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[DISCLAIMER] 



Vault Contractor is your one stop 
shop for contractor management. 

In this guide, we are going to explore 
the basic functionality of Vault 
Contractor to provide some 
understanding and context of its use, 
prior to you moving onto the more 
task specific tutorials in the Vault 
Contractor series.
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But before we get into its 
functionality, we need to cover Vault 
contractors setup. 

This Setup is comprised of two 
functional categories:
● The “Settings” category, 

which refers to your overall 
Vault Contractor system 
settings 

● “My settings” category which 
refers to your own personal 
system settings.

As you can see, these settings 
options are accessed via the profile 
Icon in the top menu.
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The Settings menu displays all your 
Systems basic setup functions.
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Check or update all your company 
information to ensure its accuracy, 

Take special note that the business 
number is correct as this number 
also relates to a unique system ID 
across all Vaults Core systems. 

If this is not correct please log a 
support ticket as soon as possible.
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The company email will be the 
default address where all system 
related communication will be sent. 
This also provides you with a contact 
point for your Contractor company.

Load the terms & Conditions that all 
contractors must agree to prior to 
commencing any work for your 
company…...and will be presented to 
the contractor prior to answering the 
prequalification questionnaire. 

Note that it’s important to review 
your T&C’s on a regular basis to 
ensure their validity.
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Contractor categories are the 
individual category types that a 
contractor can be assigned to 
dependent on the functions or tasks 
they perform. 
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These are set up by you in 
accordance with your companies 
requirements and are displayed in 
the register with their Name and 
Description.

From here you can add a new 
category 

or Edit any existing category and 
also clone or remove if required.
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Regions allows you to set up the 
regional areas or designations for 
your business.
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And once more can be viewed, 
cloned or removed, or add new 
Regions.

Once these are stipulated any user 
can then assign regions in which 
they work or have responsibility for 
to Contractor companies or to 
themselves.
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Contractor Questions are used in the 
building and formatting of 
Prequalification Questionnaires.
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Contractor Questions are designated 
as one of two types:

General questions - which are pre 
built industry standard questions. 
These questions cannot be edited.

Custom Questions - which are built 
by you for the unique requirements 
of your business.

How to build and manage these 
questions is covered off in detail in 
Part 1 of the Creating 
Questionnaires series. 
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Contractor Risk Assessment 
Questionnaires are used to gather all 
the information required to 
Prequalify a contractor or 
subcontractor for your company.
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Contractor Risk Assessment 
Questionnaires are used to gather all 
the information required to 
Prequalify a contractor or 
subcontractor for your company.

Existing Questionnaires are listed in 
the Questionnaires register:

With their applicable name, 
assessment risk level, description 
and expiry period.

Creating and managing these 
Questionnaires is covered off in 
detail in Part 2 of the Creating 
Questionnaires series.
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The last option in the settings table 
is mail settings, Mail Settings  
displays the templates used for 
emails auto generated within Vault 
Contractor dependent on a given 
scenario.
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If required, each of the default emails 
can be modified to more accurately 
reflect your business's 
communication requirements.

Simply expand the edit window and 
update the elements of the existing 
templates…or perform a complete 
rewrite using the standard 
formatting tools provided then save.
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The My Settings function allows you 
to set the basic configuration items 
for your personal iteration of Vault 
Contractor.
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Those basic configuration items are:

Language 

Date formats

Region 
the region sets your initial default 
contractor search within the set 
regional parameters.

If required you can also instigate a 
password reset process by sending a 
password reset email.
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As previously mentioned, the 
dashboard organises most of your 
relevant information and tasks at a 
glance.

The My Actions tiles allow you direct 
access to all the current 
Prequalifications being actioned by 
contractors you are managing.

The Pie Charts present a breakdown 
of all contractor companies 
registered within your Vault 
contractor relative to their Statuses 
and associated Risk Level, both at 
an individually assigned and global 
level
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Each Segment of a pie chart 
represents the Number of 
contractors associated. 

For example in the Prequalification 
status chart under My,  there are 
currently 3 Contractors with a 
‘Required’ status.

To See these Contractors simply click 
on the segment and you’ll be taken 
to the Contractor Companies 
register, filtered by the status of 
Prequalification required.

Both Pie charts have this built in 
functionality to allow for direct quick 
and easy filtering of the Companies 
register.
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The Bar graph displays the top 5 
Accepted status Contractors by 
Prequalification score. 

This allows you to filter by contractor 
region and category - your default 
region can also be set in my settings, 
as covered earlier in this video, 
making standard searches more 
convenient.
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The Action Items table at the bottom 
of the page provides a quick, easy 
view of what items need action and 
is broken up into three tabs of data:

● Prequalifications shows all 
prequal’s that require an 
action to be taken. Accepted 
and Rejected records are not 
shown as no actions are 
required for these statuses.

● Question Answers displays all 
‘expiring’, ‘expired’ or ‘revised’ 
answers to the 
Prequalification questionnaire 
that require action.

● Licenses shows all ‘expiring’ or 
‘expired’ License records for 
your Contractors.
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Another way to access all details 
relating to contractors is to go 
directly to the Contractor Companies 
register.

You can reorder the register by 
column type with a simple click on 
the column header or use the filter 
button.

Viewing, archiving or Removing the 
contractor record can be done via 
the Actions button

Links within the status and Company 
columns will also allow you to access 
related information.
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Likewise if you click on the company 
name in the register you will be 
taken to the full Contractor company 
record, complete with all Basic 
company details,
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Prequalification information - from 
which you can again access the 
existing prequalification or initiate a 
new prequalification request & email 
by Selecting and Assigning New.

View all worker details for this 
company including first and last 
name, email, and contact number. 
You can also navigate directly to a 
worker by clicking their name.

View, manage and create the 
category or categories assigned to 
your contractor.

Vault Contractor Overview
Contractor Details Cont.



Set a region for this company, by 
simply choosing a region and clicking 
Update or click Create New Region 
to add a new one. Note this can only 
be set once the company’s prequal 
has been accepted.

And finally see any relationships this 
company has within contractor in 
the Contractor Relationships, and 
Subcontractors fields. If your 
company has any subcontractors 
view them under Subcontractors, 
and if your company is a 
subcontractor, you can view their 
contractor company under 
Contractor Relationships
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If you wish to work directly with 
Contracted worker details just go 
straight to this detail via the 
Contracted Workers link in the left 
menu.

This will show a view of all existing 
contracted workers which can also 
be reordered using the column sort 
functionality.

Links within the Name and Company 
name columns will also allow you to 
access related information.
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This will allow you to access all 
details pertaining to this company 
with all the same functionality as 
previously shown.
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OR you can use the Name Link to 
access all the basic details related to 
this worker, including viewing any 
licensing information loaded.

This concludes our look at Vault 
Contractor. Help with other Vault 
Contractor related topics is available 
in the support portal.
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