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[DISCLAIMER]

This presentation document has been prepared by Vault Intelligence Limited (“Vault") and is intended for off line demonstration, presentation and educational purposes.

The information is not version controlled and as such is subject to change without notice.
Vault does not accept any responsibility or obligation to inform users of this presentation of such changes.

This includes any copies of this presentation taken and modified outside of the Vault domain.



Introduction

In Vault Contractor, after you, as a Contractor Portal ‘
contractor have been prequalified by
a company there are certain items,

such as insurance policies or A&\ |:||:I|:|l:|
licences, that can expire or need to
be renewed that you will need to

keep up-to-date to allow you to stay
compliant.
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Introduction Cont.

View and update items

Re-answer Prequalification

In this guide, we'll show how to view
and update these items as well as
how to re-answer your Prequal
questionnaire in the Contractor
Portal to keep your records up to
date with your contractor company.
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Manage Expiring ltems
View Expiring Items

- \nuur

KaBoom
Demolitions
i= Action Items

£ Contractor Portal

1= Assessment ts

To view any Expiring items first login - —
to the Contractor Portal, and then ‘ o i o

view the Expiration Items table b

shown on the Dashboard menu.

X Expir ing ltems

Here you can view and update any
items such as Insurances or Licences . ] &= e
that are about to expire, or that have e

E

already expired.
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Manage Expiring Items
Edit Expiring Items
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=B Contractor Portal

Dashboard
Fiters | Show 10 v entries

~ Company

= To edit one of these expired items,
first click ‘Actions’, then ‘Edit
Answer’

nsurances(1) 7 Licences (1) | B Question Answers (1)
And update the form as required.
High Risk KaBoom Demoiiions Approved Handlers E= 2010412020
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Manage Expiring Items
View Expiring Items

RY\E;
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Demolitions
= Action Items

You can also update these items - coma e
even if they are not expiring. i

To update any items from the e
Prequalification Answers such as - B
insurance policy details, click on
‘Assessments’, and locate the A
company you wish to update your

details for.

aaaaaaaaaaaa
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Manage Expiring Items
Edit Expiring Items

Lt
KaBoom
Demolitions & =
. Next, either click ‘Actions’, then
o View,
Or click on the ‘Qualification field’
Then click ‘Re-answer Prequal’. This
will allow you to make any required
changes, such as adding a new or
> e renewed insurance policy.

Below are terms and conditions created by Demo Inc.
Full Terms and conditions

VAULT




Manage Expiring Items
View Expiring Items Cont.

Once you have updated all required
prequal answers click ‘Back to
Questions List’

Approved Handle.

» Drop files to upload (or ciick)
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Manage Expiring Items
Submit Prequal Answers
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N
Then ‘Submit Answers’. This will
send your revised prequalification
answers back to your Contractor
company to review...
s 0 - And your Qualification Status will
iy now be shown as ‘Pending’.
High Risk 20/05/2020 @ Actions

K
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Manage Expiring Items
Update a Licence
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To update a licence, click on - Dashboard
Workers’ lrompames

Then locate the worker whose
||Cence you W|Sh to Gdd Subcontractors

My Company Details

Notifications

Logout
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Manage Expiring Items
Update a Licence Cont.
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o :
e ez e Next, click ‘Actions’, then edit.
Stewart@KaBoom.mm View

Or, click on the workers name, then
click edit.
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Or, click on the workers name, then
click edit.
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Update a Licence Cont.
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Manage Expiring Items
Personal Details Tab

Companies that this worker will work for
First Name *

Kevin

Middle Name

There are two ways to edit a
Licence.

Either update the Licence details on
the ‘Personal Details’ tab by
overtyping existing details and
clicking ‘Save’, which will create a
new Licence record that will be used
as the Workers Identification

Q57823598

Driver Licence Version Number
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Or click on the Licenses tab and click
Actions on the target licence, then
edit

...and update as required.

Note that For both of these methods
if you edit only the Expiry Date field
this licence record will simply update
the Expiry Date. However, if you edit
any other details, such as the
Licence Number, then a new record
will be created.
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Licences Tab

Dving ficence
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PQ57623598
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Manage Expiring Items
Edit an Insurance Policy

\uLt

KaBoom

Demolitions
i= Action Items

= Contractor Portal

£ Assessments Finally, to renew any Insurance
policy details, click on ‘Insurances’.

Dashboard

Companies

Assessments

\uLr

Workers

Any previous insurance policies you

Insurances

e B L T T b initially added when filling out the
- My Company Detais = prequalification questionnaire will be
- shown in the register.
My Settings
Notifications E EXp
Logout
= Insy|
Policy
Publi
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Manage Expiring Items
Licences Tab
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a Filters ~ sho
Policy Type « Insurer Policy No Coverage start Expiry Media Status
A 10000000.00 32654812457 180812019 181062021
Pubic Lt an 10000000 PLIsssss12148 om0 a0

Insurance Policies can be renewed or
deactivated using the ‘actions’
button.
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Manage Expiring Items
Edit an Insurance Policy
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Demolitions .
c S PolicyType ~ insurer Policy N

10000000.00 1132654812457 181062019 1810612021

10,000,000 PLI 36598412748 28122017 28122018

» Drop files to upload  (policy Documentation)

To renew an Existing Insurance
policy, click ‘Actions’, then 'Renew'
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, and finally, click ‘Save’ to
apply the changes.
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Manage Expiring Items
Edit an Insurance Broker

Q ilters m Add/Edit Broker

You can also update your Insurance

X 1 Policy Type Amount 4 Policy No Covera ge
broker details if these changed by

. . . y T Professional Indemnit; 10000000.00 11 32654812457 Prof | Ind ity |
Cllcklng ‘Add/Ed't Broker ) FI” In the rofessional Indemnity rofessional Inaemnity Insurary
details and click save to apply. Public Liabilty .

Help with other Vault Contractor
related topics is available in the
support portal.
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