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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

To be Prequalified in Vault
Contractor there are two general

steps involved: ’ Portal Registration ]

e Portal Registration

e Completing the

‘Complete Prequalification ’
Prequalification
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Self Management
Contractor Email

Mail ~

COMPOSE

Inbox.

Stamred
Sent Mail
Dratts (2)

The Registration process for Vault
Contractor Portal starts with the
prequalification request email.

follow the link provided and
complete your portal registration
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Self Management
Simply check User name....which Portal RegiStrOtion

should your email address.

Create a password following the
required criteria

and confirm or update the
information for all the user detail
fields displayed

The Vault Terms and conditions must
also be agreed to before you can

proceed with the registration e |
process.

| 02749760625 |

Terms and Conditions

Click ‘Submit’ to complete.

Note: that Portal registration is only
required when logging into portal for
the first time.
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Self Management
Company Details

\inuLr

= Action Items

‘‘‘‘‘‘

B Before Actioning any awaiting

— (= Prequalification Questionnaires, it is
important to Confirm or Update all
your Company details to ensure
these are correct.

Prequalfication

VAULT




Portal Register and PQ
Prequalification

,,,,,,,,,,,,,,,,,,,,,,,

Completing a waiting
prequalification can be actioning
from either the ‘Portal Dashboard’ B atontens

or the ‘Assessments Register’

Prequalifcaton ~ comamy  Qusten  setus

Both of these can be found in the
menu and the process is the same
from either.
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Self Management
Prequalification Cont.

ECYQSf . The dashboard is your default view
whenever you login and it organises
most of your relevant information
= = and tasks at a glance.
So we'll action the Prequalification
Hewiekifins from here.

T From the ‘Action Items’ table you will
= see all prequalifications you have
waiting to be completed.

Prequalfication

Click on either the ‘Link’ or the
‘Status’ of the required
prequalification.
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Portal Register and PQ
Prequalification Cont.

Before you can actually start the
prequalification you must first agree
to the ‘Terms and Conditions’ set by
the Company who has sent you the
questionnaire.

;;;;;;

Note that if you wish to view the
terms and conditions in full screen
click the ‘Full Terms and conditions’
link and they will display in a new
tab.
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Self Management
Prequalification Cont.

\inuLr

B8 Convactor Portal

Medolnc.

Once agreed - the Qualification
Questions will become visible for you
to complete.

Section A
©) riazars conrois

T b You can answer questions:

°E\em Investigations

b e Either individually via the ‘Edit’
T S function - use the ‘Chevron’ to
access this function

Section C B
© Frotessionai Indemnity Insurance

©) v compensaton surance
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Portal Register and PQ
Prequalification Cont.

Medolnc.

Low Risk

Via the ‘Start Answering’

. N
button which allows you to
work through the
questionnaire in sequence. A
©) rizzars conross \II\ULT
gp.w s Regiter —— _—
This is especially helpful if you S A —
don’t have all the required e R ;

information when you first S T
start answering the ¢ B T
questionnaire, you can always
skip a question leaving it
unanswered and then come
back later to finish when you

have the information at hand.

VAULT

» Drop files to upload (or cick)




Self Management
Prequalification Cont.

There are several different types of
question.

Companies
sssssssssss Back o Questions List

Including:

Yes/No answers

Lines of text

And the requirement to Attach
a file.

» Drop files to upload (ocics Questions can also be made up of
combinations of more than one of
these answer types.
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Portal Register and PQ
Prequalification Cont.

8 of 8 Questions.

Obviously answering all these
questions with as much appropriate
and accurate information as possible
goes without saying.

And once you have completed
answering the questionnaire you will
be prompted to ‘Review the
Answers'’.
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Self Management
Prequalification Cont.

\nuLr

Once all answers have been
reviewed ‘Submit’ them to the
originating Company.
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Portal Register and PQ
Prequalification Cont.

-------------------------

Once you've submitted your answers
The Prequalification will now display
in your dashboard or in your
companies register in a ‘Pending’
Status ready for the originating
company to assess the answers and
make a decision on acceptance
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Self Management
Prequalification Cont.

\iuLr

MMMMMM s— During the assessment process the
““““ o originating company may request
more information. If they do you'll
receive an email advising of this and
your prequalification will go back to
a required status.

either follow the link from the email
=—— as before or login to contractor
portal and within the required
prequalification you see what has
been requested in the feedback
section.

B
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Portal Register and PQ
Prequalification Cont.

| Next Question

Back to Questions List

If there is a requirement for further
information you can ‘Edit’ any
required answers and then re-submit
the prequalification back to the
originating company for the
assessment to start again

Professional Inde
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Self Management
Prequalification Cont.

Mail ~

COMPOSE

Inbox.

Prequalification Accepted inbax x a8

Vault <no-reply@vaultintel com:
Starred o me [

Sent Mail

el " Once the assessment of the answers
has been completed and the decision
to ‘Accept’ or ‘Reject’ has been made
you will receive an email advising of
this.

ort portalfor further information and instructional videos.

ceed with Adding New Workers/Sub-Contractors wit

The Prequalification will also display
in either an ‘Accepted’, ‘Rejected’
status in your assessments register.

Pouereaty Google
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Prequalification Cont.
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When the process has been fully
completed you can proceed to
managing workers and
subcontractors.

Prequalifcaton ~ comamy  Qusten  setus

How to do this is documented in the
next tutorial “The portal and Self
Management’.
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