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[DISCLAIMER] 



In Vault Contractor, after you, as a 
contractor have been prequalified by 
a company there are certain items, 
such as insurance policies or 
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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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.

Manage Expiring Items
Introduction Cont.



To view any Expiring items first login 
to the Contractor Portal, and then  
view the Expiration Items table 
shown on the Dashboard menu. 

Here you can view and update any 
items such as Insurances or Licences 
that are about to expire, or that have 
already expired. 
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To edit one of these expired items, 
first click ‘Actions’, then ‘Edit 
Answer’

And update the form as required.
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You can also update these items 
even if they are not expiring.

To update any items from the 
Prequalification Answers such as 
insurance policy details, click on 
‘Assessments’, and locate the 
company you wish to update your 
details for.
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Next, either click ‘Actions’, then 
‘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 
renewed insurance policy.
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Once you have updated all required 
prequal answers click ‘Back to 
Questions List’

Manage Expiring Items
View Expiring Items Cont.



Then ‘Submit Answers’. This will 
send your revised prequalification 
answers back to your Contractor 
company to review...

And your Qualification Status will 
now be shown as ‘Pending’.
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To update a licence, click on 
Workers,

Then locate the worker whose 
licence you wish to add.
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Next, click ‘Actions’, then edit.

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

Any previous insurance policies you 
initially added when filling out the 
prequalification questionnaire will be 
shown in the register.
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Insurance Policies can be renewed or 
deactivated using the ‘actions’ 
button. 
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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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You can also update your Insurance 
broker details if these changed by 
clicking ‘Add/Edit Broker’. Fill in the 
details and click save to apply.

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