 CI'Ck - |n the F|Ie Name Supplier Profile
18. Select the document from the dropdown list. Add or Replace fle
File: Browse..

Note: Each time a documenF is selected the e Nowe: e —
dropdown list reduces and displays only the Daserption: | ASteat_auDIT
remaining documents to be uploaded. resecopimild

COMPANY_LICENCE
HEALTH_SAFETY_ENVIRONYENT MANAGENENT_PLAN

HSE_QUESTIONNAIRE )
COMPANY_PROFILE | [[Aad] [ Gancel | e

The File name displays the document to be e _—

Add or Replace file

uploaded.
19. Inthe Description field type the document * Fie Name: [A54601_AUDIT =
name. Descrpton: [ASHS0TAUDT ]

20. Click Browse.

N

21. Locate and select the document. Orgonize = Newfolda =- 0 @
22. Click Open. DO - sty

B Deskiop | (= ‘

(& Libraries 1 [82] astg01 AUDIT dock

[%) Documents
£ My Documents

ASIBDI Certificate.docx

A514001 Certificate.docx
1\ Public Documents

ASI4001AUDIT.docx
& Music
=) Pictures o
B videos -
& AnnieKis - B
M Cammter =K i

:

23 CI'Ck Add . Supplier Profile = E

Add or Replace file

Fie: [E:\Document=\AS4801 4 Browse...

* File Name: [AB4801_AUDIT =]

Jescription: _9.54&)' AUDIT

The new document has now been added. T —

Please upload required set of documents by clicking the Add Attachment' button.

e e

Filz Nams Cescription Date =
’7 COMPANY PROFILE COMPANY PROFILE 08.12.2017
J AS4B8D1 AUDIT AS4301 AUDIT 08.12.2017
=
24. Repeat the process until all documents have o
Required documents

been uploaded.

oA Based on your previous selections you are required to provide the documents listed below.
Note: Remember to utilise the dropdown R B — .
feature to assist with tracking which documents sstiooauoiT
H H H AS14001_CERTIFICATE
still require uploading. e
AS4301_CERTIFICATE
* File Name: |HSE_QUESTIONNAIR w | CCOMPANY_LICENCE
Dresciption: —
———— HEALTH_SAFETY_ENVIRONMENT_MANAGEMENT_PLAN Template
HSE_QUESTIONNAIRE Iemolste. =
Upload required documents J
Please upload required set of documents by clicking the "Add Attachment’ button.
Add Attachment | [ Replace Attachment
Fil2 Name Description Dat= [=]
| couesny eROFLE COMPANY PROFILE 08122017
J AS4501 AUDIT AS4301 AUDIT 08.12.2017
J AS14001 AUDIT AS14001 AUDIT 08122017
J AS14001 CERTIFICATE AS14001 CERT 08122017
J AS4801 CERTIFICATE AS4801 CERT 08122017
J COMPANY LICENCE COMPANY LICENCE 08122017
|| mEaum sarery T PLAN HSE MGMT PLAN 08122017
J HSE QUESTIONNAIRE HSE QUESTIONNAIRE 08.12.2017 Iz‘
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How to Requalify

Supplier Portal — Quick Reference Sheet

ADD ANY FURTHER COMNENTS TO SUPPORT THE APFLICATION

Submit HSE requalification

The final step is to add any comments if required and submit the application.

25. Add any notes or comments in support of your
application. -

26. Click Submit for Requalification.

as Consultant - office based do not require pre-gualification. For morée Information please visit the supplier portal page on our

A Success message appears _{j Data sucocessfully submitted for Re-Qualification

Supplier Company Details

In the Supplier profile, only the HSE Status will

[EB PTY 1D | Suppler No: [57325 ]

change to SUBMITTED. o e o

| — Phone:
Once the application has been assessed, the other — B
details will be updated.

Australian Bank Details.

‘ B58 No: Account No: 3776654 Account Holder: [ DMB ENGINEERING FTY LTD ‘

HSE Details

Wt seus (GlBeD ) | HeETen soo ‘
e

HSE Grage: [A ] HSE Exgpiry Date: Review / Submit Re-qualification
| UserManagemant
Email Prone User 1D

Mec BiraddBDEM com 08 5420 7910 ABINNOOL

Matt BoraBDEM com 08 9420 7508 MBONDOO1

[ D]

Holmer. Ray EDEM com 08 5420 7507 HRAYDOL

\jcmmn.mu Euhth Cancel

Submit requested further information documents

Additional information may be requested by HSE prequalification assessors. These documents need to be added to a
zip file to enable uploading.

Further Information requested il

27. Create a zip file with all the requested
documents including the company profile.

Warning: The company profile document must
be included in the zip file.

28. Inthe Upload required documents, cIickJ Upload required documents
next to the current company profile.

Please upload required set of documents by clicking the 'Add Attachment' button.

#d Attachment || Replace Attachment

File Name Desciption Date [=]
29. Click Replace Attachment. B ECEY H
J AS4E01 AUDIT 13.02. 2017
J AS4ED1 CERTIFICATE 13.022017
HSE QUESTIONNAIRE 13.022017
COMPANY PROFILE 07.08.2017 =
The Supplier Profile window appears. Supplier Profile =R
30. Type the description Further Information. Add or Replace file

* File Name: [COMPANY_FROFI] |

31. Click Browse. Daseripbon:
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How to Requalify

Supplier Portal — Quick Reference Sheet

32. Locate and select the Zip file. Onganize +

New folder =

0 Favorites Size Name

2 12KB HSEzip IEI
33. Click Open. B Do

4 Libraries
[%| Documents
& Music
[&5] Pictures
B videos
1 Annie Kis
1% Computer
&, Water Corporation (C:) -
3 DVD RW Nrive (M:) ad < w r

File name: |

The zip file displays in the File field. Supplier Profile

34. Click Add. Add or Replace file
Fie: [E\Desktop HEE 2ip Brows=...

* File Name: |COMPANY_FROFI] = |
Description: [FURTHER. INFORMATI

Note: Selecting the file name will display the B— omL®mB | E  |L_
contents. Upload required documents - - = 55 m“:‘i“'ﬁ'm’: . z"'“::'
Actions |
Please upload required set of documents by clicking thel " e
AddNtxchmenllW‘ B S o |
Fleeme s |
|-y AS4801_CERTIFICATE ﬂL»mw |
HSE QUESTIONNAIRE | B
| HEALTH SAFETY ENVIRONMENT MAUAGEWENT PLAN P comensaror o =
cowemwy gence Qus___seo—wio- Bl - ]
FURTHER INFORMATION 10.01.2018 j
35. In Supplier Note: at the bottom of the page, list
what documents have been included, e.g.:
e  Company profile (mandatory).
DOCUMENTS INCLIDED: COMPANY PROFILE; JSEA; CHEMICAL REGISTER AND RISK REGISTER
° JSEA.
Supplier Note:
e  Chemical register.
e Riskregister.
36. Click Submit for Re-qualification. |L_submt for Re-qualicaton
Information and Technology Services Doc ID: SRM-QRS-VEN-036 ‘ N ]A
Page 6 of 6 Issue Date: 22 February 2021 ML (:IR‘IEIR



