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1 Purpose

This document sets out the process for a Contracting Company with existing Power and Water
Authorisations to review its company details and records, as well as upload the required licences and training
records for its employees.

This document also sets out the process for a new Contracting Company to register their business in Power
and Water Corporation’s online contractor management system SitePass.

2 Enquiries

If you have any queries about the process of registering your business, or about SitePass, please contact the
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3 Authorisations to work on Power and Water
apparatus (including AARS)

There are changes to Contractor Management, effective from 1st July 2015.

Existing contracting companies will be required to upload copies of all relevant licences and training
records into the new SitePass system to substantiate authorisation requests.

New contracting companies will be asked to follow the self-registration process for their employees and
subcontractors.

Background

All Power and Water Corporation staff and contractors accessing specific equipment or sites are required to
be authorised before completing the work. This also includes contractors not from Power and Water who
may be working in the vicinity of Power and Water infrastructure.

Since 2012, Power and Water has followed the Access to Apparatus Rules (AAR), which sets out principles
and responsibilities for safe access to all apparatus, confined spaces and for hot work in high risk areas
owned, controlled or operated by Power and Water. In addition to AAR, Power and Water business units
may also have specific authorisations’ requirements.

Information for Contractors

Power and Water has implemented SitePass, an online contractor management tool which allows us to
monitor a contractors’ compliance to the authorisation rules. Contractors are asked to provide evidence that
they have the appropriate skills, qualifications, licences and have completed relevant Power and Water
authorisation training before undertaking any work.

SitePass Workflow

SitePass works through a four stage approach:

1. Register- Contractors register their business to access the SitePass interface. Contractors then
register their employees.

2. Upload - Contractors upload from the computer any relevant licences and qualifications for their
employees.

3. Train - Contractors and their employees complete the Power and Water Corporation online or
external training.

4, Verify - The information provided by contractors is verified prior to issuing the contractor and their

employee’s authorisation card.

NOTE: All requirements must be uploaded to avoid delay in granting authorisation.
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4 Accessing SitePass: Existing contracting
companies

Existing Contracting Companies will be emailed their SitePass Username and Password, on 1 July 2015,
when the changes to Contractor Management take effect.

[}
PowerWater i i bt it

SitePass Login

Welcome to our

Contractor Management System TXMEERE I DN S )

your usernama and password below.

Using the site Help Desk

I you have guestions about how to use W wour questions of technical issuas
this wabsite, pleass vislt sur Frequently haven't bean answerad, get in touch with
Asked Quastions. the Help Desk

Enter your Contracting Company’s Username and Password, and Click LOGIN.

Your Company details will have been created in SitePass, with information we have pre-populated.
Please refer to Step 8 of this document for the steps in reviewing and updating your company’s details.
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5 Accessing SitePass: New contracting companies

Log on to the Internet

From the ‘Safety and Emergencies’ section at the bottom of the Home Page, choose Access Rules to
Power and Water apparatus

Safety & emergencies

Power and Water online worksite
inductions

Access rules to Power and Water
apparatus

W W Y Y W W

Contractor safety

Cyclones, storms and floods
Electrical safety

Generator safety and use
Safety around powerlines

Alternatively, Click on the following link to access the site on the Internet

Scroll down the page to the ‘Access Rules Training” heading, and click on the ‘Contractors
Registration’ link

Underneath the heading ‘Information for Contractors’ you will find a link to SitePass.
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You will see the Register screen

7
mwermter Home Help & Support  Register

Register

To begin, please select the type of user you are?

6 Contractor Contractor
Business 0 Individual / PWC

A @ contracion business administralor | can Emplnyee
& Repster my contractor bussness into the or
SitaPass Contractor Management Syshem As an contractor indradual | pwe empioyes | can
& Populabe informahon about my contriscion
indnAdual | pwe smpioves & Updiate my citails
& Manage conlracios indhaduals | pwe emplopises S Undertake onliie Fairmg
ard thisir oence infanmmason & Comphete my workfiow requrements
& ABocate fraining bo contracion ndivaduals | pac
emplopres

NEW CONTRACTOR BUSINESS REGISTRATION HEW CONTRACTOR INDRVIDUAL / PWC E

e Click on ‘New Contractor Business Registration’ (this includes Sole Traders).

e Ensure you have all the relevant information required below as part of the process readily available,
then Click on Start, to begin the registration process.

Powerwater Horme Hulp & Support Rugister

Register

Welcome to SitePass

W mre committed ta ansunng the safety and gquality Al work that takes place on any of our sifes For thig resson you hawe been asked to ragistar pour
contractor business and its contractor indnaduals Tpf compliance and venfication purposes.

You vall e required 1o provde the falloswing i b A% part of this process
Coniracior Business Deialls:

Contractor Businass Details

Comact Information

Evidence of insurances

Evidence of work health and £afety practices
Presous wark hisbory

Contractor Individus] Dapbils:

= Paraonal Datails
» Ewdence of currgfM hcences

All cantractor indidduals conducting work on sur sttés will alss need 1o complate an onling induclion course in Grded 1o retane their induction card Once
wour contractes fusinass and contractor indradual snfcrmation 2 presidad. you will B8 required 1o submit tha datails for verfication. Fleass chck on the stan
Aton o your registration in SitePass Contractor Management Sysiem
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e After reading the Terms and Conditions, please tick ‘I have read the terms and conditions provided'.

4
Powemter Home  Help & Support Regit

Register

Terms and conditions
To maintain & consistent and high standard of seplice we place some limitstions on your s of this contractor management site. Plesse resd carsfully the
terms and conditions provided below and then pdicats whether or not you sccept thess limitstions.

Terms & Conditions

By pressing the AGREE button you to be bownd by the terms and conditions listed. |f you do not acocept these terms and conditions simphy press the
DISAGREE button to exit from the istrstion process.

e Click Agree to proceed.
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6 Completing your registration

Please complete all the details on the following screens.

NOTE: Fields with a © must be completed.

PowerWater s et T

Register

Register your Contractor Business

Ta bagin you nasad to craate BN BSCount for yaur contractor BUSness in SitaFass. This sccount will ba tha sdministrator of your comracior bBusinass antity in
SitaPass_ taking the respongibility to populate contractor business information. create contractor individual accounts, and manage contractor individual
IFRIning

Contractor Business Account
Contractor Businoess

Lisas i nnanrrme

Passwond

Confim Password
Contractor Business Information

Contractor Business 2 Salact Contractor Businass Numbar Typa | =
Numbaer Type

Trading Hamw

L egal Contracior

Business Namaoe

Contractor Dusiness = Sedect Your Contractor Business Structure [=]
Structure

NOTE: Password selected must be a minimum of six characters.
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e Enter the business contact details.
NOTE: Please ensure you use your business email address.

Contact Details

Contact First Name
Contact Surname
Contact Phone/Mobile
Email

Confirm Email

Contractor Business Address

Street Address

City / Suburb f Locality

State / County / Region |Z|
Postcode / ZIP

Country Australia E

Time Zone El
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e Enter the business mailing address details.

Mailing Address Details

[E] Same as Contractor Business Address

Street Address | PO Box

No

City / Suburb | Locality

State / County / Region Australian Capital Territorym

Postcode [ ZIP

Country Australia E

SitePass Relationship

Select a Relationship ESO-REMOTE_OPERATOR_ASP_Gaff Andrew E

Group Name

When all mandatory fields are completed, click the next button to progress through the registration to finalise your account setup in SitePass.

—

e Please choose your Site Contact from the drop down box.

NOTE: This is the person who is your Contract Manager at Power and Water, or the person who has
engaged you to undertake this particular job.

If you are not able to see the name of your Power and Water Contract Manager, please contact the SitePass
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-
“““ “-GitePass
- . .
. Home Aboul SitePass Regisier Help & Support Contact us m

(4
Register

Employee Registration Authorisation

To complete the registration of your employment you will be required 10 enter an authorisation code. il you have aiready registered. an email would
have besn senlio the email address you provided al the ima of registration. This email will contain the authonsation code

M youU hawe not registensd yel, Sign-up here

Enter vour authonsation code

Auth Mo Actrvate

Dean® recesve an email with the authoriyabon code 7

Enter your username into the jext field below:

Ugéfmame

Account Authorisation

When the self registraion is completed, you will receive an email with the authoristian code. Please copy and
paste into the form.

10
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7 Accessing SitePass

/4
Powerwater Home Help & Support My Training My Account  Site

Welcome to our

=%, 2
Contractor Management System T e
You last logged in on:

- . R R W TP R |
Using the site Help Desk START TRAINING?
If you have questions about how to use If your questiop# or technical issues
this website, please visit our Freguently havent been/Answered, get in touch with
Asked Questions. the Help Désk

Once you are re-directed back to the home page, click on SitePass.

Logout

11
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8 Updating your business profile

Once you have completed the screens above, you will be taken to your business summary page.

You can view your Summary page at any time by selecting it from the Navigation Pane.

Navigation Pane

Poweﬁa‘s’é’ter

SiePass Contracior Managpement System O Saach  SMens

() CAMPEELL PROJECTMANAGERS PTYLTD

werificaion Sians Mot Starbed

Aslyalian Busiess Nomber (ABN) 45107209508
Contracion Fusness Address 248 Stuan Highway, Allce SpRngs, Ausiralian Capital Temtary. 0870, Australia
A TR

£ Auuness Deais

0 Coatact Deisks

u INSaTantEs

a Bl st

Gontractor indviduals | PG
- 8

K ¥

12
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e Please click on Business Details from the Navigation Pane and ensure all the information is
completed, and correct.
Powmter SitePass Contracior Managemant System Ofsmh  Sheny
{1 Business Detals
LAPEELL PROUECT MMAGER Thig e putines B2 Satm i ity B1E S0ee 12 3aoutie ComrRrir Bosness AJ el e mardien on M b
Contracics Busingss [nformation
0 Swrmary
0 Conailebis T FullLegel Conmeciol Ensiness Name
o o CAVPRELL FRIOVEDT MARAGERS FTYLTT
0 Rekmoraip = e
GAVPEELL PROVECT MARAGERE PTYLIT
Coniracios Indnouals | VG
= Conrachar Eusmess Manber Ty
o .
fbe W Busraion Becrwss Kurmoer (AR )
o Conrachor Eusimsss Kumber
SETT AN
G3E VAT Ragrtason
o Conracior Fusiness Shctre
Sl Vour Buasess Sncle
e Please click on Contact Details from the Navigation Pane and ensure all the boxes are completed

and correct.

Pomr“’gter StaPass Conlractor Managament System Qouams = Nanu

AP

-

Dy rrys Delity

This: hotir ibiigs: somisied aed sctmninl vt b o Cd Bt
L RCEST AAGER . limigulings con'ail and sotous] debes i e Canirachor Sesnids

Centractor Business Account

(1 Contact Detals u-.um. ﬂ

° U BEMT

@ Costact Detnin CAMPBEL
|+ REa L + bodes D
0 bewvmske "I
Pesswerd
Commetorindividuals | WG
Erapiuyess i
il + Confirs Passwrd
Reoousd Pt
& Eradd [ Diadied

13
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e Please click on Insurances from the Navigation Pane and ensure all the boxes are completed and
correct.

PowerWa’ter

o Insurances m History

This form caplures insurance policy detils

Broker Details

Do you piace yOur insiance Mrowgh a broker?

| dy mot hawe a walid s wance o sabmil for serification.

Insurances

Irsirance Typs I Eer Pobicy Number Coversgs Currency Coverage Amout Expiry Dae Cxchrsions Coverage Detsila Liploads

Fo ngurances added

m Save amd Submil for Approval Frint

14
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e Please click on Relationships from the Navigation Pane and select your Power and Water Contract
manager.

NOTE: If you are dong work for multiple Business Units, you will be required to select your Contract
Manager for each business unit e.g. Power Networks, Water Services, System Control etc.

POWQI‘\‘VgtEI' SitePass Contractor Management System O Sanch  SManu

) Relatorship

Add Ralatianship

© Semmary
Main Conkraclor 7

for e Eadarserof ADRrover Juup  -| Flease Siarione name | L m

Endorser or Approver Relationships:

Husinews Delal

Coniact De iy

0§ msueces

"“h PIWNES_METWORRKS_Coulter_san

Contractor Relationships:

o Tl tionsiips saund

At the completion of this screen, and if all previous screens have been completed correctly, the SitePass
system will auto-generate an email to the company, advising that changes have been made.

CONGRATULATIONS, you have now successfully created/edited your Contracting Company.

The next step in the process is to add employees toyour business.

NOTE: The steps for Adding Employees to a Contracting Business are contained in a separate User
Guide.

This must be completed to ensure Authorisations can be granted.
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