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Vault Contractor

Vault Contractor allows 
you to build a hierarchy 
of Risk Assessment 
questionnaires to be 
used in the 
prequalification of 
Contractors & 
Subcontractors.



Vault Contractor - Terms & Conditions

Before commencing the 
prequalification process 
for the first time it is 
important to update 
Vault Contractor with 
the Terms & Conditions 
you wish all contractors 
to agree to adhere to 
prior to commencing 
any work. 
To do this click on 
‘Settings’ in the menu 
and select ‘Company 
information’.



Vault Contractor - Terms & Conditions cont.

Complete the ‘Terms & 
Conditions for 
Contractors’ field with all 
the applicable 
information and Save.

Note: That it’s important 
to regularly review your 
T&C’s to ensure their 
validity.



Vault Contractor - Contractor Companies

The process for 
Assessing a New 
contractor for risk is 
started from the 
contractor companies 
register. 

Which can be accessed 
via the left menu bar 
under ‘Contractor 
Companies’.

'Contractor Companies register' 



Vault Contractor - Contractor Companies

The Contractor 
companies register 
shows all existing 
Contractors, their ‘Name 
& Type’, ‘Categories’ and 
‘Trading Name. As well 
as the ‘Regions’ 
assigned, ‘Status’, ‘Risk 
level’ and ‘Risk Score’ of 
any prequalifications.



Vault Contractor - Contractors Companies

From here managing any 
existing contractor or 
prequalification can be 
done via the actions 
‘View’, ‘Archive’ or 
‘Delete’. 



Vault Contractor - Contractors Companies

Note: Deleting a 
Contractor does not 
delete them completely, 
it simply makes them 
inactive ensuring any 
associated historical 
data is maintained for 
audit or reporting 
purposes.



Vault Contractor - Add New Contractor

To start the 
prequalification of a 
New Contractor click 
‘Add’. 



Vault Contractor - Add New Contractor

Complete all the 
Mandatory Company 
details with appropriate 
and accurate 
information.
Note: The ‘Contact 
name’ and ‘Contact 
email’ pertain to where 
and who the 
prequalification will be 
sent.
Once Saved the 
‘Business Number’ will 
relate to a unique 
system ID in all Vault 
systems, ONLY Vault 
Support team can 
modify.



Vault Contractor - Add New Contractor

The ‘Disallow 
Subcontractors’ 
checkbox prevents this 
new contractor from pre 
qualifying their own 
subcontractors through 
your companies 
prequalification 
process.



Vault Contractor - Add New Contractor

The ‘No assessment 
required’ checkbox 
would only be used IF 
YOUR prequalification 
process will sit 
externally from 
Contactor manager. 
I.e. you have no 
questionnaires built into 
the system and you’re 
using Contractor 
manager ONLY as a 
Contractor database.



Vault Contractor - Add New Contractor

Finish by selecting the 
‘Risk assessment 
Questionnaire’ required 
to Prequalify this 
particular Contractor for 
their particular function.



Vault Contractor - Add New Contractor

Save & Send Request  
saves all the entered 
details into the 
contractor register and 
initiates the 
prequalification process 
by sending a 
prequalification request 
to the associated 
Contractor.
Note: The contractor is 
directed to the Vault 
Contractor Portal to 
complete the requested 
risk assessment 
questionnaire.



Vault Contractor - Add New Contractor

The prequalification will 
sit in ‘Required’ status 
until the Contractor has 
commenced answering 
questions.

At which point it will 
change to an ‘Initiated’ 
status.



Vault Contractor - Assessment

Once the contractor has 
submitted their 
answers. The 
completed 
prequalification will 
display in both the 
Contractor ‘Dashboard’ 
and ‘Contractor 
Companies’ Register in 
a ‘Pending’ status until 
Assessment can begin.



Vault Contractor - Assessment

The assessment can 
also be initiated from 
either of these places. 
From the ‘Contractor 
Dashboard’ click on the 
‘Prequalification’  or the 
‘Pending’ status in the a  
Prequalifications tab or 
the ‘Actions’ table. Or 
click on the ‘Pending’ 
status in the ‘Contractor 
Companies’ register.



This will open the 
questionnaire answers 
allowing you to 
comment on, view 
attached files and score 
each answer according 
to your companies 
criteria. 
Note: These comments 
are private and will not 
be seen by the 
contractor.

Vault Contractor - Assessment



Once all answers have 
been assessed and 
scored the ‘Overall 
Score’ will be displayed.
The decision to Accept 
or Reject can then be 
made and final ‘Overall 
Comments’ applied.

Vault Contractor - Assessment



If you wish to provide 
information back to a 
contractor, update the 
‘Inform Contractor’ field 
prior to Accepting or 
Rejecting and the 
details from this field 
will be made available 
for them to view in the 
Vault Contractor Portal.

Vault Contractor - Assessment



If you require more 
information from a 
contractor before 
‘Accepting’ or ‘Rejecting’ 
- update the ‘Inform 
Contractor’ field with the 
appropriate request and 
select ‘Soft Reject’. The 
Prequalification status 
will return to ‘Required’ 
and a request for further 
information will be sent. 
Once this request has 
been fulfilled the 
Accept, Reject Process 
can begin again.

Vault Contractor - Assessment



When Accepted or 
Rejected - The Status of 
the prequalification will 
reflect this and the 
contractor will receive 
an email advising of the 
same.
Once the assessment is 
completed you can 
proceed to any other 
Vault Contractor 
management tasks 
required.

Vault Contractor - Assessment Complete




