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Adding a contractor S— po—
From the Contractor Management dashboard, you can view 3 0 26 15 145 @
a summary of your contractor companies, their compliance Lo ff N\ e e M Ny

documentation, and inductees in the system.

Documents

To add a new contactor, click on Add New Contractor (1). 70 = 3 o o

Expred Reguested Reguire Venfed Repctes

The new contractor screen will be displayed. Personnel
Type (2) - Select a worker type that relates to the Sl
contractor you are requesting to register.

94 343 0 30 367
Select the Division and Site (3) this contractor belongs to. ‘ ==
Enter the contractor’s information into the remaining
fields. Compa.my Name, Primary Contact, and Email are T —_—" "
mandatory fields (4).
@ Personnel Type Salact a Typs -
CliCk Create (5)- Division Select Division -

@ Sile Select Siie v

Company Name Company Mams

Primary Contact

5

External ID

) RapidContractor
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Sending an invitation

The Request to Register email will be displayed in a
new window.

You can amend the email content however the link
must not be altered.

Click Send (1).

A Confirmation Message (2) will be displayed to
confirm that your email invitation has been successfully

sent to the contractor.

) RapidContractor
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Invitation Preview

Subject
Request to Register your company from Rapid Global - Wendy Stephens

Email

peter@example.com
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Dear Peter Allen,

You have been requested by Rapid Global - Wendy Stephens to register with their Contractor
Registration System.

1t is a requirement for all contractors to complete the Contractor Registration process before
starting any work for Rapid Global - Wendy Stephens.

Please register your company by clicking on the following link.

httncs flunaee canidinduct com a0/ BTMUCIM AR (T amnanuddama 23T amnanss TH—5230 Authnu—FVeED

Available doc t attach .

chemicals_1.jpg

ol

Invitation email successfully sent. @ X
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Contractor registration process

This is an example the contractor’s registration experience.

The Email (1) displayed will be received by the contractor
when invited to register.

To commence the registration, process the contractor is
instructed to select the hyperlink (2).

The welcome screen (3) will be displayed which outlines
the documents the contractor will be required to upload as
part of the registration process.

Click Next.

) RapidContractor

Management

> Rapid @ @ RopidContractor

Dear Joe Bloggs,
You have been requested by Rapid Globai - Examgple Company 1o register with theis Contracior Registration System
Itis a requiremant for all contractars to complete the Contractor Regiglgtion process befors starting any work for Rapid Global - Examgée Company.

Fleaze regizter your company by clicking on the folawing bnic

-/ wny rapidinduct com auRIMVCS Homel?
pa 5218AulhKey=R ADCAq0zZBAILXTA

Should you have any g i {his, pi tact your Rapid Global — Exampde Company representaive.

I you require any technical assistance, please contact the Rapid Induct Chent Services Team on 1800 307 525, 8.30am - Spm (AEST) Monday - Friday,
or emal supportfieapidalaal pom

Thank you,
Rapic Global - Examgte Compary

‘Your Contractor Administrater is Sample Admin

Rapid @

Welcome o Rapid Giobal - Wendy Stephiens Contractor Registration Process.

You will be vequired s regisier your company and upload e following documents:

. P

ance (fon Sobe Trader)®
i Snfa Tradees}

* dannhas mandstony do

Wi imay return o the system ata o time || you do nol bave thess docwments ready now.

Yoou will ot be able 1o complers te reqsEration pocess without ing the 1! - v,
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Contractor online declaration

The contractor will be asked to acknowledge the
Online Declaration (1).

Click Next.

The contractor is required to enter some
basic details (2) about their company.

“Denotes mandatory field.
Click Next (3).

Please note: There may be additional fields for
contractors to complete, depending on how your
system has been tailored for your company.

) RapidContractor
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Rapid

Declaration

In order o proceed you need to declare that you am authorised to completa the E-Form survey.

| declare that | am authorised by the company to complate this survey and that all kems staled are true and comect to the best of
my knevdedge

| daclare that should any of the insurancasBcanses wpire of become invalid, | will update the relavant documants in this system

* Denotes that field is mandatory

Back

" Oes

®
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Company registration details

The contractor will be asked to enter their company details
and confirm their ABN (1).

“Denotes mandatory field.
Once completed, click Next (2).

Please note: There may be additional fields for contractors
to complete, depending on how your system has been
tailored for your company.

) RapidContractor

Management

> Rapid

...........

Email Addresses

Eua Asrmny (Cerrpasss Eved]

Phone Numbers

[reea—

Business Address

-------
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Creating account password

The contractor will now create a Password (1) which will be
used to access the system in future.

Please note: This page will only appear if the contractor
has not registered a Rapid Single Sign-On (SSO) account
(MyRapid account).

The password must be:
» Minimum of eight characters.
> Must include a combination of letters and numbers.

> Consist of at least one upper case and one lower
case letter.

) RapidContractor

Management

> Rapid
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Uploading insurance
documentation

The contractor is now required to upload the
relevant insurance documentation (1).

Please note: If the contractor does not have their
insurances at the time of registration, they can exit the
registration process and return to this page by logging in.

) RapidContractor

Management

cur el b Ly armaranzs Useer cantrermd o pran setficatr o smmncy

® Rapid
Publiz Liability Inaurance @

A you 8 Seio Tragu? Tives L]
Workcover Registration Certificate

Flaiee selwet Poa Ry SamPravinen i wiich o Befiem s * Dlact
B Saetn husria

Professional Indemnity Insurance

et Eapiry Dl
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Pre-qualification survey

Based on the way the system has been set up,
the contractor may be asked to fill out a series
of pre-qualification questions known as the
E-form Survey (1).

Please note: Additional documents may be requested
depending on the answers to the E-form Survey.

) RapidContractor

Management
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Uploading SWMS / JSA

The contractor may also be requested to upload other
mandatory documents such as Safe Work Method
Statements (Job Safety Analysis) (1) depending on
how the system is set up.

To continue, click Next (2).

) RapidContractor

Management

®Rapid

H yoar Eorigany b mivsoeiraciars foe yer caespiry Naod Safu ok Muthng St (3eb Sutafy Arialy 1] i sorfieulr lasies recurad by Flipid Siabal - Barya

Piease select the site in which you wish 1o perform work

Stwtn Sitan

@ Soum usnsia B e

Swkect Expary Db bar ks wor bethod Sismant
260 UpH0a0 rDst Eat WY hahua Sansman T

Upioaded Sate Werk Metnod Statsment

it Miene [rcarment Dot Type File Mwrnt. Upiores Dot
B Wom Wsnad
Sistimant (4] St

Plase mne. Uzicdng Safe Wosl Mehod Btatsment s nct a0 daion,

xpity e
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Type of work

Depending how your system has been set up,
a Type of Work (1) section may appear next.

This section can request the contractor company to
select the type of work they will be performing.

Click Next (2) to continue.

Based on the work types selected, additional
documentation (3) may be requested for upload.

This section is used to request mandatory company

documents that are required to perform specific job roles.

For example, if electrical work is selected, the contractor
company may be required to upload an electrical licence.

Click Next (4) to continue.

) RapidContractor

Management

> Rapid

Please select the type(s] of work you wish to perform:

i
i

Etectir

] ot Wiy

> Rapid

Additional Documents

Vi vl s B Pagparnd 1 Ug0ad e Tobcwing decursants

et Lewncs  EIEETED

®
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Completion of registration
process

This is a sample of the final page (1) of the registration
process.

The contractor has now completed the registration
process.

The contractor is advised that their registration is under
review and that a notification has been sent to a company
administrator to determine their compliance.

The contracting company is now ready to be reviewed
for approval.

) RapidContractor

Management

>Rapid @

Thank you for completing the registration process
Anolification has been sent to the administrator who will now review your registration and will contact you via email

If you have any questions about ihis process, please contad! your Rapid Glebal - Songa representative

13
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Review company verifications

From the Companies Section (1) on the dashboard, click
the number in the Require Verification (2) circle to display
Contractors awaiting approval.

Click on the Contractor Name (3) to display their company
profile.

Alternatively, from the Documents Section (4), click the
Requires Verification (5) circle to view all documents
awaiting approval.

The Search Filter (6) function can also be used to search
for a particular Contracting company awaiting approval.

) RapidContractor

Management

®)|

»Rapid

Contractor Manager

« Companies - Total: 7 @

Cumyrany W s

Company Siats

e 3  Codacioemanaper (AN Hepld Acess B | Arpens

't: 2 3

Waiificatin

0 6 13
Rezusste Reguire et
Verreac

1 0 0
Expre ot Vet

Cormpetenl

Cearweted
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Verification Process

In the company profile, Click the Documents Circle (1)
below the company details to view the all documents.

The Document Status (2) will appear on the right.

Click the document that Requires Verification (3).

) RapidContractor

Management

®Rapid

4Bk Tozmmay - Company Details
SAMPLE COM (BUBBLEGUM CLOTHING PTY. LIMITED)
L) BEOEZAMOTY

SUPBLERID . GEDEMMOTISASA
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Verify documents

The Document Details (1) screen will be displayed.

Once you have reviewed and confirmed that the document
meets your company’s requirements, click Verify (2).

Note: You can amend the expiry date or alternatively you
can select Never Expire (3) by clicking on the date.

To close the window and return to the Contractor
Management Dashboard click the ‘x’ (4) in the top
right-hand corner.

) RapidContractor

Management

Document Details: Public Liability Insurance

©

\isw Documant

ABK TR 1913667 Bocument Hame Public Liahiky insusrancs
Name RAPID GLORAL FTY LTD Status (e veRireaton | _mJ
Dotk Higtory
Last Verify Date Insursnce Amount 20,000,000 68
Last Reguest Date RIHRR0IZ Sand 3 Famens Expiry Dale 280520%
Last Upload Data 26002022 Upigad few Do Dioletad Data @ Delcle
Preview
- Certificate of Liability Insurance Template L
nnare
Produesr Cuntact Parsen Planme turnker &
Sinperchan Jasnin Takckings (18 A0
O Damystar et Foud
Rictreond, Vi ZX20 it Sy

trmurers Affortng Coverage.

g

Pobry Sk

Prilery EFctive Date
Aaguat 4, Y904
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£ach Ccrmterce
Sermege 1o Revted Premiven
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Wadical Experce (A Porson’
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Reject documents e x

Alternatively, you can reject a document that does not meet - = e )
your requirements. .
Last Verify Dats Insirance Amaunt
. . Last Ruquest Date A2 Sersl a reminder Expiry Dats
Clle Reject (1). Last Upioad Date Ugined Hes Dex Duleted Dato Dielele
. . Preview
Enter a reason the document was rejected and click Ve Documr
Confirm (2). & Certificate of Liability Insurance Template i
Please note: the reject reason entered will be included el e oo
in the comment section of the email sent to the S e
contractor. - e
Coverages
) = 'J:-"r - o ey Wiiotve e t:\v&mun:l--lod?’hwt
Reject Reason X

These comments will be e-mailed to the Contractor/Supplier.

This document is rejected due to below mentioned missing information

©,

) RapidContractor corces | (D

Management
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Verify an e-form survey

Click E-Form Report (1)

Once the company has registered you can verify the
E-form. A drop-down menu will appear showing the
E-Form link, the requested and completed date as well as
the E-Form status.

Click on the E-Form Hyperlink (2).

@ Please note the E-form may not be available in your system.

The E-Form questions will be displayed along with the
contractor’s answers (3).

Internal comments can be made against each answer if
required by selecting the Comments icon (4) displayed next
to the question (for internal use only, comments are not
sent or seen by the contractor).

To view the contractor’s answers that were returned as
non-compliant, click on Non-Compliant Report (5).

The E-Form Report can be Verified or Rejected (6).

) RapidContractor

Management

RAFID GLOBAL PTY LTD (RAPID GLOBAL PTY LTD|

E @ e

o o -
4 B ) i
E Fiam [ e— [y e Semiun Scoee % (ActuaiMaz) Eapiry Datw
e - U N TS + Exhe
E-Form Details: (Version#3) 26/08/2022 %
Bupplier 10/ ABN E-Farm Details
Nams RAPID GLOBALPTY LTD Hatus ¥ -
Datolls  History
Last Request Date 2650 Zend a reminder Lt Verify Data
Last Submh Dats 2AME022 Expiry Data et Expire
Full Rzpont MNon-Comgpiiant Report @
i
e
Exzal
Question Answer
1 1 How many employees i have? 10 ]
1.2 Will you be subconbracting any of your senvices to other Yes )
CantractorVendors? i
ur buesiness capacity? 10
work orders ou abla o handle at one lime? 5
son who |8 responsible for Haalth and
Jon Bloggs
Y
- DOCUMENT pdf

2 remavalihandling
5
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Approve a contracting company

Once all company documents and E-form have been
verified, the contracting company can be approved.

Registration request sent on: 23/11/2022
Responsible Administrator: Sample Admin

Contractor Status

E-Form Status
To approve the contractor, click Approve (1). Sole Trader No
. . . . E 11D Click di
Enter any applicable comments/instructions and click i nee
Confirm (2). Disable Label Printing No
i . . Trainee Personnel Type: Caontractor
Please note: The comment entered will be included in the
comment section of the email sent to the contractor. Elssiess e s st fdiass
118 Frankiin Strest 118 Frankiin Street

Once a company is approved (compliant), induction keys
can be issued to inductees/workers of the contractor
company.

Adelzide, SA- 5000  Australia  Adelaide. SA- 5000 . Australia

Website

Deactivate

Contractor Status

These comments will be e-mailed to the Contractor/Supplier

Cancel

) RapidContractor

Management 19
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Resend a registration request

To resend a registration request email, locate the
contractor company by selecting Awaiting Registration (1).

Alternatively, use the Search (2) function to search for a
particular contractor.

Once located, click on the company name to display their
details.

The request to register email can be resent at any time

prior to the contractor completing the registration process.

Click Resend (3).

) RapidContractor

Management

¥ Rapid
Contractor Manager
« Companies - Total: 4
Company Nams

A Documents
L irm sty
carrpany Sastus 3
ey e Exgine
—
o i WE=S  Workers - Totai: 1
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0 0
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Alac utumman | - Company Detalls
Rapid Giobal
En
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Suspend a contracting company

When a contracting company is suspended, they can no
longer issue induction keys to their employees.

When a contractor has warranted suspension, an
administrator can suspend by searching for the company
within the contractor management dashboard, click in to
the company details, then click Suspend (1).

Please note: the comment entered will be included in the
Comment Section (2) of the email sent to the contractor.

) RapidContractor

Management

Registration request senton: 23/11/2022

Responsible Administrator: Sample Admin

Contractor Status | comPLiANT ] @

E-Form Status

Sole Trader No

External iD Click to edit

Disable Label Printing No

Trainee Personnel Type: Contractor
Business Address Postal Address
118 Franklin Streel 118 Franklin Street

Adelaide, SA- 5000 , Australia  Adelaide, SA - 5000 , Australia

Website:

Deactivate

Contractor Status

These comments will be e-mailed to the Contractor/Supplier @

Cancel

21
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Reinstate a contracting company

A contractor company can be reinstated in a similar way
to being suspended. Simply select Reinstate (1) in the
company profile.

Companies can also be Deactivated (2).

An email will not be sent to the contractor when they are
deactivated.

When a contractor is being suspended or reinstated,
you will be required to enter any applicable comments/

instructions you would like to include and click Confirm (3).

Please note: the comment entered will be included in the
comment section of the email sent to the contractor.

) RapidContractor

Management

Registration request sent on: 23/11/2022

Responsible Administrator: Sample Admin

Contractor Status

E-Form Status

Sole Trader

External ID

Disable Label Printing

Trainee Personnel Type:

Business Address
118 Frankiin Strest

No
Click to edit
No

Contractor

Postal Address
118 Franklin Strest

Adelalde, SA- 5000, Australia  Adelalde, SA - 5000 , Australia

Website

®

Deactivate

Contractor Status

These comments will be e-mailed to the Contractor/Supplier

Cancel
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Learn more

Rapid’s team is here to support you.

Helpful resources

Dive into our library of tutorials and support content to
help you and your team get the most out of Rapid’s feature
rich software.

Live support

Rapid’s Client Services team is ready to help you with your
technical questions and can be reached by phone or email
(1800 307 595, support@rapidglobal.com).

On-going consultation

Take your workplace safety to the next level and speak to
our experts about Rapid’s other workplace management
products.

Connect with us

Keep up to date on our latest product features and follow
@RapidGlobal on Linked In, Facebook or Twitter.

Share a review

We'd love to hear about your experience with our Rapid
Contractor Management product, leave us a review on G2.
Take the survey

S Rapid

Rapid Global
Head Office

Level 2, 118 Franklin Street
Adelaide 5000
South Australia

1800 307 595
+61 88405 1100

support@rapidglobal.com
rapidglobal.com/support
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