SASSI User Manual for Contractors

- i

&y Sass)

SASSI User manual for
Contractor Administrators

Version 17-11-2017



SASSI User Manual for Contractors

I I To [ I (o TSNS 3] TSP 3
FZ o [ ] 1Y PP 4
K T O @ ] 1Y | =7 Y N PP 4
70t I o 11 ] o= 1)V =3 7>V PSS 4
0t Nt R I 7= =Y £S5 = o J PSR 4
TRt S 1 Y [0S = 5
R R T VA 0T (T S = o PP 6
T 0 S o 11 ] o] = g o =T = PSP 7
3.2. View/Upload Compliance Documents (EXCl. SWMS) ......cooviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeee 8
3.3.  Check/Link ComplianCe DOCUMENTS........uuiiii e e e e et e e e e e e eeaaans 10
3.4, MANAGE SWIMS . e et e e e e e e e e et e e naa s 10
3.4.1. Create/edit geNEriC SWMS.... ..o e e e e e et e e e e e e e e e aaaaas 10
3.4.1.1. Adding a8 PDF type SWIMS.......ooiiiiiiiiiiiiiiiiie ettt 11
3.4.1.2. Adding a TEXT type SWMS fOr INVESIA.......cccovvuiiiiii e 14
3.4.1.3. Submitting SWMS and PermitS in AQVANCE ............uuuiiiiieiiiiiiiiiiiee et eeeeees 16
Bi4.2. VIBW SWIMS ..ttt 18
3.4.3. Amended SWMS reqUIMNG FEVIEW .........cueiiiiiiiiiiiiieiiiiieeeeeeeeeeeee et ettt et et e e et e e e e e e eeeeeeeeeeeeeeeeeeees 19
T T o F= 2= U0 (o U RS O =T 0 T To= | R 20
3.5.1. Add a new Hazardous Chemicals Safety Data Sheet ..........ccccccvvviiiiiiiiiiiiiiiiiiieieee 20
3.5.2. The Hazardous ChemiCalS rEQIStEr ........cciiiieiiiiieiiie e e e 21
1YL @ 1 {3 & T 22
S Tt T o o IR 0 4 1= £ 22
A o [ N g oY VY o T U 23
N I AT o T (=T T 1= = T 25
A.2.2. WOIKEI'S SEIVICES ....ceiiieieiiiiiiee e e e e e e ettt e e e e e e e e ettt s e e e e e e e e eeeaas s e e e e e e eeeeesssnn e eeeeeeeeenannnnnnes 26
e T AT o (=T =T o ] = 27
4.2.4. Worker's Permits and LICENCES...........oiiiiiiiii e e e e e e eees 27
T AT o T (=T TN [T [0 T i) 27
G T [ 0o [0 Tox (0T 0 K741 =] o] T RN 31
4.3.1. Complete indUCtION OF traINING .......oovvuiiiiiiie e e e e e e e e e e e e e e reenaaaas 31
Y VA [ = 1| 32
N O o ] | = Lox o [ = | £ 32
N O F= Y (o T o =151 o] £ o N 32
4.5. View/Upload Worker's Trade LICENCES.......coiiieiiiieeiiiie et e e e 33
4.5.1. Add WOrKer's Trade LICENCE .......ccoveeeieiiiiee et e et s e e e e e e e e e e e e e e e e e e eeeenennnnnes 33
T VAV Lo T (T g [Tol=T o IR (£ 36
ST 4=t = ] 8 TP 37
S I N 1 (=T o F= 1 o PP 37
S NS 351 IS 1 0 | = ] = P 37
(G20 I 0 0] = (o AR Y AN 3 I U o] o o ] PP 37
G O 17 o o =T 1 = RSP 37
6.3. Frequently asked QUESLIONS .........ccoii i e e e e e e e e e eeanaas 37
G T o 1= | RV o [T o PP PP 37
A Y o] o 1= o [0 | o >SS 38
7.1. Explanation of Finger Vein Scanner (FVS) iN SASSI ......oooviiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeee 38
7.2. FVS Registration ProCeSS iN SASSI ... ..oouii i 40
Contractor Admin user Guide-17-11-2017.docx Page 2 of 44

© 2017 SASSI Web Pty Ltd All Rights Reserved



SASSI User Manual for Contractors

1. Login to SASSI

To access the SASSI system, go to the following URL:

http://sassi.audit.net.au/

The screen below will be displayed.

& sassi

Login by:
1. Entering your username
2. Entering your password.

3. Select the IN haLogin button or press Enter to proceed with login.
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Below is the first screen you will see after you log in.

Locout Cr»

6 SaSS| ' Welcome SASSI Plumber, SASSI Test Plumbing Company

Click her to see the |
list of the latest J

IOME - SASH software changes. | )
HOME & COMPANY & WORKERS & REPORTS & ADMIN *  SASSISUPPORT * LOGOUT &
Home /
v/

Please review all Client Documentation on the right that may apply to you. C|iEnlS%':)E[§.lg"lnEnlS to Release Notes - updated 18/12/2016
view and download

them. This willinclude

such things as clients' |

permit forms.

How do I get help on using the system?
Client Documents:

= Go To SASSI SUPPORT> User manuals or SASS] SUPPORT> Help videos NS brookficld Commercial Qperations G

How do I add a new worker? = DEXUS Property Group (13)
» Investa (6)
= Go to WORKERS > Add New Worker » Oxford Properties Group (3}

How do I delete a worker?

» Go to COMPANY > Company Details then click on the Workers tab. Search for your user and when you find them
click on the Remove button

How to assign services to workers?

= When you are viewing the worker's details, click on the Workers Services tab, select the services from the right hand box and click on the arrow to assign the selected
services to the worker.

How do I complete an Induction?

* Go to WORKERS > Inductions/Training > Complete Induction or Training
Select "‘Worker on site induction” Select your Client, and Property (if applicable) and then click Search

Other tips
T )

Below are relevant menu option and what you can do with them.

2. HOME

This option will return you to the page shown above

3. COMPANY

Within this menu item you can choose one of the following options.

3.1. Company details

Within the company details form there are the following tabs.

3.1.1. Details tab.
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rCompany details

SASSI Test Plumbing Company

I Details Services Workers Compliances J

Company Name: |SASSI Test Plumbing Company |

Address 1 (Building Name): | |

Address 2 (Street Address): |11:’37 Nicholson Street |

Country: AUSTRALIA V]
State: nsw[v|

City: [BALMAIN EAST - 2041
pPost Code: 2041)
Phone Number: |02 8662 9400 |
Fax Number: |02 8662 9462 |
eb Address: |
IABM: |80 000 000 001 http:/fwww.abrbusiness.gov.au/

In the Details tab you can view and update your company’s main details in SASSI.

The information in the greyed text boxes is mandatory.

|
To update the information on this page, click the save icon.

3.1.2. Services tab.

[SASST Test Plumbing Company

Details Services Workers Compliances

Only show properties linked |

Client: [IALL CLIENTS] v
Discipline:
{Property:

Client Property Discipline Service
Brookfield | 1 Demonstration Street (The Tower) PERTH WA 6000 | General Building Repairs and Services | Plumbing Pump Services
Brookfield | 1 Demonstration Street (The Tower) PERTH WA 6000 | Plumbing/Drainage Jetting
Brookfield | 1 Demonstration Street (The Tower) PERTH WA 6000 | Plumbing/Drainage Plumbing General - Adhoc
Brookfield | 1 Demonstration Street (The Tower) PERTH WA 6000 | Plumbing/Drainage Water leak repairs from rainwater
Brookfield | 1 Demonstration Street (The Tower) PERTH WA 6000 | Plumbing/Drainage Water proofing
Brookfield | 1 Shelley Street SYDMNEY NSW 2000 General Building Repairs and Services | Plumbing Pump Services
Brookfield | 1 Shelley Street SYDNEY NSW 2000 Plumbing/Drainage Hot Water System Installation/Service
Brookfield | 1 Shelley Street SYDNEY NSW 2000 Plumbing/Drainage Jetting
Brookfield | 1 Shelley Street SYDNEY NSW 2000 Plumbing/Drainage Plumbing General - Adhoc
Brookfield | 1 Shelley Street SYDNEY NSW 2000 Plumbing/Drainage Roof Plumbing
s a[a el fs[s o[ a[sa s sfss sz fs[o]_Je | |
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In this screen you can view the services that your company provides at your clients’ properties

You can search by client, discipline and property. Only the Client is mandatory. Click the CkSearch button to
search for the services.

You can also display only the properties that you provide these services to, by clicking the “Only show
properties linked” check box before you click “Search”.

If you do not select a discipline or property all the services and all properties for that client will be displayed.

This information can only be updated by a representative of the building manager or SASSI Web.

3.1.3. Workers tab.

In this option you can see all the workers that work for your company.

Company details

SASSI Test Plumbing Company

Details. Services Workers. Compliances

First Name:
Last Name: I

Company:

Show Inactive Users: U

Show Company O

Administrators

(@ o

Name Username Roles. Active Date :::""d Reset Send Password to Email
%’h’:’“jﬂ amacdod | Company Admin, Compliance Expiring Motification, Worker [‘:m 30/07/2015 £ Reset @ Send |amacdod@sassiweb.com.au
George Smith gsmith47 | Worker Y::[m 07/07/2015 £ Reset & Send |gsmith47@sassiweb.com.au
Harry Smith hemith3 Worker [‘:m 12/06/2014 £ Reset & Send |nemith3@sassiweb.com au
Jack Smith Jemitha3 Worker ﬁm 26/06/2014 £ Reset ¢ Send |jsmith43@sassiweb com au
Jane Plumb Jplumb2 Worker [‘:m 15,05/2014 £ Reset & send |jplumb2@sassiweb.com.au
Joe Plumber jplumb Worker "E;[m £ Reset & Send |jplumb@sassiweb.com.au
John Green jgresnls Worker [‘:m 29/05/2015 £ Reset & Send |jgreenl3@sassiweb.com.au
nbfuilwe jkbuhl njkbuh Worker ﬁm £ Reset & Send |njkbuh@sassiweb.com.au
Penny Blumber pplumb Worker [Y;m £ Reset @ Send |pplumb@sassiweb.com.au
R Ezrlr_::;rgufld‘l:i:;ki:mplian(e Expiring Notification, Induction Expiring "!: F— =oEEE G Reset ‘ &_ el
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3.1.4. Compliances tab.

In this option you can see all the compliance requirements of your clients and the documents you have

uploaded to satisfy those requirements.

If you click on the icon under the “Documents” heading, you will see the document that was uploaded.

ompany details

SASSI Test Plumbing Company

Details Services Workers Compliances

i Client Requirement

Contractor
Compliance

Document/s

SASSI Test Plumbing

Brookfield; 11 Mounts Bay Road - Site Specific Risk Management Plan (WHS Management System); Company; Ref: Test B
AUSTRALIA (WA); Doc; Expiry:

30/06/2016; Verified

SASSI Test Plumbing
Brookfield: 121 Exhibition Street - Site Specific Risk Management Plan (WHS Management System); Company; Ref: Test Y
AUSTRAUA (VIC): Doc: Expiry:

30/06/2016; Verified

SASSI Test Plumbing
Brookfield; 388 George Street - Site Specific Risk Management Plan (WHS Management System); Company; Ref: Test B
AUSTRALIA (NSW); Doc; Expiry:

30/06/2016: Verified

SASSI Test Plumbing
Brookfield; 644 George Street - Site Specific Risk Management Plan (WHS Management System); Company; Ref: Test B
AUSTRALIA (NSW): Doc; Expiry:

30/06/2016; Verified

SASSI Test Plumbing

C ; Ref: test
Brookfield; NSW Workers Compensation Insurance (Workers compensation); AUSTRALIA (NSW): 1;;?:::@% e s

30/06/2016: Verified

SASSI Test Plumbing
Brookfield: Public Liability Insurance (Public & Product liability insurance); AUSTRALIA: Company; Ref =

123456789; Expiry:
30/06/2016; Verified
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3.2. View/Upload Compliance Documents (excl. SWMS)

This is the option that you will use to add, update or delete your company’s compliance documents,
excluding SWMS, and enter the information about these documents, so that they can be matched to a
client’s compliance requirements.

iew/Upload Compliance Documents

Select "Edit" to update the

. compliance document. E.g. document from the
Comracton (S5 Test Pumbig Compary - G onhe to upload the latest system. ft will be
status to see the certificate of currency. archived for future

ere 10 view

icl

Compliance Type: [ALL v the uploaded ﬂ\

r_ Click here to add a new __document.
—_ compliance document. J \

Professional Indemnity - SASSI Plumber on Jul 11 2016  |To Be
—— 23456789 =i 30/06/2017 | test only 2:10AM Reviewed Edit | Delete
Public 8 Product - Test palicy for Peter Yen on Dec 22 2016 To Be -
liability insurance FEbE) - S0/06200 demonstration 10:11AM Reviewed Edit | Delete
1 Demonstration Street (The Tower) | TEST Risk - Brian Dolan (Test SASSI Champ)
WHS Management Plan | Property PERTH WA Managment Plan | — 30/06/2017 | Test only on Jun 20 2016 2:51PM Complete Edit | Delste
WHS Management Plan | Property |1 Shelley Street SYDNEY NSW 2000 | test 1234 =% S_ASSI M e S 2T M Edit | Delete
4:31PM Action
123 Albert Street BRISBANE QLD Test only. Please - Brian Dolan (Test SASSI Champ) (To Be
WHS Management Plan | Property 4000 ignore. | 30/06/2017 | Test only on Oct 14 2016 5:10AM Reviewed Edit | Delete
. . Peter Y Nov 30 2016 i .
WHS Management Plan | Property | 56 Pitt Street SYDNEY NSW 2000 | S6pitt = 30/11/2017 | eter ven on Hov Requites | i | pelete
2:57PM Action
Plumpton Marketplace PLUMPTON |Test only. Please |« Brian Dolan (Test SASSI Champ) | Requires
WHS Management Plan | Property NEW 2761 ignore | 30/06/2017 | Test only on Nov 11 2016 119PM Action Edit | Delete
- - Peter Yen on Dec 2 2016 Requires .
Waorkers compensation | State NSW 34444 2 30/06/2017 | NSW1 g:41aM Action Edit | Delete
Workers compensation |State NT NR 12345 B 30/06/2017 | Test anly f;szszlpi;”mbe' onAug 24 2016 | complete | Edit | Delete
. - Brian Dolan (Test SASSI Champ) | Requires .
Workers compensation |State QLD 987654321 2 30/06/2017 | QLD o o TR T SR Edit | Delete
- SASSI Plumber on Aug 3 2016 |Requires
Workers compensation | State VIC 12345 =l 30/06/2017 | VIC Test Only 10:238M Action Edit | Delets
. - Brian Dolan (Test SASSI Champ) | To Be .
Waorkers compensation | State WA WA test 1234 | 30/06/2017 | WA o 1) A 2 Revi Edit | Delete

To add a new document click on the button. When you do that the following will be displayed.

Add Compliance Document

Select the
_comp Ilam:e

Compliance Type: |Wt:+rker5 campensation E

Applicable To: State —

l apllies to. E.g. inthe case of WC
this applies to a "State”

Soec e, hmv - :

subcategory. In
hic cace o || [P Next] |

fsééct "Next". q“l

After you press “Next” the following screen will be displayed.

Contractor Admin user Guide-17-11-2017.docx Page 8 of 44
© 2017 SASSI Web Pty Ltd All Rights Reserved



SASSI User Manual for Contractors

Manage Compliance Document

Compliance Type: Workers compensation

Applicable To: State -
Ny Enter the policy
- humber here. ‘
Reference No: |P0| no 12345 | y

Expiry Date: 30/06/2017 ( Expiry date (if applicable) ' {AW notes that you may find useful,

e g the insurance company name.

Notes: |ABC Insurance Company
i ,—| o IS may be requi or some
1 T J —— compliance documents, such as
Public and Products Liability.
Upload Document:
Please upload your Workers compensation below: Click here to browse for the scanned pdl
Browse for file: | Browse... | version of the policy or certificate of currency.

Note; The set of characters below are not allowed in the file name,
~I@ESH AT =N, 2P )"
You will not be able to upload any files larger than SMB.

Upload

when you have bmwsed for

our document.

Document has been uploaded

[ show Archived
b Sample Workers Compensation Insurance.pdf 89KB | 3/01/2017 3:05:34 PM | 3/01/2017 3:05:36 PM | SASSI Plumber || 3§ Archive

When “Submit” is selected the system checks that you have entered all the information correctly. Check if
there are any error messages and take appropriate action.

The following screen will be displayed.

Link Compliance Requirements

| submit | | close |

Check that all

your clients'
requirements are
selected.

When “Submit” is selected on this page, the system will check that what you have entered and uploaed
matches the clients’ requirements. Again, check if there are any error messages and take appropriate action.
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When you see the following message, you know that you have completed everything correctly.

Message from webpage [ﬁj

l . Client Compliance Requirements have been linked successfully.

You will then be returned to your list of compliance documents. Please check the status column, to see if
anything “Require action”. Click on this to see what needs to be done. If the status is “To be reviewed” this
means that your client needs to review the document before you workers can sign in.

3.3. Check/Link Compliance Documents

Within this menu option you see all the compliance documents (excluding SWMS) that you have uploaded.
You can also link them to any client requirements that are not fulfilled.

3.4. Manage SWMS

Within this menu option you can manage all your on-line Safe Work Method Statements (SWMS). These
SWMS can then be selected by your workers when the sign into to a SASSI kiosk on-site.

3.4.1. Create/edit generic SWMS

This option allows you to create or edit any of your SWMS for workers to use on site. You will be presented
with a table of all your current SWMS.

Most clients have a pre-acceptance process. You can use the Notify Clients button to advise them of any
new SWMS you have added that need to be pre-accepted. If this button is greyed out, then all your SWMS
have been accepted. You can see the details of your SWMS status by clicking the link under the SWMS
Status heading. Any rejected SWMS can be viewed by selecting Rejected SWMS.

Click on the Add New SWMS button to upload a new SWMS in the system.

If SWMS have been accepted for use for a particular date and time in the future, they can be viewed by
selecting Add/View status of SWMS/Permits submitted for after-hours work.

Please see the screen shot below.
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[Create/edit SWMS
+ | isisa "Search” Select a property or
AddNew SO function. . P "All" properties.
Search —
Property: All o ¥
SWMS Status: O To Be Reviewed O Accepted Clncomplete O Partially Accepted @ All e
. = status of the
SWMS Format: O PDF OText ® Al 1 SWMS SWMS.
SWMS Title: | | format. ; .
—
a ou can add a word or phrase form 7
| Notify Clients for selected SWMS | _the title to include in your search. J
Properties
[ {12 Creek 5t PDF | 30/07/2015 12:06:30 PM | To Be Reviewed o P E
123 Albert Street TEST. Please ignore PDF | 14/10/2016 9:21:08 AM | Accepted o £ A
207 Kent Street fixing a leak PDF | 26/08/2016 10:30:01 AM | Accepted (] L A
[ | 8 Exhibition 5t Test SWMS PDF | 23/12/2014 12:04:00 PM |To Be Reviewed (5 ) R

iew SW its submitted in advance

When you click the Add New SWMS button, the following will appear.

( Select a client/building

- manager.

SWMS Title: /‘,' - = .
|Fixing a leaky tap at 37 Nicholson Streeﬂ f | /
Select the Client below who this SWMS will be used for

O Brookfield Commercial O Cable Beach Club

SWMS.

Add New SWMS Fnter a short description of lhiij

' O DEXUS P
O Centennial Plaza @] Clayton Utz roperty

Operations Resort Group
O Floreat Forum Shopping Centre O GPT Group O Hawaiian Olnvesta O Jemena
OKnight Frank Australia O Oxford Properties O Rest_arve Bank of O Rialto Property @ SASST Web Pty Ltd
Group Australia Management
O william Angliss Institute
Select the SWMS Type yc!u are providing: - peo "
Enter Text SWMS Online N.B. Investa are the only client that
® Upload SWMS in PDF ___ does not except pdf SWMS.
Add SWMS | | Cancel | —

. f When the details are entered,
S select "Add SWMS".

For Investa buildings you must choose the Text option. Other building owners accept the PDF option.

3.4.1.1. Adding a PDF type SWMS

If you select a PDF type SWMS and then “Add SWMS”, the following will appear.
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Add New SWMS

All the properties that the
client has, were you provide
Select Properties to be linked

services are listed here.
to: = -

-

This SWMS is ot 1imced to the below properties. ‘

This SWMS is currently linked to the below properties.
If the property is not applicable to this SWMS then select

You can link this SWMS to these properties by selecting 1 or
a property and then click Remove

more properties and then click on Add

37 Nicholson St BALMAIN EAST MSW 2041

=

e

Click on the ane where
this SWMS will be used.

Click "Add" to link
the SWMS to the
selected property.

(€0 )

address will then
move over to here.

_\%__
After selecting the 7
_ property click "Next". J

You will then see a screen where you can upload a PDF document for this SWMS.

Add New SWMS

SWMS Title Fixing a leaky tap at 37 Nicholson 5treet

Eor SA55I Web Pty Lid Click this to
browse for your pdf

At Property 37 Nicholson 5t BALMAIN EAST N5SW 2041 version of the

SWMS.

",

Browse.
Browse for file:

Mote: The set of characters below are not allowed in the file name.
N“!@#$%h&*+ =.ff\'l.r{ }?n:;{}u
You will not be able te upload any files larger than SMBE.

Don't forget to
click "Upload".

Back to Generic 3WMS J

Browse for the document on your PC and then select Upload. If the upload is successful you will see the
following.
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l'-: File uploaded successfully.

You will then see this screen which tells you everything that has happened.

Add New SWMS

SWMS Title Fixing a leaky tap at 37 Nicholson Street
Eor SAS5I Web Pty Ltd
At Property 37 Nicholson 5t BALMAIN EAST NSW 2041
[IShow Archived
File Description | Size Created Date

Date Uploaded

Uploaded By

T sampleSWMS.pdf

37KB

3/01/2017 4:38:50 PM

3/01/2017 4:36:53 PM

SASSI Plumber

An email notification has been sent to the following Building Managers to review your SWMS5:
SASSI Web Pty Ltd - 37 Nicholson 5t BALMAIN EAST NSW 2041 - Erian Dolan (0402 247 646)
5A551 Web Pty Ltd - 37 Nicholson 5t BALMAIN EAST NSW 2041 - Peter Yen (0400 000 000)

Submit For Review

Back to Generic SWMS |

Please wait for an email advising you if your SWMS have been accepted/rejected before your worker goes onsite.
If your Worker needs to go onsite urgently, you can follow-up with building managers using contact details above.

]

To go back and see the details of this and all your other SWMS, click on Back to Generic SWMS.

If you want to view the SWMS details and review them or change anything click on the Work Process name.

When it is just uploaded and been submitted for review, the SWMS will have a status of To be reviewed.

If a SWMS has been rejected, you will receive an email to that effect.

If a SWMS has been rejected you should create a new SWMS and link it to the appropriate client and site.
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3.4.1.2. Adding a TEXT type SWMS for Investa

When you select the Text option to add a SWMS the following screen will appear.

Add New SWMS

Fill in the details. tems |
with a red border are
mandatory.

SWMS Title: |Fixing a leaking tap at 126 Phillip Strest |

[5A55I Test Plumbing Company |

Company Mame:

Training Required to |NM |
Comiplete works

List any Hazardous |NM |
Substances/Dangerous

Goods to be used in the task:

Plant/eguipment to be used: |N.M |

WHS Legislation - Codes of |NSW Occupational Health & Safety Act 2000, NSW Occupational Health 8t Safety Regulation 2001, AS|
practice -AUS/NZS Standards:

First Aid / Emergency |NM |
Equipment requirements:

Minimum number of workers |1 |
required to perform the task

=afely:
job-specific [nea |
irements:
ommunications [husa |
equirements:

2 00606006 0 ,} r:@ & O
S\ AN LT A e o )| J-Uu-uuu ) 5 & <J

Hazard, Potentiz ISequence

and Conhnl Achon Then selecl "Add".

| - Acditional PPE Repeat this for each Task in the job you will be

Lorem ipsum delor sit amet Consectetur adipiscing elit, LUt enim ad minim veniam, quis \Duis aute irure dolor in

sed do glusmod tempor nostrud exercitation yllameco reprenenderit in voluptate velit
lincididunt ut labore et dolare labaris nisi ut aliquip ex ea |esse cillum dolore eu fugiat
magna aliqua. commodo consequat, Inulla pariatur,

When you have
completed each task
press "Next".

All the red-lined boxes are mandatory.

If you use PPE that are not listed enter them in the text box below the Add PPE: heading then click “Add
Additional PPE”.

Next, enter a Task, Hazard, Potential Consequence and Control Action. Then select "Add".
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After you click the *Add symbol, your first line will be saved.

To add the subsequent lines, click “Options” at the end of the line you just added and then click the Add link.
A new line of text boxes will appear.

Once you have added all the tasks click the “Next” button. A summary of everything you have done will be
presented.

r 8|
Add New SWMS
SWMS Title
Fixing a leaking tap at 126 Phillip Street
Cients Linked to
Investa
Properties Linked to
SWMS
[Fixing a leaking
ISWIMS Title: (tap at 126 Phillip [Company Name:
Street
. . List any Hazardous
Tcm'"'":lmf o hya Substances/Dangerous Goodsto be  [N/A
used in the task:
NSW Occupational Health 8 Safety Act 2000, NSW Occupational Health & Safety Regulation 2001, AS
IPlant/equipment to be IN/A WHS Legislation - Codes of practice  (1891.4:2000 Industrial fall-arrest systems and devices - selection, use and maintenance, AS/NZS 3000:2007
sed: -AUS/MES Standards: Electrical Insulations, AS/NZS 3760:2006 in-service safety inspection and testing of electrical equipment. AS/NZ5
1735 Lift Code
rst Aid / Emergency IN/A imir number of workers. "
I i ired to perform the task safely:

-
L. __-J
Hearing Protection)| P2 Maskd (Overalls]
| Work Process | Descriptio HAZARD POTENTIAL CONSEQUENC HAZARD/RISK CONTRO
Fixing a leaking ta Consectetur adipiscing elit, sed do eiusmod | Ut enim ad minim veniam, quis nostrud exercitation | Duis aute irure dolor in reprehenderit in
at 1296 Philliangl " Lorem ipsum dolor sit amet tempor incididunt ut labore et dolore magna | ullamco laboris nisi ut aliquip ex ea commodo voluptate velit esse cillum dolore eu fugiat
aliqua. nulla pariatur.
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3.4.1.3.  Submitting SWMS and Permits in Advance

To submit a SWMS and Permits before going to site, follow the procedure below.

From the SASSI menu go to COMPANY>Manage> Manage SWMS/Permits Submitted in Advance. Click Add
New SWMS/Permits. The following will be displayed.

Submit SWMS with Permits in Advance ("7 Select your ClientF M

e Company J
Client: [SASSI Web Pty Ltd

_—
2. Select th

Property: |37 Micholson 5t BALMAIN EAST NSW 2041Ei — {r ee & property J
ek incatne | 25/02/2017 9:00 AM B — i'r3 Select the date and time of the work.J
Work Process: |Fixing a leak in the bathroom.l )EJ

= 4 Describe the work that yo?‘

(m; _ l 1 will be doing. J

You will then see the following.

Submit SWMS with Permits in Advance - Page 2

You can view the SWMS details by clicking on the hyperlink below.|Select the SWMS below to preview SWMS details. Hold down CTRL to select/deselect multiple SWMS.
SWMS test

- BD test SWMS for SASSI Web
Test Plumbing SWMS for SASSI Web | Test SWMS for SASSI Web Select a SWMS. It will move to
Test 1 by BD the left hand side.
Changing tap washer TEST ONLY ’L_
fre g = =

Test Plumbing SWMS for SASSI Web
Test POF for Hercules Street

You can attach the permit form by clicking on the Browse button. |Select the high risk tasks you will be conducting onsite. Hold down CTRL to select/deselect multiple risk tasks.

High Risk Task Documents Uploaded HWDt :“'mkstH ohts Roor A
Confined Space entry || [£] Upload “ Fire lsolgaﬁun © Select a high risk requiring E]J
== —'__ permit, if required.
Click Upload to attach \';Vbork_l‘ng on Electrical Switchboards - —
your permit. , ' seling
4 Back > Submit @ cancel
(Ca] - v ] (6 coe] i
Finally, click Submit.
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You will then see a list of the SWMS you have submitted in advance and their status.

Manage SWMS/Permits Submitted in Advance
Client: |A|—|— v|
Property:
Status: O Rejected O Accepted ® Submitted O Incomplete
Hﬁ Add New SWMS/Permits ]
Client Property Working On Work Process Status
SASSI Web Pty Ltd | 37 Nicholson St BALMAIN EAST NSW 2041 | 25/02/2017 9:00:00 AM | Fixing a leak in the bathroom. | Submitted | Edit | Delete

If you want to make any changes, click Edit and you will be able to change the details. N.B. You will have to
submit the SWMS again.
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If you need to submit permits for high risk work, click on Attach Permits.

ubmit SWMS/Permit for after hours work

/

| +| Add new record / [%|Refresn
Client ‘ Property | Date Work Process Statu: ‘
SASSI Web Pty Ltd 37 Nicholson 5t BALMAIN NSW 2041 8/06/2014 8:00:00 AM Replacing cistern Created Add SWMS Attach Perm Submit Edit Delete

:I'he SWMS below have been selected as part of this
submission of SWMS/Permits for After-hours work. If you
wish them removed, select the SWMS then click Remove

From the list below, please select the SWMS that will be
used for this submission of SWMS/Permits for After-hours
work, then click Add

Test plumbing work at 37 Nicholson Street

3£ Remove ||Test text based plumbing SWMS for Investa

Test plumbing work at 37 Nicholson Street
TEst only only ~
Test Plumbing SWMS for SASSI Web v

The Special Risks below have been selected as part of this
isubmission of SWMS/Permits for After-hours work. If you
wish them removed, select the Special Risk then click

From the list below, please select the Special Risks for

Remove

|

Please add permits below:

which you have permits uploaded, that will be used for . .
this submission of SWMS/Permits for After-hours work, SE'?CI the hl_Qh risk
then click Add _____kpermlls and click Add.

Hot Works
Working at Heights / Roof Access  #™

&P Add
Fire Isolation v
3£ Remove ||Confined Space enty
p: ry

-~

Note: The set of characters below are not allowed in the file name.
~TI@FSH AR+ =4\, <> ]}
You will not be able to upload any files larger than SMB.

(0o | g
P

Permits uploaded for this SWMS:
[ Show Archived

There is no content uploaded for this item. |

Description:

Browse forfile: R

Once the SWMS have been added and the permits, if relevant, have also been attached, press Submit. An
email will be sent to the building management advising them that SWMS and permits have been submitted
for their review.

3.4.2. View SWMS

This option allows you to view any of your SWMS.
View SWMS

Contractor:

Generic SWMS: vl

Sample PDF SWMS [PDF]
Test SWMS by BD 31-08-2012 [Text]
Test PDF [PDF]
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View SWMS

Contractor:

Generic SWMS: |Samp|e POF SWMS [PDF] v

[ View Report ]

Select the SWMS from the drop down list and click the View Report button.

View SWMS

Contractor:

Generic SWMS: |Samp\e PDF SWMS [PDF] d

View Report

= B = $ [t is k| Y & | 8@ [ - &‘]CDllabUrate' /Su;n- = [ -

APPENDIX B — SAFE WORK METHOD STATEMENT EXAMPLE

ABC Bricklaying [ABN] Principal Contractor (PC) | XYZ Contracting Services
123 Mortar Street 8910 Management Road
Standard Gourse ACT 2600 Projectville ACT 2666
Ph: (02) 1234 5678 Ph._ (02) 9876 5432
Work Activity: Bricklaying Work Location: Potters Hut |
High Risk Construction Work: | = Powared mobile plant Srick Streat

In or agjacent to a road, that s in use by traffic Pottery ACT 2600

Falls of mare than 2 metres

Energisad electrical installations Works Manager: Fred Bloggs

Structural collapse Contact Phone: 0400111 111

Have workers been consulted Yes
about the SWMS?

Person Responsible for Joa Bloggs Date SWMS Provided o PC: | 5 January 2012
ensuring compliance with SWMS | | cading Hand

Person(s) Responsible for Frod Blogos Last SWNS Review Date: | 12 January 2012
taviewing the SWMS Works Manager
Signature: Date received:

| workers name: Tom Smith Dato racaived: 14 January 2012 |
| i i |

3.4.3. Amended SWMS requiring review

In this option you can see any text SWMS that have been amended by a worker on-site and have been
recommended for review. You can then review the SWMS and amend it as appropriate.
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3.5. Hazardous Chemicals

This guide is intended to show you how to use the Hazardous Chemicals Register feature

3.5.1. Add a new Hazardous Chemicals Safety Data Sheet

Browse to http://sassi.audit.net.au
Login using your SASSI username and password

Select Company>Hazardous Chemicals>Add New Chemical
r

HOME . COMPANY . WORKERS . REPORTS * ADMIN *  SASSISUPPORT -+

Company details

View/Upload Compliance Docs (excl. SWMS)
H ome Check/Link Compliance Documents
pl

Manage SWMS
Please review all

Hazardous Chemicals Add New Chemical

How do I get help on using the system? Hazardous Chemicals Register

‘_

The following screen will be displayed.

| N
Hazardous Chemicals

1. Enter the name of]
Product Name l:r-__ o

product
SDS Issue Date

=== 2 Enterissue date of the
1 DSafety Data Sheet

Property [[11 Bligh Street SYDNEY emonstration Street PERT

11 Main 5t SYDNEY 1 Market Street SYDNEY

PooEEDE 0123 Albert 5 BRISBANE [1126 Phillip S SYDMEY
property ert Street illip Street

[1141 Boundary Road OXLEY ~ [1145 Ann Street BRISBANE

[ 20 strelitzia Avenue

FORRESTFIELD [1201 Kent Street SYDNEY

I O'Connell 5t SYDNEY [165 Martin Place SYDNEY

4_Browse for the
Safety Data Sheetin
pdf format.

[19 Bayview Terrace
CLAREMONT

[199 Walker 5t NORTH SYDNEY

Follow the steps as show above.
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3.5.2. The Hazardous Chemicals register

The Hazardous Chemicals Register displays a list of all the SDSs that have been uploaded by your company.
Through the register you can view an SDS, upload a new SDS or update the details of an SDS.

To access the Hazardous Chemicals Register go to:
Company>Hazardous Chemicals>Hazardous Chemicals Register

Hazardous Chemical Register

Status Current (dWarning [JExpired

Hazardous Chemical ID | Properties Linked Product Name SDS Issue Date 5Ds

Contractor Name Status

1l o BED TEST Chemical | 05/01/2017 |Sample Hazmat Report.pdf | SASSI Test Plumbing Company | Current

¥ Cllck here to /
Click here to upload a wew the SDS
new SDS. View the propertyﬂes it
relates to by moving the
cursor here.

This changes colour depending
on the the age of the SDS. J
The Status messages indicate the following:

Current: less than 4.5 years old
Warning: greater than 4.5 years old but less than 5
Expired: greater than 5 years old
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4. WORKERS

4.1. Search workers

HOME 2 COMPANY 2 WORKERS 2 REPORTS *  SASSISUPPORT -+ LOGOUT *J

Search workers

Add new worker

H ome Inductions/training ¥

Manage SWMS >

How do I get help on using the sy: i R

+ Go To SASSISUPPORT > User manuals or SASSI SUPPORT > Help videos

This function allows you to search for workers already on the system and then display their details.

Search workers

First Name: |joe |

Last Mame: |p|umbe-r |
Company: SASSI Test Plumbing Company w
U

Show Inactive Users;

Show Company L

Administrators

MName Username | Roles Active Date Password Sent | Reset Password Send Password to Email

Joe Plumber | jplumb Worker ‘r’es [ ¥, Reset } [3’ Send ljplumb@sassiweb.com.au
> |

If a worker has forgotten their password, you can reset the password to “password” by clicking the Reset
button. You can also send their username and password to their designated email address by clicking the
Send button. To remove a worker who has left the company click the Remove button. N.B. They are not
actually physically removed. Their record is just made “Inactive” so they can no longer log in. You can always
restore them by using the “Show Inactive Users:” option and reactivating them.

To access the worker’s details click on their name. The screen below will be displayed.
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Workers
Test Worker
Worker Details Workers Senvices Roles Froperties Permits & Licences Inductions Mext of Kin Managers
Username: tworke
First Mame: |Test |
Last Mame: |‘u"u'0rker |
Company: |Sassi Test Plumbing Company v
Job Title: Plumber |
Email: |5a5sisupport@sassiweb.cnm.au |
Phone Number- 02 9999 9999 |
Mobile Number 0400 000 000 |

If a waorker no longer
warks for you, make them
inactive by selecting "Na"
and saving the changes.

Employee Number: |

Active Yes V|

Password: | "|

[15end Password?
Date Sent: MNever sent

Click this to
return to the list

Click this to save any
changes you have
—k made.

=

4.2. Add new worker

of workers. - —

This functionality enables you to add new workers onto the system.

[ HOME C COMPANY C WORKERS C REFORTS *  SASSISUPPORT - LOGOUT ]
Search workers
—
H ome Inductions/training ¥
Manage SWMS ¥
How do I get help on using the sy . R

Before adding new workers to the system please search for an existing user account by selecting:
Workers>Search workers, as above.

This step is required prior to adding a new worker. So that duplicates are not created

Contractor Admin user Guide-17-11-2017.docx Page 23 of 44
© 2017 SASSI Web Pty Ltd All Rights Reserved



SASSI User Manual for Contractors

[Eearch workers

First Name: 20008
Last Name:
Company: SASSI Test Plumbing Company v
JShow Inactive Users: o
Show Company o
Administrators
‘_ Name ‘ Username ‘ Roles ‘ Active Date Password Sent Reset Password Send Password to Email
Mo matching records found.
o Add

If the worker not in the system click on

The screen below will be displayed.

to add the worker
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4.2.1. Worker’s Details

orkers

Details

Username:

First Mame:

Last Name:

Company:

Job Title:

Email:

Phone Mumber:

Mobile Number:

| eg 043X }00 XXX (with or without spaces).

Employee Number: | |

=*If the worker does not have a mobile please enter their Manager's mobile number.

Active:

Passwaord:

|System generated password|7|

Services:

[Jsend Password?

Fast Track - Fast Track

Plumbing/Drainage - Jetting
Plumbing/Drainage - Plumbing General - Adhoc

Plumbing/Drainage - Plumbing Pump Services
Plumbing/Drainage - Water leak repairs from rainwater
Plumbing/Drainage - Water proofing

Hold down {Ctrl) key on your keyboard to enable multiple selection or deselection

< Add

The Workers Details tab contains the basic contact and identification details of the worker.

You can add the details using this form.
Mandatory fields are in grey background text boxes.
You can specify three forms of password

o A randomised system generated password

o The default password, “password” or

o You can enter a password of your own choice.
Do not tick “Is Company Administrator?” if the person is a worker only. This option is only if you
want someone to have the company administrator role.
If you tick the “Send password?” box the username and password will be emailed to the user’s email
address.
You must also select the services that the worker will be providing. Otherwise, they will not be able
to sign into SASSI and a building.
The list of services that can be selected is taken from the services that your company provides to
buildings on SASSI.
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e Once you have filled in all the necessary details add the worker’s details to the system by clicking the

plus:;I: symbol.

You will now see a number of tabs in the workers’ form in which different details can be viewed and
amended.

4.2.2. \Worker’s Services

In this tab you can add or delete services from a worker.

orkers
SASSI Plumber
Waorkers Services Created Date
Phumbeg, Dravage - witing $03/2012 113213 A
ol ASS | P
Flombag/Oracage - Plumbng Pemp Services MWON052 313533 A
Plambeg/Oracape - Water sk repairs om raiswater | $03/2032 113513 AM

- Bk

Select services from the right hand pane and use the add button to add them.

Hover over a service on the left hand pane and select Delete to remove it.
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4.2.3. Worker’'s Roles

In this tab you can add or delete a role from a worker.

If you don’t want this person to receive the Compliance Expiring Notifications or the Induction Expiring
Notifications then select the Delete option and click Delete.

If you want a person to get these notification, select the relevant role from the RHS box and click Add.

SASSI Plumber
Details Worker Services Roles Permits & Licences Inductions Next Of Kin Managers
Company Admin
Compliance Expiring Motification
LS ShartDate HelpdeskAdmin
; Onii HelpdeskTenant
C Ad 6/07/2011 11:50:19 AM | |Opt P
ompany Admin 107/ |M| HelpdeskWorker
Compliance Expiring Notification | 24/02/2013 6:03:50 AM | |Options||| < Add | |Induction Expiring Notification
L ) L] I—I Nat Signed Out Notifications

d 0 D g No A 8 014 9:05:20 A S| Delete &S
ninOutNotifications
|Worker 18/02/2011 4:05:20 PM | Options Worker

Hold down CNTRL or COMMAND key to select more than one role

4.2.4. Worker's Inductions

In this tab you can view the inductions that this worker has completed or that are due for renewal.

4.2.5. Worker’s Trade Licences

To add new and view existing licences for workers g to WORKERS>View/Upload Worker's Trade Licences

HOME . COMPANY * m . REPORTS * ADMIN *  5ASS] SUPPORT - LOGOUT

Search workers

Add new worker
H ome Inductions/training ¥
My details b

Please review all Client Documentati -
View/Upload Worker's Trade Licences -‘———_

How do | get help on using the sy| Warker Licence Status
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You will then see the following screen.

View/Upload Worker's Trade Licences

M |

Trade Licence Type: |A|—|—

Worker: | Plumber, Mark (5AS55] Test Plumbing Company ) ¥ ‘ [# View Existing Licences

Mo trade licences found

8

To add a worker’s licence, select the worker from the drop-down list and then press the Add button

The following is displayed.

Add Worker's Trade Licence

Select the
Select the type of trade licence you will be uploading below and then click the Next bution '\ licence type.

Trade Licence Type: |Plumb'|ng Licence v |
Applicable To:

These are generally only applicable if the
licence is state-based. l

Worker: |Plumber, Mark (5A55] Test Plumbing Company ) v |

L

Select the appropriate licence type and press Next.
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Here is where you enter the details of the licence and upload a pdf copy of it.

F
Manage Worker's Trade Licence
Trade Licence Type: [Plumbing Licenca v
Applicable To:
[v]
Worker: Mark Plumber
Reference Mo: ||jE 1234
Expiry Date: Im
Motes: |Put any notes you like here,
Is Apprentice: o~ Onlytick this if the worker does

not have a licence.

Upload Document:

Browse for file:

Please upload your trade licence below:

Browse and upload a pdf
copy of the licence.

Choose File | No file chose

Document has been uploaded
[ show Archived

Maote: The set of characters below are not allowed in the file name.
~I@ESHAERT =Y, 222 ()"
You will not be able to upload any files larger than 10MB.

"1 Don'forget to press upload. ‘

File Description | Size Created Date Date Uploaded Uploaded By Archive
3 Sample Licence for SASS| Compliance.pdf 84KEB | 17/11/2017 2:15:28 PM | 17/11/2017 2:15:49 PM | SASSI Plumber

You will then see a list of all of your clients on SASSI you require this licence.

ink Compliance Requirements

Please select the Client Requirements you wish to link this Compliance to:

@
3

861S; Plumbing Licence (Plumbing Licencel; AUSTRALIA; Various Services @

Brookfeld Commercial Operations; Plumbing Licence (Plumbing Licence); AUSTRALIA; Various Services @)

Cable Beach Club Resort; Plumbing Licence (Plumbing Licence); AUSTRALIA Various Disciplines @)

Centennial plazz; Plumbing Licence (Plumbing Licence): AUSTRALIA: Various services @

Dexus ; Plumbing licence (Plumbing Licence); AUSTRALIA; various Services @

GPT Group : Plumbing licence (Plumbing Licence): AUSTRALIA; Various Disciplines @

Hawaiian ; Plumbing Licence (Plumbing Licence); AUSTRALIA, Various Services @)

Investa; Plumbing licence (Plumbing Licence); AUSTRALIA; Various Services @

[ y Service; Plumber's Licence (Plumbing Licence]; AUSTRALIA; Various Disciplines @

Reserve Bank of Australia : Plumbing licence (Plumbing Licence: various Disciplines @

Rialto Property : Plumbing Licence (Plumbing Licence): AUSTRALIA: various Disciplines @

5A551 Web Pty L1d ; Plumbing licsnce (Plumbing Licence]; AUSTRALIA; Various Disciplines @

Sertinel Property Group; Plumbing Licence (Plumbing Licence): AUSTRALIA Various Services )

Virgin Australia; Plumbing Licence (Plumbing Licence); AUSTRALIA; Various Disciplines @

LU B YR R R Y
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Press Submit so they know you have satisfied their compliance requirement.

This message will then be displayed.

sassi.audit.net.au says:

Client Compliance Requirements have been linked successfully.

This is what you will see when you return to the worker’s trade licences page.

View/Upload Worker's Trade Licences

Trade Licence Type: ALL M
Worker: [Plumber, Mark (SASSI Test Plumbing Company ) v] [# View Existing Licences
Type Worker Applicable level | State/Property/Tenancy | Reference Mo. | Documents | Expiry Date Notes Is Apprentice? Confirmed? Status
Plumbing Licence |Mark Plumber Lic 1234 " 31/12/2018 |Put any notes you like here. |1 SASSI Plumber on Nov 17 2017 2:16PM | Complete Edit |Delete
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1.1. Inductions/training
Within this option you complete any on-line inductions that your clients require.

If you want any workers to complete their inductions they will have to log in to SASSI using their own
username and password. They also have access to this option.

1.1.1. Complete induction or training

When you select this option you will see a form showing all the inductions that you have completed and any
that not completed or have expired.

Click on the selected link and you can start your induction. You will be presented with a “scenario”, which
can be text, a PDF document or a video. You must read or view this and then answer the questions that
follow it. If you pass this on-line multi-choice test, you will automatically be inducted by SASSI to the relevant
induction.

Complete induction or training

Below is a list of inductions that may be required for you to sign into SASSL If any inductions have not been completed, have expired or are about to expire, select the relevant
hyperlink to start that induction.

Company Name of Induction Induction Type Property Status
; - Worker on site Valid until
Brookfield Part 1 - Corporate "Worker Induction’ Slideshow induction 14/05/2015
. ; Worker on site Valid until
Brookfield Part 2 - 1 Shelley Street Induction Manual Review induction 1 Shelley Street SYDNEY NSW 2000 22/05/2015

Not completed or

Work it
orkeron st 1 Shelley Street SYDNEY NSW 2000 expired

Brookfield Part 3 - Physical orientation to 1 Shelley Street

duct
[nauction Start Induction
Worker on site Ao ElEtetlon
Brookfield Part 2 - 10 Shelley Street Induction Manual Review inducti 10 Shelley Street SYDNEY NSW 2000 expired
incuetion Start Induction
; Not completed or
. . . Worker on site R
Brookfield Part 3 - Physical crientation to 10 Shelley Street 10 Shelley Street SYDNEY NSW 2000 expired

induction

Start Induction

earch other inductions/training

If you cannot see the induction that you need to complete in this table select the option “Search other
inductions/training”. You can then search for any induction requirement for all clients that your company is
linked to, even if you have not worked there yet.

Complete induction or training

Select the type of Induction

|W0rker on site induction V|

Dexus Property Group v

— SELECT PROPERTY (if applicable) — £
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1.2. My details

Within this option you can update your details and change your password.

1.2.1. Contact details

Update your email address, mobile phone number and fixed phone number.

By selecting the Submit button information is updated on the SASSI database.

1.2.2. Change password

This functionality enables you to change your password.

When a worker first log on to aSASSI kiosk, the system automatecally prompt to change password.

To change your password, enter your current password in the first text field followed by your new password
in the next two text fields.

The coloured bar will indicate the password strength. Your password must contain eight characters varying
with characters, numbers and upper case characters.

When the password is strong, enough you can select the Submit button to update the SASSI database.

HOME C COMPANY C WORKERS C REPORTS *  SASSISUPPORT -+ LOGOUT

Search workers
Add new warker
Change password | = mautons/maining >

Manage SWMS ¥

Current Password: My details Contact details

Change password

MNew Password: | |

Confirm Password: | |
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1.3. View/Upload Worker's Trade Licences

Within this option you can upload your workers’ trade licences and certificates.

When you go to this option, initially you will see a list of you your workers’ licences and certificates that have
been uploaded. Please see the sample screen shot below.

. T T
View/Upload Worker's Trade Licences
You canselectall .
types of certificates Check the status to see If
Trade Licence Type: ‘ALL Vl = I\ or just one. anything needs to be actioned. Click here to update |
Just click on the hyperink. or correct an
o Add Click o this fo create a e —— existing record.
new record. ] . —‘ f
‘ Type Worker Reference No. | Documents | Expiry Date Notes A - . Confirmed? \ Status “ ‘
BMU Certificate of Competency Training |Joe Plumber O Not confirmed S Edit | Deleta
BMU Certificate of Competency Training | SASSI Plumber bd test 22/121 o 30/06/2017 O SASSI Plumber on Dec 22 2016 5:12PM :ﬂc;i% Edit | Delet:
Brian Dolan (Test SASSI Ch Jun 20
Confined Space Entry Training Certificate | Joe Plumber No.54321 ® 31/12/2016 | Test only O 23;23‘2;;; & amplonJun 20 | ¢ ired Edit | Delete
Brian Dol t SASSI Ch Jun 20
Confined Space Entry Training Certificate | John Green No.2345 = 31/12/2016 | Test only O 23:2 3.?33P"MUES ptoniun Expired Edit | Delet:
Electrical Low Voltage Licence Harry Smith kak SASSI Plumber on Apr 29 2016 10:37AM :—“‘;_M Edit | Delete
ction
Electrical Low Voltage Licence SASSI Plumber  |jhgkhg SASSI Plumber on Sep 25 2015 11:50AM ﬁ% Edit | Delet:
General Construction Induction Training -
(White Card) Joe Plumber bd test 3/11 A 31/12/2017 | test only O SASSI Plumber on Jan 3 2017 2:00PM Complete Edit | Delete
General Canstruction Induction Traini
“::IEI': C:;S ruction induction Training | cacer plumber | White card 28/02/2015 | test 2 O SASSI Plumber on Oct 9 2015 10:32AM | Expired Edit | Delet
Hot Water System Licence SASSI Plumber No 12345 06/06/2015 | test only [} SASSI Plumber on Feb 25 2015 12:14PM | Expired Edit | Delete
Induction Joe Plumber Floreat Induction | T 30/06/2017 | Test only A Qe S EnCEl | o p o Edit | Delet:
2016 2:01PM
Floreat CM3
Induction SASSI Plumber  |12345 B 31/07/2017 1;:1:120.\ m] Not canfirmed Ediit | Delete

1.3.1. Add Worker's Trade Licence

When you click the Add button on the previous page the following will be displayed.

1. Select the type of
icence you want to add.

Select the type of trade licence you will be uploading below and then click the Next button .

Add Worker's Trade Licence /r ™
'\I

Trade Licence Type: |Plumb'|ng Licence

Worker: |Smith, Harry (SASSI Test Plumbing Company ) \{_2 Select the person
from your company

B Next Lwhose licence this is.
"_"_'l 3. Press next. J )
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When Next is selected you will then see the screen below.

Manage Worker's Trade Licence

Trade Licence Type: Plumbing Licence

number here, e g. the
licence number for a

k_ plumbing licence.

Worker: Harry Smith
View Client's Requirements

Reference No: | |

If this document has an expiry
Expiry Date: . date enter this here. J
Motes: |
L"(ou can put any notes herew
—_— I IS person is an apprentice plumber, that you may find useful.
Is Apprentice: check this box. You then do not need to =~
—— upload a document. e

Upload Document:

Browse for scanned,
pdf version of the

‘k licence.

Mote: The set of characters below are not allowed in the file name.
~TI@E#EFHARTE =N\, "
You will not be able to upload any files larger than SMB.

I@ Don't forget to click
Upload. J

Please upload your Plumbing Licence below:

Browse for file: Browse... -

(1 confirm the information is true and correct

&> Submit @ cancel
When the document is uploaded successfully you will see the following pop-up message.

Message from webpage

ié File uploaded successfully,
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The successfully completed form should look like the sample below.

[IManage Worker's Trade Licence

Trade Licence Type: Plumbing Licence

Worker: Harry Smith
View Client's Reguirements

Reference Mo: |54321

Expiry Date: 30/06/2017

Motes: |H. Smith's Plumbing licence.
Is Apprentice: U

Upload Document:

Please upload your Plumbing Licence below:

Browse for file: Browse...

Mote: The set of characters beloew are not allowed in the file name.
~Cl@#EFH AL =/, <7 )
You will not be able to upload any files larger than SMB.

[1 confirm the information is true and correct

A=k 8 - et
and uploaded correctly,
check this statement

and click Submit.

[> Submit | | @ cancel |

Successfully uploaded
L document.
Document has been uploaded L -
[IShow Archived
File Description | Size Created Date Date Uploaded Uploaded By Archive
T sample Licence for SASSI Compliance.pdf 84KB |4/01/2017 8:51:38 AM | 4/01/2017 8:51:42 AM | SASSI Plumber || $€ Archive

When you check the “I confirm” statement and click Submit you will see a list of all the clients that you
provide service to and require this licence for the relevant works.

Link Compliance Requirements

£
8

Please select the Client Requirements you wish to link this Compliance to:

Brookfield Commercial Operations ; Plumbing Licence (Plumbing Licence); AUSTRALIA; Various Services 0

Cable Beach Club Resort: Plumbing Licence (Plumbing Licence); AUSTRALIA; Various Disciplines 0 These are all

checked
-laulomalicalty_

Centennial Plaza; Plumbing Licence (Plumbing Licence); AUSTRALIA: Various Serwcesﬂ

Clayton Utz ; Plumbing Licence (Plumbing Licence); AUSTRALIA; Various Disciplines 0

DEXUS Property Group ; Plumbing licence (Plumbing Licence); AUSTRALIA; Various Services 0

Floreat Forum Shopping Centre; Plumbing Licence (Plumbing Licence); AUSTRALIA; Various Services 0

GPT Group ; Plumbing licence (Plumbing Licence); AUSTRALIA; Various Disciplines 0

Hawaiian ; Plumbing Licence (Plumbing Licence); AUSTRALIA; Various Services o

Reserve Bank of Australia ; Plumbing licence (Plumbing Licence); Various Disciplines 0

Rialto Property Management ; Plumbing Licence (Plumbing Licence); AUSTRALIA; Various Disciplines 0

SENCI R NS N VR RCY N B (SR SRR TV O S|

SASSI Web Pty Ltd; Plumbing licence (Plumbing Licence); AUSTRALIA; Various Disciplines 0

Click Submit I
~—J
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When you click Submit the system will check that the information you have provided meets your clients’

requirements and will link the licence to the client. Your worker will then be able to sign into a SASSI kiosk
and perform the works that require this licence.

If everything is successful, you will see the following pop-up message.

Message from webpage

: l; Client Compliance Requirements have been linked successfully.

1.4.

Worker licence status

With this option you can see the current status of all your workers’ licences and certificates.

4 4 1 ofl B P [100% v| [select a format | Export (2]
T
E S35 You can exp_orl thg report to a variety
~of formats, including pdf and Excel.
General
Sy Confined ) trical low Construction  Hot Water
Certificate of  Space Entry "
C X Fers Voltage Induction System
Traini : — Licence Training Licence
= Certifica (White Card)

A erovin-Admin 31/08/2017

andrew R 30/06/2017

TEST

Harry Smith /A NJ/A 30/06/2017

Jane Plumb 30/06/2017

Joe Plumber /A 31/12/2017 30/06/2017  |30/06/2017

I 30/06/2017

TEST

Louisa [JTest 01/10/2017

Peter [ 28/12/2017

racne| JJ Test 26/05/2018

SASS] Plumber 30/06/2017 /A 01/06/2017
Teny fTesT 01/08/2017

RED indicates that they have expired.
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2. REPORTS

2.1. Attendance

You can get a report of the attendance of your staff at selected sites.

3. SASS| SUPPORT

3.1. Contact SASSI support

If you have any problems or questions, you can contact SASSI Support using this option.

You will be presented with the following input screen.

Contact SASSI support

Problems Please tell us of any problems/difficulties you have encountered within our system

Improvements Please tell us of any improvements/enhancements we could make in order to improve the system

What you like? Please tell us what you like most of our system.

What you don't like? Please tell us what you like least of our system.

JRatin : Poor Mot Bad Average Good Excellent
- (" (" (o Sl ("

Just fill in the details and click Send. Your feedback will be emailed to SASSI Support.

3.2. User manuals

Within this option you can open, download or print this manual.

3.3. Frequently asked questions
This is a quick reference to frequently asked questions.

3.4. Help videos

Here there are a series of videos which will help you with most tasks.
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4. Appendices

The following appendices provide some information on the Finger Vein Scanner that is used by SASSI.

4.1. Explanation of Finger Vein Scanner (FVS) in SASSI

The purpose of this document is to provide some clarity on the use of Finger Vein Scanner technology in
SASSI: the Objectives for its use in SASSI, the Technology, Privacy Issues and Security.

Objectives
1. To provide a more convenient and quicker means of logging into the SASSI system
2. To help ensure that the person logging in really is who they claim to be.

The technology

The technology does not record a person’s fingerprint or an image of their finger. The Hitachi finger vein
system scans the veins in the finger and then matches the vein pattern of the person’s pre-established finger
vein pattern templates.

A near infrared light is generated by a bank of LEDs, penetrating the body tissue in the finger. It is then partly
absorbed in the haemoglobin in the blood. A CCD camera captures an image of this pattern. This pattern is
digitized so that it can be registered as a template that it compares to the stored template of the user, and
determines whether there is a match, using pattern-matching algorithms.

Finger vein systems have won wide acceptance in banking, especially in Japan. It is also used in Australia, e.g.
at Monash Council.

Finger vein systems have some very powerful advantages as outlined below.

. The vein patterns in fingers stay where they belong, and where no one can see them, inside the
fingers.

. Vascular sensors are both durable and usable. The sensors are looking below the skin; and they do
not have issues with finger cuts, moisture or dirt.

J Finger vein systems demonstrate very high accuracy rates, currently higher than fingerprint imaging
and they are very difficult to falsify.

J The finger vein systems are near contactless. What that means is that only the very top and bottom

of the finger make contact and that is just to align the finger for consistent imaging. The middle part
of the finger from where the CCD camera captures its image has no surface contact with anything.

J Finger vein systems are extremely easy to use as they are fairly intuitive and require very little
training on the part of the user.

Privacy Issues

No image of the finger or the fingerprint is stored in the system.
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What is stored is a unique, encrypted string of characters derived from the vein pattern using an algorithm in
the image processing software.

Following are two examples.
“a61b0680_3eca_42c4_b965_ 4a7dc45f61f0”
“e8fb763f_6505_4355_b238 cO6efdee62f7”

They cannot be used to reconstruct an image of the finger.

Security

Our servers are hosted by Interactive in their secure environment in St Leonards. Controlled access to
relevant data is possible only through logging on to the SASSI system with an appropriate username,
password and role or with an administrator’s username and password. Again, the finger vein information is
stored as a digitised code.

Interactive provides secure co-location for customer IT systems in their data centres across Australia. They
have state-of-the-art data centres in Melbourne, Sydney and Brisbane to accommodate any requirement.
Interactive's new data centre facilities incorporate the latest in data centre infrastructure, cooling,
communications, power redundancy and security.

For more information please see http://www.interactive.com.au
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4.2. FVS Registration Process in SASSI

Initial Set Up

This will be completed by SASSI Web
e Install the Finger Vein Scanner software in the SASSI Kiosk.
e |Install and connect the Hitachi Finger Vein Scanner in its mounting to the SASSI kiosk.
e Set up the responsible person on site with the Finger Vein Scanner registration authority.

Registering a Worker’s Finger Vein Scan (FVS)

Once a person’s finger vein scan is registered in SASSI they can sign on to any SASSI kiosk which has a finger
vein scanner installed.

The person to be registered must first log in to SASSI as normal. N.B. the option “Or Verify with Scanner” is
only for those people who are already registered.

Welcome to SASSI  11/37 Nicholson St BALMAIN EAST NSW
2041

Username

Or Verify with Scanner =

If you are expenencing difficulty logging on please contact your SASSI Company
Administrator.

MNaote: You will be photographed while using SASSI

After they have logged in they will see a new option “Register finger vein”. That is what they will select to
register their FVS.

A person with the “Vein Scan Authoriser” role needs to be in attendance to verify the vein scan registration.

Contractor Admin user Guide-17-11-2017.docx Page 40 of 44
© 2017 SASSI Web Pty Ltd All Rights Reserved



SASSI User Manual for Contractors

Job review Yol are raquired; by law. to risk assess your work ¢
If you iden dn
cease works

Do you agree?

Click here

My visit does not include undertaking any works

-

SASSIWeb CMS Reaqister finger vein
| S 4

When that is selected the following form is presented.

Verify Finger Vein Registration

Authorizer User Name:

Authorizer Password:

N.B. Registration requires an authorized person to verify with the scanning.
Please contact your manager to verify.

A person with the “Vein Scan Authoriser” role to register a FVS must now enter their username and
password and press “Authorise”.
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The following form is presented.

Enroll Finger Vein

Registration ID 5326

Capture

M.B. Registration requires two different fingerprints, with three scans of each
First Give an |D then Click Capture Button. After finishing Capture, Click the Register
Button.

Close Me

)

The registration ID is generated by the system and cannot be changed. Next press “Capture”.

Finger ¥ein Enrollment

Enrol Finger vein (

Please select the fingers wou wish to scan, Then click the
Registration 1D |5326

boxes below ko begin scanning your fingers,
Capture ' '
N.B. Registration that requires two differer

First Give an |D then Click Capture Button
Button.

Click here ko Click here ta 13
capture finger capture finger
wvein data vein data
Close Me

Reqgisker |

The user is required to register one finger on the left hand and one finger on the right hand.
Each finger must be scanned three times and then verified.

L4
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é S QS S e

Place your finger lightly on the FV Scanner.

Place your fingertip

- & e w

Enroll Finger vein

Registration ID |5

N.B. Registration that requires two «
First Give an ID then Click Capture
Button

Close Me

-
Finger ¥ein Enrollment
\ Instructions
’7Please select the fingers wou wish to scan, Then click the

boxes below to begin scanning your fingers.

FY Image Capture for Verify B

Enroll Finge .

\1,) Enrollment scans complete.
Please click "OK" and place your finger on the scanner again.

Registration ID |5

L ' |
MN_B. Registration that requires two differen Reqister | pr— |

First Give an ID then Click Capture Button.
Button.

Close Me

After the final scan for verification the FVS is registered. Click on the “Register” button on SASSI to store the

registration on the SASSI database.
The person can now log on to SASSI using their FVS.
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Signing in at a SASSI kiosk

The system will know if someone’s FVS is registered.
If a person with a FVS registered tries to sign in using their username and password at a location where the
scanner is installed the system will warn them that they can only sign in using their FVS.

After a person’s FVS is registered all they need to do is press “Or Verify with Scanner”, scan their finger and
press “Login”. S
Welcome to SASSI 11737 Nicholson St BALMAIN EAST NSW'}
2041

Usemame

Password

—

|
Click here '
if you are expenencing difficulty Jogging on piease contact your SAS

Note j will be photographed while us ) SASSI
Follow the instructions for the scanner.
[capture Fingervein |
Welcome to SASSI 11/37 Lo —— SS|I WEB OFFICE)
BALM. 041

Or Venfy with Scanner >

If you are experiencing difficulty logging on please contact your SASS| Company
Administrator.

Note: You will be photographed while using SASSI.
They are now logged into SASSI.

What do to if finger vein scan fails

If for some reason an individual’s FVS is not working, an authorised person can simply re-register it for them,
by following the registration procedure above.
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