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Once you are Prequalified within 
Contractor Portal the ongoing 
process of ‘Self Management’ can 
begin.

This guide focuses on the steps of :

● Adding and managing users
● Adding and managing 

workers
● Adding and managing 

licences
● Adding and managing 

subcontractors
● And Adding and managing 

insurances

Self Management
Introduction



A portal User is anyone that has 
access to edit and manage 
information within your Contractor 
portal application.  For example, any 
administration personnel.

So adding a New user gives that 
person permissions and access to 
action all of the tasks contained 
within this video tutorial.

All users are listed within the Users 
register, which can be found in the 
left-hand menu bar.
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All existing user details will be 
displayed and can be edited or 
removed.

Note: removing a user does not 
delete them completely it just makes 
them inactive keeping any required 
historical data for reporting 
purposes.

Self Management
Users



Adding a new user is done simply by 
clicking ‘Add’ and completing all 
fields.

Note that selecting Save sends an 
email to this new user allowing them 
to set up their own password access 
to your portal.

Repeat this process until all required 
users are set up.
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Once adding users is completed, you 
can start setting up any workers you 
wish to load into Contractor Portal.

A worker is anyone how will be 
performing activities for any 
company you’ve been contracted 
too.

Again, all existing workers can be 
found via the left menu bar in the 
‘Workers’ register, 
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From here you can ‘view’, ‘edit’, 
‘archive’ and ‘remove’ all workers.
 
Archiving differs from remove, in that 
although both make the worker 
inactive, archiving means that you 
can retrieve all worker information 
without Vault assistance.
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Add a new worker and complete all 
the mandatory worker detail fields.

Ensure to correctly select the 
companies that this worker is going 
to be doing work for.  This gives that 
company full access to view these 
worker details.

It’s best practice to upload a 
scanned copy of the photo 
identification stated in the details.
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Once updated the new worker 
details will display in the worker 
register.

And again, repeat this process for as 
many workers as are required.
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After adding your worker, next add 
any additional licences that may be 
required.

To do this, first we need to edit the 
worker you wish to add an 
additional licence to by clicking 
‘Actions’, then ‘Edit’.
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Then click ‘Licences’ tab.

Here you can view, edit and remove 
existing licences using the 'Actions' 
button. 
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Or to add a new licence, click ‘add’, 
and complete all fields.
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Now that your workers have been 
added, it’s time to add any 
Subcontractors that will be engaged 
in work with you.

As with Users and Workers, 
Subcontractors have their own 
register within Contractor Portal also 
found in the left menu bar.
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The subcontractors register displays: 
● all current Subcontractors 
● their Company Name
● company number
● the Company they are 

subcontracted for
● contact person
● status of current 

prequalifications
● and Created dates
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Subcontractors Cont.



The usual viewing of details, 
archiving and removal can also be 
actioned from this register.

Edit is not included in this 
functionality as once a 
Subcontractor has been added and 
accepted via prequalification it’s 
their responsibility to manage their 
own information.
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Add a subcontractor and create the 
new subcontractor company by 
clicking ‘add’, and completing all the 
mandatory company details with 
appropriate and accurate 
information.
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Ensure again to correctly select the 
companies that this Subcontractor is 
going to be doing work for, taking 
special note that the contact name 
and contact email relate to where 
and to whom this subcontractors 
prequalification will be sent.

Once saved the business number will 
relate to a unique system ID across 
all Vaults Core systems, which can 
only be modified by the Vault 
Support team.

Save & Send Request  saves all the 
entered details into the 
Subcontractor register and starts the 
prequalification process for this 
subcontractor by sending a 
prequalification email request.
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Finally, add any insurance policy 
details you might have in to the 
Insurances register which once 
again, can be found in the left menu 
bar.
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Any previous insurance policies you 
initially added when filling out the 
prequalification questionnaire will be 
shown in the register, and can be 
renewed or deactivated using the 
actions button. 
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To add a new Insurance policy click 
‘Add’ and fill in the details, 

first by choosing the policy type from 
the picklist.  

You can choose other to manually 
type in an insurance type if the 
options from the picklist do not 
apply.

Then fill in the rest of the mandatory 
fields, before clicking Save.
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To Add Insurance broker details click 
on “Add/Edit Broker”, and fill in the 
form. 

Then click “Save”. 

Click this button again to edit your 
Broker information.  

Note: If you need to remove this 
information simply clear out the 
fields and click “Save” again.
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