Contractor Induction Portal Guide
Individuals Registration

Link to - Contractor Induction Portal

The purpose of this guide is to help Contractors, who provide services to UNSW to register their
business in our online contractor system. All contractors engaged by UNSW must be registered

CRICOS Provider Code 00098G
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1. Complete all areas. Starred * areas
must be completed before
submitting.

A username will automatically be

created for you, based on your First
and Last name.

You need to create a password that
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3. Once you create an account, your
username and password will be
displayed for your information, and
an email, from LMS Portal, with your
account details will be sent to your
nominated email address. Please
check your Junk email if you haven’t
received an email.

Click on “Continue to your
dashboard” to view the page where
you can view your profile and any
users listed under your Business.

4. Once you enter your Dashboard, you
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https://unsw.sharepoint.com/sites/UNSWHSEteam/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUNSWHSEteam%2FShared%20Documents%2FGeneral%2FDocument%20Control%20Register%2FDocument%20%26%20Resource%20large%20file%2FHS801%2DContractor%5FSafety%5FManual%5FV2%2E2%2Epdf&parent=%2Fsites%2FUNSWHSEteam%2FShared%20Documents%2FGeneral%2FDocument%20Control%20Register%2FDocument%20%26%20Resource%20large%20file&p=true
https://unsw.sharepoint.com/sites/UNSWHSEteam/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUNSWHSEteam%2FShared%20Documents%2FGeneral%2FDocument%20Control%20Register%2FDocument%20%26%20Resource%20large%20file%2FHS801%2DContractor%5FSafety%5FManual%5FV2%2E2%2Epdf&parent=%2Fsites%2FUNSWHSEteam%2FShared%20Documents%2FGeneral%2FDocument%20Control%20Register%2FDocument%20%26%20Resource%20large%20file&p=true
https://unsw.sharepoint.com/sites/UNSWHSEteam/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUNSWHSEteam%2FShared%20Documents%2FGeneral%2FDocument%20Control%20Register%2FDocument%20%26%20Resource%20large%20file%2FHS801%2DContractor%5FSafety%5FManual%5FV2%2E2%2Epdf&parent=%2Fsites%2FUNSWHSEteam%2FShared%20Documents%2FGeneral%2FDocument%20Control%20Register%2FDocument%20%26%20Resource%20large%20file&p=true
https://unsw.sharepoint.com/sites/UNSWHSEteam/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUNSWHSEteam%2FShared%20Documents%2FGeneral%2FDocument%20Control%20Register%2FDocument%20%26%20Resource%20large%20file%2FHS801%2DContractor%5FSafety%5FManual%5FV2%2E2%2Epdf&parent=%2Fsites%2FUNSWHSEteam%2FShared%20Documents%2FGeneral%2FDocument%20Control%20Register%2FDocument%20%26%20Resource%20large%20file&p=true

a. Dashboard: Link to profile,
Links to available courses,
Links to UNSW Documents.

ROLE: CONSULTANT; OFFICE CONTRACTOR

PANY & BUSINESS : EMILIO TEST

FOIBEES

b. Training Record: Each
training activity that you
complete will be added to
your Training Record. You
can also add external training
activity in the top right corner.

-
You can use this page to
show proof of training
completion to your UNSW
contact.
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c. Courses: Links to Induction
and Safety Modules

MY COURSES us] &

Part A- General Contractor Induction Park”  Induction - Construction | T
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BioMedical Precinct - Contractor Bulk Cryogenic Facilities - Safety Confined Sp; V1 HY jn* Satety Module V1

d. UNSW Documents: Risk
Assessments, Safety
Manuals, and induction
forms.

UNSW DOCUMENTS

NIC FACILITIES

e. Links: Inactive at the
moment.

LINKS
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My Licences: A list of
licences and files you have
uploaded. You can also add
more licences here by
clicking on the shopping
trolley icon in the top right
corner. Documents uploaded
here will appear in the top
section of this page, entitled
“My Licenses”.

If you uploaded a White Card
earlier, it would appear in the
middle section of this page.

To upload personal files,
select the box in the bottom
left column entitled
“Enabled”. This will allow you
the options to upload
documents in the column
entitled “Upload file” and
place a date in the column
entitled “Expiry Date”.
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