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Introduction

The Donesafe Contractor Management module will manage high risk vendor prequalification and
compliance documentation.

Suppliers will manage their own compliance documentation via the system and will be reminded
when documentation or certification are due to expire and will be prompted up upload current
information when due.

Suppliers are able to access this Supplier User Manual (where required) using their Donesafe Supplier
Dashboard or the external Supplier Portal on the J)'s website www.jjswaste.com.au.
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Supplier Portal

The Supplier Portal is accessed from the JJ's website home page and will direct suppliers to a web
page for support and help documents and videos, and to access the Donesafe Contractor
Management login page, where they can log in using their registered email address. For example:

——

Supplier Portal

Welcome to the JJ's Waste & Hecycling Supplier Portal

Click PORTAL LOGIN beiow 1o access the Supplier How to register for the Portal

Managerrent Partal. 3 " i
2 Watch a short video on how to register for the Denesafe Supplier

Management Portal
PORTAL LOGIN

Meed help?

View the guides below

. n s g
b h built for the workplac(

tomorrow
Supplier Supplier Email &
User Guide  Password Reset Guide
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New Supplier Registration Overview

It is a company requirement that all suppliers/contractors and workers be approved before any
goods or services are provided for high risk activities or visits on any J)’s Group of Companies sites. A

new supplier request is processed ustilising the new Donesafe system, as follows:

1. Once a new supplier request has been approved by depot management and identified as high
risk and/or coming on site, the new supplier record is created in Donesafe by the relevant JJ’s
team.

2. New suppliers are notified via an automated Welcome email from Donesafe advising them to
register in the system confirming their email address and setting up a password.

3. All suppliers are obliged to complete the Pre-Qualification form in the Portal which will
determine the risk levels of the goods and services provided by the supplier, and what
supporting documents, certifications and licences are required for compliance and approval.
Without the necessary compliance documentation, suppliers are unable to provide goods or
services to JJ’s depots nor enter a JJ’s site where contractors/workers are not recorded as
compliant.

4. New suppliers can then upload the required documentation in the Portal under the relevant
tabs of information required. Once all records, documents and uploads are complete, suppliers
can submit for review and approval. Note All required documents, certificates, licences, etc.,
must be uploaded before an approval request can be submitted.

5. Supplier submitted documentation is reviewed, where it is approved or rejected. Where
uploaded documents are inaccurate or expired, the central team will reject the submission
and request further information from the supplier via email. This system-generated email will
detail the outstanding informing and provide suppliers with a link to re-submit the outstanding
documentation for reviewing and approval. Where submitted information is correct and valid,
they are approval to provide services to the JJ’s Group of Companies.

6. Reminders are automatically sent to supplier where documentation, certificates, declarations,
etc. are missing or have not been submitted prior to expiry. If suppliers do not upload all
necessary documentation within the required timeframe, the supplier is deemed non-
compliant, cannot be used by the JJ’s Group of Companies.

7. Suppliers can view the status of their own record via the Supplier Portal. This may indicate
what is required, for example a status of Contractor Completion (indicates the contractor still
needs to complete items), or a status of Contractor Amendments Required (indicates the
submission has been rejected and some amendments are required by the supplier/contractor).

8. As documents, certificates and insurance near expiry, suppliers are notified by email of the
need to update new information to their Supplier Portal and a timeframe in which to complete
this task. Multiple reminders may be sent where information remains outstanding until such
time a supplier is deemed non-compliant and unable to provide any services to the JJ's Group
of Companies.

This process is explained in more detail in the following sections of this user manual.
Pt
Pl
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Once a new supplier request is initially set up in the system by the JJ’s central teams, a supplier

(contractor) is notified via email to confirm their account. For example:

S

Waste &

Recycling
—

Welcome Julie Test  ( test@gmail.com.au )!

You can confirm your account email through the link below:

Confirn my account

Powered by Donesafe, an HS1 Company

1. From this Welcome email, new suppliers should click the Confirm my Account link to access

the JJ’s Supplier Portal directly, to register their new account.

2. This will open to a page where new suppliers can enter their registered email address where

instructions will be emailed sent to them, including the opportunity to set a new password

for their account.

’S
Waste &
Recycling
PSSR —
Email
test@example.com
Resend confirmation instructions
Sign in Forgot password?

3. The confirmation instruction email will look similar to this. Use the Change my password blue

link to reset your password, as follows:
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l I Waste &
Recycling

—

Hello Julie |

Someone has requested a link to change your password. You can do this through the link below.
Change my password

If you didn't request this, please ignare this email.

Your password won't change until you access the link abeve and create a new onae.

4. Enter and confirm your new password to access the Supplier Portal:

S
Waste &
Recycling

N

Change your password
New password

Conflrm your new password

Sign in Need to confirm your account?

Once the password is set-up, click Sign in to login in to the Portal. Alternatively, head to the Supplier

Portal on the JJ's website www.jjswaste.com.au as follows:

J.J. Richarde & Sons Pty Ltd hes rebranded to *J0's Waste & Recycling”

5 CituRATIHG
Waste &
J Recycling REQLIEST A QUOTE

——

Sarvices Industries

in the Waste Industry Q

NOATHERN
TERRITORY

5. Atthe login page, click Sign in with email button. Note: Suppliers are to use the yellow
Sign in with email login option. The green sign in with organisational account is for internal
J)'s users only.

HSE-TRN-002 Donesafe Contractor Management Supplier User Manual Page 6 of 23



Corporate Governance Donesafe Contractor Management — Supplier User Manual

°S
Waste &
Recycling

Sign in to your account

Sign in with email
Forgot pass:-'crd?/ Need to confirm your account?

Note: View this online video on registering your Donesafe account and password set-up.

https://tinyurl.com/JJsWasteSupplierLogin
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Changing Supplier primary email

Once logged in, suppliers can update their primary email address (which is used to login to Supplier
Portal) as follows:

1. From your record in the Supplier Portal, click the profile icon top right of the Donesafe
Header bar, click the initials icon.

—0

2. Select Profile from the drop down list provided.

Add New °

3. From the Profile window, click the Details tab.
4. Update/change the email address, as necessary. (Note this is the email used to login in to
your Supplier Portal).

Donesafe JJs

Name™

a .
Email’
é

Mabile Payroll Identifier
Timezone
Employment Type Employment start date

O

5. Click Save to save the changes. Whilst suppliers continue to use the system at this point, the
next time they login, they will be required to use the new email address.
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Changing passwords

Once logged in, suppliers can update their password to access the Contractor Management Portal as
follows:

1. Foryour record in the Supplier Portal, click the profile icon top right of the Donesafe Header
bar, click the initials icon.

Y

2. Select Profile from the drop down list provided.

Add New e

3. From the Profile window, click the Preferences and Security tab.

Donesafe JJs

PREFERENCES AND SECURITY

Password

Chare Pacsard b

Signature

4. Click the Change Password field.
5. Enter the new password, confirm the new password and enter the existing password.

Password Current Password

Change Password

6. Click Save to save the changes. The new password will need to be used when you next login.
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Forgotten passwords

If supplier forget their login password, this can be re-set as follows:

1. Click Forgot password? option on the Portal login page.

S

‘Waste &

Recycling
—

Sign in to your account

—— e ———

Sign in with email

I Forgot password? Meed to confirm your account?

2. This will open to a page where suppliers can enter their registered email address and
instructions will be emailed sent to them, including the opportunity to set a new password
for their account.

’S
Waste &
Recycling

Email

test@example.com

Resend confirmation insiructions

Sign in Forgot password?

3. The confirmation instruction email will look similar to this. Use the Change my password blue
link to reset your password, as follows:

l ' Waste &
Recycling

—

Hello Julie |

Someone has requesied a link to change your password. You can do this through the link below.
Change my password

If you didn't request this, please ignore this email,
Your password won't change until you access the link abeve and create a new onae.

4. Click the Change my password link in the email message.
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5. Enter and confirm your new password.

’S
Waste &
Recycling

e —

Change your password

New password

Confirm your new password

Sign in Meed to confirm your account?

6. Click Change my password to save the new password.
7. Return to the sign in page to login using the new password.
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Viewing company details

Dashboard

Once you log in via the Supplier Portal, you are directed to your Contractor dashboard, for example:

1. Click the Quick Reference Guide — Help link to open a copy of this guide.
2. View the Document Status column to view all the outstanding documents/items for your
company.

Viewing your Company record

To view your company information:

1. Click the Contractor Management option from the left side menu. Select Contractor
Company Register.

p Contractor Compar
’ : = ;
Contractor Worker Re

Contractor
Leetel  Contractor Documents

“Worker Licences

2. From the Register screen, click the blue Uniq ID link to view your company information.

o E :
s,

the email to navigate directly to the relevant company record.

Note: When accessing a record from an email you have received, simply click the link in
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3. Your company record is displayed.

On hold

4, The current Approval Status/Stage is shown at the top of the company record.

Supplier statuses are shown below:

peien o

Contractor
Completion

Compliance
Approval Pending

Contractor
Amendments
Required
Inactive

Expired

On Hold

Approved

Indicates there are also workers documents to be completed if they are to come
on site. Suppliers cannot submit their documentation for approval until this is all
completed.

Supplier has provided all relevant documentation, certificates, insurances etc.
and is awaiting final verification/approval from the Shared Services team using
the Compliance Verification tab.

Displays if the approving team require more information from the supplier
before it can be approved.

Supplier documentation might not have been provided; the supplier is deemed
as non-compliant or may be black listed. The supplier will not be used at this
point.

Supplier documentation has expired and not been replaced. Supplier will not be
used at this point.

The supplier is automatically put on hold where they have not provided any
documentation after 4 weeks of commencing the process of pre-qualification.
Reminders are automatically sent to Suppliers to remind them of expired
documents.

Supplier has provided all required documentation and is deemed compliant to
provide their goods and services.
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Company details screen

The Company Details screen is described as follows:

1. A summary of your Company, with the unique Contractor number, is shown on the left
panel.

2. The Supplier Pre-Qualification tab is displayed by default. Click each tab to view the
information provided, documents, uploads, worker details and certificates, etc.

3. Your supplier/company current status is shown at the top of the records with a brief
description below.

4. Click any of the tabs below to view more company information, and any documents you have
completed or uploaded, for example Insurance or Workers. Note that you have not indicated
you are to go on any site in your Pre-Qualification form, the Workers tab is not required and
therefore is not visible.

DI STORES ! mummo

Adding your Pre-Qualification form

New suppliers will need to add and complete their Pre-Qualification form before they are able to
upload any supporting documents or certificates. The Pre-qualification allows new suppliers to
complete their company information, service types, locations etc. and based on their services they

are to provide and if they are to visit any sites, upload documents, insurances and certificates, etc.

1. Under the Supplier Pre-Qualification tab, click Add to add a new Pre-Qualification form.

ABC Company £ Contracter Completion

2. Complete the questionnaire fully and correctly, Questions are grouped into a variety of

subjects:

HSE-TRN-002 Donesafe Contractor Management Supplier User Manual Page 14 of 23



Corporate Governance Donesafe Contractor Management — Supplier User Manual

Company Details

H&S Questions
Environmental Questions
Quality Questions
Company Sites Worked On

Do o0 T W

Type of Work Performed

Complete
3. Once complete, click Complete or click Save as Draft to save this to return to

it later.

Editing your Pre-Qualification form
1. To add, update or add more details to the Pre-Qualification form, click the pencil icon under
the Supplier Pre-Qualification tab.

o Doncsafe Admin: Pre-Oualification o . 21

2. The Pre-Qualification screen displays allowing you view and update more information, as
required.

3. Enterinformation as required, noting that all mandatory fields are shown with an asterisk *

Complete
4. Once all information is entered, click Complete at the end of the screen

The Complete label is displayed on the Pre-Qualification screen with a summary of the form
displayed on the screen too, as follows:

° Doncsafe Admin: Pre-Cualification

Company Details

Company Name

ABN
Trading Name:
Address

Company Phone Number
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Updating your information
When you update any information in the Contractor Management system, you are likely to be
promoted to refresh your window to ensure the status of the record is updated accordingly.

This record has been changed Refresh Now X

e
4 4 Note: Where additional sites are added, you might be required to upload additional
documents. In addition, where new workers are added, worker information must be uploaded via

the Workers tab.
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Uploading documentation to the Portal

Suppliers are notified by email, to register and upload the required information, certificates,

insurances, declarations etc., for approval prior to providing goods and services. For example:

Welcome to JJs Waste and Recycling Contractor Registration Process

You will be required to register your company and upload the following documents:

** denotes mandato

You may return to the system at any time to upload or modify these documents

The Pre-Qualification form will populate the other tabs in Supplier records, based on the information
provided in the Pre-Qualification form. For example, the Insurances & Documents tab will populate
with the required documents suppliers need to be uploaded to the portal, based on the information
provided in the Pre-Qualification form.

The Workers tab will only display if the Pre-Qualification form indicated that suppliers/contractors
are to come on site and the names of the workers to attend sites and locations.

Upload Insurances & Documents
1. Access your company record and select the Insurances & Documents tab.

1)

2. Click on the document line to upload.

@ Add
3. Click Add - The Upload Document window displays. Different documents require
different information to be completed, for example:
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a. Modern slavery:

Upload Document

CONTRACTOR DOCUMENTS DETAILS | DOCBI2

b. Insurance certificate:

Upload Document

CONTRACTOR DOCUMENTS DETAILS | DOCAI0T

comnis |

4. Upload the document (drag and drop onto the window or browse to select the file).
5. Add Policy Numbers, notes etc., as required.

6. Select Expiry Date using the calendar tool. Note this must be at least 30 days in the future.

Upload Document

CONTRACTOR DOCUMENTS DETAILS | DOCBFI2

May 2024 4

Su Mo Tu We Th Fr Sa

Claar
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e E :
Pl

completed. Please check you are uploading the correct documents before pressing COMPLETE.

Complete
7. Click Complete once all documents have been uploaded or click Save as Draft

Note: You are unable to remove or change an uploaded document once the form is

to save this to return to it later.

Once all documents have been uploaded to your company record and are current and valid, the
Insurances & Documents tab displays Current against each of the required documents/uploaded. For
example:

ALDI STORES (A ¢ tace  Contractor Completion
LIMITED Figasso =
PARTNERSHIP) - P
90196565019

Please complete all rag

Inz s & Documents

DETAILS # Document Type - Document Expiry Document Status

| Cusment

IJ'e Supplier Manzgement

| Current
/052075 | Gurrent

| Current

' Current

Adding Worker documents
The Workers tab is only displayed where a supplier has indicated they will come onto site and need

to nominate the names of those workers expected to attend sites and locations.

Suppliers are required to upload the relevant documents for a worker who is providing a service or
plans to come on site. Once all worker documents are uploaded, email notification is automatically

sent to the JJ’s corporate governance team for worker document review and approval.

1. Click the blue worker name to view more details.
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Waorker Completion

DOCUMENTS COMPLIANCE TEAM REVIEW
Document Type = Expiry Date Status
30
Cutstanding
Outstanding

2. Click the blue Document name link to view already uploaded documents.
3. Where required, click Add to upload a document.

af
Ui < Back Q D Add Now ° .

First Aid Certificate § Outstanding
- Bob smith - SEN @
YAN

DETAILS s’

4. To upload a document, click the blue Click to upload link or drag and drop the file onto the
Drop files here area.

Upload Document

WORKER LICEMCE DETAILS

he required document

pictures of both the front and back

expiry date mast be at least 30 days in the future

5. Enter the document expiry date using the calendar tool. Note this must be at least 30 days in
the future.

. Complete .
6. Click Complete once all documents have been uploaded or click Save as Draft
to save this to return to it later.
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/.1& -;'
e Note: Once the uploaded document forms are Complete, suppliers are unable to edit or

amend them. If there is an error in the uploaded documents, suppliers will be advised when their

submission is Rejected, where they can upload the correct document, certificate, etc. as required.

Communications tab

Suppliers/Contractors are able to view this tab and may use this to add notes or communications to

the reviewer approver, where relevant.

ALDI STORES (A ¢ t Contractor Completion
LIMITED
PARTNERSHIP) -
90196565019

904 @

Please complete all required documents below this section
Insurances & Documents

DETAILS # Document Type - Document Expiry Document Status

Workers Compensation Insurance - 54 3171272024 | Cuarent

. .. ® Add
Click Add to create a new Communications record

Enter the Comments.
Select who is adding the Comments from the list provided. Default is yourself.

Add any documents/attachments if required.

A wnN e
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Submitting your request

Once all documents have been uploaded to your company record and are current and valid, the
Insurances & Documents tab displays Current as the Document Status for each of the required
documents/uploaded. For example:

ALDI STORES (A ¢ Stage . Compliance Approval Pending
Ll M ITED Company Compiance o Verily the confracler has upioaded valid insurances and documents and complete the 'Campliance Verification' b
PARTNERSHIP) -
90196565019 SUPPLIER PREQUALIFICATION  INSURANCES & DOCUMENTS
C NBOD4 O
Insurances & Documents
Document Type « Document Expiry Document Status

1/12/2024 |:_‘Lm_'r".

DETAILS &

| curent

23/05/2025 | cument
saining fInduction Procedurs | Eurrent

Risk Management Procedure | Gurmant

Once all required documents and certificates, etc. are uploaded, the Contractor stage is updated to
Compliance Approval Pending and an automated email is sent to the centralised Shared Services
team to review and approve the supplier documents uploaded.

The notification email sent to advise the central team is similar to the following:

-?-\‘1‘|-2‘I‘3‘\-4‘I-5‘\‘6-\‘7‘\-5-\‘B-\‘lﬂ‘l-ll‘\‘12-\‘13‘I‘14-\‘15-\‘lﬁ‘l-17‘I‘18‘I-19‘I-20-\‘21-\‘ZZ‘I-ZJ-\‘24‘\-254-26‘\‘27-&‘

= YYHNLE O =
JJ Recycling ‘:‘
Contractor ALDI STORES (A LIMITED PARTNERSHIP) - has uploaded all required documents
This message is related to the ALDI STORES (A LIMITED PARTNERSHIP) - Contractor Company Register
Hi
Message:
All documents have been uploaded for ALDI STORES (A LIMITED PARTNERSHIP) - Please follow
the link above to access the record, and complete the Compliance Verification tab.
Recipient: JJ's Supplier Management
Powered by Donesafe, an HSI Company
Automation Reference: 972
=]
[4] [»]

Once your information has been reviewed and approved, your company status is updated to
Approved:
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Incomplete / rejected submissions

If a supplier’s document submission is rejected, an email is sent to advising them of what needs

updating or re-submitting, together with a link to directly access their record to update. For example:

-:’2‘\-1‘\-2-|-3-|‘4-1-5-|‘6-|-7-|‘B-|-D-|‘10-|-11-|‘12-|-13-|‘14-|‘15‘\‘16-|‘17‘\-15-|‘19‘\-2D-|‘21‘\-22-|-23‘\-24-d-
5 [+]
J Waste &
Recycling
rr——
Some documents for ALDI STORES (A LIMITED PARTNERSHIP) - require re-submission
This message is related to the ALDI STORES (A LIMITED PARTNERSHIP) - Confractor Company Register
Hi Julie Ellenger
The following documents require re-submission: Risk Management Procedure - ALDI STORES (A
LIMITED PARTNERSHIP) -
Messags: The following notes were provided:
Please upload a valid Risk Management Procedure document.
Please access the record using the link above, and re-submit all documents in the 'Insurances & —
Documents' tab marked as "Outstanding'.
Recipient: Julie Ellenger [~

Suppliers can use the Company name link in the email to navigate to the supplier portal to upload
the correct documents, as indicated in the email.

Suppliers can also check the Communications tab in their company record for any additional
information provided to assist them with the correct upload to ensure approval.

Once all outstanding documents have been re-uploaded and show as Current in the Document

Status, the company record is automatically re-sent for approval.

Supplier reminders

Reminders are automatically sent to Supplies where documents are outstanding, invalid or expired.

s
o Note: Where suppliers do not upload the correct documentation in the timeframes
provided, they will be marked as inactive, and the JJ’s Waste & Recycling group of companies staff

and depots are advised not to use that supplier or their services.
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