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1 Document Control

Table 1 Base document reference (delete table if not applicable)

Document Document Version Revision Section revised &
No. Name date change reference

AVETTA CONNECT |1 18/11/2019 New document
HSEQ-G-043 | & WORKER

MANAGEMENT

VENDOR GUIDE

2 Scope

The BGIS Contractor Management Platform through Avetta streamlines our prequalification
processes and ensures our prequalified vendors are visible across all of our businesses. Once
vendors have met the BGIS prequalification requirements they will be part of the BGIS
Preferred Supplier list and be able to provide services across all our clients.

This document outlines key tasks that vendor administrators are required to complete as part of
their ongoing registration with Avetta.

3 What is Avetta Connect

Avetta Connect is our Contractor Management Platform for company-level compliance of our
vendors. Vendor companies register here to upload corporate insurances and other relevant
documents as part of the BGIS prequalification process.

3.1 How to login into Avetta Connect (Company Level Compliance)

Go to: https://app.avetta.com

e Ifit’s your first time using the Avetta platform click on the Supplier Registration tab
e Otherwise, enter your Username and Password
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W Avetta

Supplier Registration

If you've forgotten

your password,
click here and you'II $ Forgot your password? @

receive an email to
resetit.

Need assistance? The Avetta Helpdesk is there to

(%]
help, contact them via Live Chat or over the phone Nl eV

3.2 Adding BGIS as a connection

Once you have set up your company profile, the next step is to connect to the BGIS sites that
you are working at.

¢ Via the menu on the left > Click on Network > Find Clients > Use the search bar to find
the site > click Connect.

Network \ 0)- MARKETPLACE

MY HETWORK FIND CLIENTS

Use the search bar to find the client that
you would like to connect and work with

BGIS

m ra 8
Kapunda o BGIS - AU Corporate
[220] Australia

Point Pearce drog allala 831 N
Mallal
A2z =

Nuriootpa
[t Victoria " CONNECT
m Tanunda

& L2c]

Maitland

(B10 | Swan Reach
Gawler IR Punyélroo
[ n20] Nildottie i i
i Wongulla BGIS - Azure Capital - Projects
G o (551 804 ctralia
Minlaten walker Flat Australia
m
o Port Adelaide CONNECT
M m (comeer)
% i ounghusban
Adelaide Mannum
a Clerelg) o =
Yorketown .
b BGIS - BAE Systems - Adelaide CBD
Bdmton Morphett Vale £ Office (ADC)
5 @D Murray Bridge Wynarka R

& Australia

& McLaren Vale @ -
& ) CONNECT
o Strathalbyn Tailem Bend o -

Elwomple

gy,

g

Document Number: [HSEQ-G-043] Version Number: [1] | 20 November 2019 4



BG IS ) [Document Title] ®

Once you click on Connect the BGIS CMS Team will receive an email alert to assess the
connection.

e For enquiries regarding your BGIS site connections, please contact the CMS team via
CMS@apac.bgis.com

3.3 Compliance Status

Once the connection has been made, Avetta Connect will display the prequalification task for
each of the connections. Some will overlap with other sites, meaning you only need to complete
the tasks once. Though some sites will have their own specific task.

e Your home page will display your company level compliance status for all your
connections

MARKETPLACE @

. 3 Compliant Connections
4 A 0 Conditional Connections
Conneciions 0 Non-Compliant Connections

1 Pending

e VIEW ALL TASKS Statistics @
Insurance
i There are no matching items. AUS Fatalities
iles (O AUS Fatalities
Recent Connections :
@
Support 0.6
04
o B
02
0 —_—
$° & &
BGIS - Department of Communit... y i v
3.4 Avetta Compliance Symbols

Compliant Has met all compliance requirements and is allowed to perform
works on site.
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Conditional Additional compliance requirements need to be completed
() Non-Compliant Not allowed to perform work on site
() Pending Your status will appear as pending until you begin fulfilling

requirement

3.5 Assigning Additional Avetta Administrators

From the home page, click on the avatar on the top right > the drop down will appear > click on My
Profile

You are logged in as

0 Compliant Connections

1 0 Conditional Connections

Connections 1 Non-Compliant Connections

0 Pending Terms And Conditions

Scroll to the bottom of the page > click on the Add User button
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Users

Name Username Last Login  Actions

* Aaron Choh Aarontest 11/09/14

e Fillin the user information
e The username will populate as the email address

e |If the email address has already been used on the Avetta platform then it cannot be used
again on a new account.

set permission

Usermame

e Next, assign the group and permissions for — #ddcreup

the user <:
e If your administrator requires Worker

Management, then access can be Add Permission

assigned via the Add Permission drop <:

down.

nnnnnnnnn

nnnnnnnnnn

To update an existing account > click on the ellipsis > the following
options will appear: Contact nformation

e Edit User Info
e Edit Permissions
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e Deactivate User

users

Mame Username Last Login  Actions

* Aaron Choh Aarontest 11;09;’10

e If you need assistance with your Avetta Connect account, the Avetta team are there to
help via the Live Chat feature on the website or call the Avetta Helpdesk on 1800 502
142 (AUS) or 0800 001 353 (N2)

4 What is Avetta Worker Management?

Worker Management enables your individual workers to complete inductions and provide
documentation to ensure they are prequalified to work at client sites.

4.1 How to log into Avetta Worker Management

Worker Management is accessible for Connect users, who have been assigned Worker Management
Permissions, via the Workers tab in Connect.
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My Tasks

Defence Account Review
Performance Review

Once an individual
BGIS - Injury Rate Clarification worker has been

added to Worker

Management, they
BGIS - Injury Rate Clarification access the platform
via:

https://worker-
Once the Worker Management Permission au.avetta.com
is assigned to a Connect account this link to
Worker Management will appear

Legin

Legin D

Password

If you've LOGIN

forgotten your Reset My Dashboard
password, click Fongol your Password?
here to receive an E.mail Password Resat

email to reset it

4.2 How to add workers to Worker Management
Supplier admins can add workers to Worker Management, either by bulk or individually.

Adding Workers individually
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Click on Accounts > Worker Management

ACCOUNTS COMPLIANCE

Company Management

Worker Management

Credit Workers Norker M

Credit By Worker m

Credit By Requirement

\ariances yearch Res.

Worker History

| #H

This will prompt the ‘Create New’ menu item to appear > click on it to create a new worker
account.

ACTIONS

Create New

Im port eeTs

Registration Link

Once you select “Create New” you will be taken to the screen below where you will need to fill in the
highlighted fields.

Note: The email address field will also need to be filled in if you want automatic reminders to be
sent to your new user, such as upcoming induction requirements and expiring documents &
trainings
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Worker Edit - New

ACTIONS Worker
Save
Picture Login ID I
60T
Password I
Search 5
First Name I I
NAVIGATION MI
Dashboard None selected Last Name I I
Title N/A
Status Active  +
My
E-mail
QUICK LINKS §
Company :: Site BGIS Technical Services - BGIS Technical Sen
Pin Page
Language Default
Options

¥ Change Password at next login
w Password Never Expires

After creating the worker account, assign them to the BGIS accounts that they will be working on and to
the role applicable to the work the new user preforms.

Go to the Site Assignment tab > select “Add Site” and select the BGIS account that the employee will be
working on > Once all applicable BGIS accounts are selected, you will need to click on the “Save” button

Note: The site assignment will assign all site specific requirements to your new user, e.g site
inductions.

Worker Edit - James Goff

ACTIONS orker Contact Notes Direct Assignments Role Assignments 1 Site Assignments | Permissions

Save
Click "Add Site" to assign employee to work at a company site. This is always required if your employee is working for another company.

Company Site Requirements Status

Once the Site Assignment has been made, you will need to go to the Role Assignment tab > Select Add
Roles > Select applicable roles > Save

Note: The role assignments will drive role specific requirements to your new user, e.g electrical
certification, first aid certifications etc.

Worker Edit - James Goff

ACTIONS orker Contac Notes Direct Assignments I Role Assignments | Site Assignments Permissions

Click "Add Role" to assign employee to one or many roles for the type of work they perform. Usually required if your employees are working for another company.

Search Results: 0 records found 0 Selected Status  Acfive

Adding Workers in bulk via file upload

Click on Accounts > Worker Management
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ACCOUNTS COMPLIANCE

Company Management

Worker Management

Credit Workers

Norker M

Credit By Worker m

Credit By Reguirement

Variances search Resi

Worker History
- ﬁ

Next, click on Import Users

ACTIONS

Import Users

Registration Link

On the following screen, upload your excel file containing your worker details. The file must be
populated with these columns: Login / Password / First Name / Last Name / Title / Email

Worker Import

ACTIONS Click on the file to upload
Import Document MNone selected your excallorceiile

Continue Example Import

Company :: Site

NAVIGATION

Field Separator * TabO Comma

After creating the worker account, you will need to assign them to the BGIS accounts that they
will be working on and to the role applicable to the work the new user performs. This can be
done individually as described above or via bulk.
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Assigning roles and sites in bulk

Click on Assignments > choose either Bulk Role Assignments or Bulk Site Assignments and
follow the onsite prompts:

ACCOUNTS ASSIGNMENTS

Bulk Role Assignments

Bulk Site Assignments

4.3 How to update workers accounts, including resetting passwords

Navigate to Accounts in the top menu bar > Worker Management > search for the workers name:

ACCOUNTS ASSIGNMENTS

Worker Management >

Worker Management

alex SEARCH v
Search Results: 1 records found
#H Login ID - First Name MI Last Name

Company :: Site

1 ALEXANDER.WILL
Perth Refrigeration

Click on the workers name to view and edit their account:

Document Number: [HSEQ-G-043] Version Number: [1] | 20 November 2019
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Worker Edit - Alexander Will

Worker Contact Notes Role Assignments Site Assignments Permissions Change Log
Picture Login ID ALEXANDER WILL
] [ <: Update a workers login and/or password
First Name Alexander
Ml
Last Name William
Title N/A
Status Active =
E-mail

Company : Site Perth Refrigeration

Language Default
Options
» Change Password at next login Select these options if required
¥ Password Never Expires
If you would like to assign worker administration permissions, click on the permissions tab

Worker Contact MNotes Role Assignments Site Assignments Permissions Change Log

Followed by the Add Permissions tab on the left menu:

Contact Notes Role Assignments Site Assignments Permissions Change Log

Select the required permissions and click save:

Personnel

Credit Workers
Workers

Information
Reports

( SAVE ) (CANCEL )

4.4 How to upload documentation/credit workers accounts
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As an administrator with the credit workers permission assigned, you can upload documentation
such as licenses and certificates on behalf of workers. Please note, individual workers are
required to complete the induction courses themselves on Worker Management.

How to upload documentation individually by worker

Click on the accounts menu on the top left > credit by worker:

ACCOUNTS ASSIGNMENTS

Worker Management
Credit By Worker

Credit By Requirement

Search for the worker > click on their name which will bring up the list of their requirements >
tick the requirements that you wish to upload the documents for and click use selected:

ACCOUNTS ASSIGNMENTS

Credit by Requirement

ACTIONS Charles Brown
Return to List

Search
D Search Results: 8 records found 3 Selected
R

= ## | Requirement Due Date Retake
_ Months
nter Confined Space - Statement of Attainment 24 07 19 24
ELEILES Administration Qualification 01.08.19 Done
Pin Page lade Qualification - Bricklayer 230819 Once
orking Safely at Heights - Statement of Attainment 24.08.19 24
hite Card (WA) 02.09.19 Once
‘endor Induction 02.09.19 12
BP General Induction 23.07.20 12
8L WPCG Accreditation_Work Clearance Issuer Card 03.08.21 24

USE SELECTED ( SHOW SELECTED> ( SAVE AS FAVORITE)

A description of the required documentation will appear > upload the documentation for each
requirement.
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Ensure the details entered exactly match those in the documents > once you have completed all
fields the send to review button will appear for you to select. If you cannot complete a
requirement click skip to move to the next requirement > Click finish when done.

Racord 1 out of 3
Description

In estern Australia (W04) General induction raining provides persons far 10 the consinuction indusiny with a basic inowledge of OHS legisiative requiremaents, principles of risk managemant and the prevention of injury and
W3 bn e Comiruciion indusany

The Occupational Salety and Health Regulations 195 16 oul mandilony requlnesants lor the provislon of conatnuction salely induclion balnksg, for emplopees or sell-employed pecple daing confnaclion work al & workplace
in Waatemn Australly

Iy WA ey el Ay P WRINIng 55 b repaabed I workiel it s wedidorcs for mad thiss bed yin

Rulerence: HATIONAL CODE OF PRACTICE FOR INDUCTION FOR CONSTRUCTION WORK
: Docupational Salety and Hesldh Regulstions 1555

Instructions
Upioad and chear and hegitéa copy of the front and back of your valid Whits Card

Risgyired Flomaten

Completion Date/Tima 161119 1600 =
Score 0o

Result Pass L]

Yigia Py Liplomd s lor crodi Baboew

ioan e B2 upboad O fla{s)
REMOVE I ACT Constructionndection Card JPG
B MCWE I ACT Constructionndaction Card JPG
Add Fike -

Add Notes Here

A summary page will appear:

Requirement Credit

Document Review Complete

Results
Worker Requirement Status
Charles Brown \White Card [WA) Skipped
Charles Brown Working Safely at Heights - Statement of Attainmeant Skipped
Charles Brown Enter Confined Space - Statement of Attainmeant

Skipped
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How to upload documentation by requirement

Click on the accounts menu on the top left > credit by requirement:

ACCOUNTS ASSIGNMENTS

Worker Management

Credit By Worker

Credit By Reguirement

Search for the requirement > the names of your workers who have been assigned the role
which triggers the requirement will appear > tick the names that you wish to upload the
documents for and click use selected:

Credit by Worker
Electrical Work Licence
- Search
Search Results: 4 records found 2 Selected
##° LoginlD First Name MI Last Name
Adam Hyde
Andrew llling

Davinesh Sharma

Mark Pieff

(usr SEL rcrrr)) Csnow SEL rcrm) (SAVF AS FAVORITE )
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A description of the required documentation will appear > upload the documentation for each
requirement.

Ensure the details entered exactly match those in the documents > once you have completed all
fields the send to review button will appear for you to select. If you cannot complete a

requirement click skip to move to the next requirement > Click finish after which a summary
page will appear.

Requirement Credit

Davinesh Sharma
Electrical Work Licence

Description
Electrical Work Licence

Al bt limiled electrical work must be carried out by icensed eleciridans in Queensland. Exceplions include:

Record 1 out of 2

Ele ork caried oul by licensad gineers

= Apprentice or traines sleciical work under supsrdision

Rafar:
Elsctrical $afety Reguiation 2013
Elsctrical afety act 2002

Instructions

Licence type: Electrical Work Licence issued by Oueensland Government.

Docurmeniation uplos should be current and in the farm af a valid Oueensiand Electical licence. The front and back of the licence most be uplosded.

Infarmattian i be clearly displayed indudes:
= Your Full Mame

= Licenoe Mumber

= Licence ta perform the work aof (Electrical Fitter o Electrical Mechanic or bath

Compistion Dataimime  1£.11.19 1800

Scare 1040.0
Regult Pass
Expiration Date 16.11.18

You may upload files for credit below
Yo nesd to upload 1 fileds)

Add Flla

Add Notes Here

<
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4.5 Completing inductions / requirements to do list

On the dashboard, workers outstanding items, such as site inductions and role documentation
appear in the ‘Requirements To Do List’. Workers can click each requirement to complete the
task. Each workers goal is to have an empty ‘Requirements to do list’.

Dashboard

RANGATION

Reguirements To Do List

Filler by + Companieiand 43 ¢ Boles

Due Date Rqui s Company
S 0.0 COp U TR Wit Cand Bi3IE - bl

4.6 Reviewing compliance

Use the widgets available on the left menu to give you a snapshot of worker compliance

ACCOUNTS ASSIGNMENTS

Dashboard

Requirements To Do List

Filter by Al + Companies and Ajl + Roles
Due Date Code Requirement
24.07.19 AUS_CONFINEDSPA_CERT_ECS Enter Confined Space - Statement of Attainment

23.08.19 AUS_TRADE_BRICKLAYER Trade Qualification - Bricklayer

Click on the name of the widget that you would like to
pull into your homepage dashboard

Gain an overview of compliance by viewing the Connections, Roles and Sites widgets
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D
Role
Administrator
Air Conditioning and Refrigeration - Install Only
Air-conditioning / Refrigeration {HVAC) Apprentice
Air-conditioning / Refrigeration (HVAC) Technician
Asbestos Removalist - Non-Friable
Bricklayer
Confined Space Worker
Electrician
Plumber : Apprentice

Working at Height

e Roles Widget
e Sites Widget

[Document Title] ®

5

@

arch Search

@

@  Total Title
1 2 3 BGIS - BP Australia - NSW - 24
8 7 15 QLD BP Demo Site - 24
4 4 WA Demo Site

1 1

i . w »

Search
46 46
Title
1 1 2 4
Big Company - Global - 24

2 2
45 45

Displays the compliance status of workers with role assignments
Displays the compliance status of workers assigned to client sites

23

Total

41

44

47

Total

47

e Connections Widget Displays the companies connected to and their compliance status within

Connect

4.7 Reporting

Drill into detailed account details and worker, site and role compliance using the reports

available via the report link on the left menu bar:

ACCOUNTS

ASSIGNMENTS

Reports
My Reports.

My Requirements History

& Last Montn

o Last 3 Manths

o LastYear
o This Manih

o This Year

Requiremens | Need
Requirements Schedule
Administrator Reports

Requirements History for a Worker

ers Summary
tonth Detailed

o Last Month Summary

o Last 3 Months Defailed
o Last 3 Months Summary
o Last Year Detailed

o Last Year Summary

= This Monih Detailed
 This Month Summary

o This Year Detailed

o This Year Summary

Requirements Needed by a Worker
Requirements Schedule for a Worker

Adopfion Report for Ciient

SQL Reports

The reports in this section relate to the account holders own task
requirements

Use the reports in this section to gain insight into workers
completed, outstanding and upcoming requirments

Role Summary
Worker Site Assignments

Workers assigned outside Client/Supplier connection

<: The SQL reports drill into site, role and supplier data
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Select your parameters and view the report on your screen, export to pdf, export to excel or have the
report emailed to yourself or nominated person via email.

Report Prompt - Requirements History for a Worker

Click button{s) below to generate report
Optional Fields

Workers All zelected
Group By Select s
Resulis Select £
Dale Range Range = From: To:
Scare From: To
Requirements All selected
@UICK LINK S Options
Pin Page Summary Information Cnly

Do not gshow empty result tables
Append Subtolals and Averages row
Print Row Mumbers

Choose Outllt: " scpeen ) ( PoF ) ( exporT ) ( E-maIL )

Use the email option to schedule reports. This function is also recommended for large reports that may
take longer to populate on the screen.

Scheduled E-mail Title
Custom Emailed Report For - Charles Brown
E-mail address(es) to send report, separate by semicolon
demo1447&@avetia.com
E-mail Subject Line
Requirements History for a Worker Report
When would you like your E-mail? 24Hr. Format
17.11.19 06:00

How often would you like your E-mail?
One Time Mo End Date

How would you like your report?

Export PDF ® HTML

( continue ) cancer )
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4.8 Helpdesk

View quick start guides and contact the Avetta Helpdesk via the Help link on the Worker
Management site:

Hel ack | Logout

Wedale Charles Brown

Viewing Q 9

The Avetta Helpdesk team is also available over the phone Mon — Fri 9am -5pm AEDT on 1800
502 142 (AUS) or 0800 001 353 (NZ). Alternatively you can email the team via
wmsupport@avetta.com

If you need assistance with any of your roles or permissions please contact the BGIS CMS
Team via CMS@apac.bgis.com
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