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To be Prequalified in Vault 
Contractor there are two general 
steps involved:

● Portal Registration

● Completing the 
Prequalification

Portal Register and PQ
Introduction



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

follow the link provided and 
complete your portal registration

Self Management
Contractor Email



Simply check User name.....which 
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 
process.

Click ‘Submit’ to complete.

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

Self Management
Portal Registration



Before Actioning any awaiting 
Prequalification Questionnaires, it is 
important to Confirm or Update all 
your Company details  to ensure 
these are correct.

Self Management
Company Details



Completing a waiting 
prequalification can be actioning 
from either the ‘Portal Dashboard’
or the ‘Assessments Register’

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

Portal Register and PQ
Prequalification



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 
from here.

From the ‘Action Items’ table you will 
see all prequalifications you have 
waiting to be completed.

Click on either the ‘Link’ or the 
‘Status’ of the required 
prequalification.

Self Management
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.

Portal Register and PQ
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Once agreed - the Qualification 
Questions will become visible for you 
to complete.

You can answer questions:

● Either individually via the ‘Edit’ 
function - use the ‘Chevron’ to 
access this function
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OR

● Via the ‘Start Answering’ 
button which allows you to 
work through the 
questionnaire in sequence.

This is especially helpful if you 
don’t have all the required 
information when you first 
start answering the 
questionnaire, you can always 
skip a question leaving it 
unanswered and then come 
back later to finish when you 
have the information at hand.

Portal Register and PQ
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There are several different types of 
question.

Including:

● Yes/No answers 
● Lines of text 
● And the requirement to Attach 

a file. 

Questions can also be made up of 
combinations of more than one of 
these answer types.
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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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Once all answers have been 
reviewed ‘Submit’ them to the 
originating Company.
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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

Portal Register and PQ
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During the assessment process the 
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.
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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
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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. 

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

Self Management
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When the process has been fully 
completed you can proceed to 
managing workers and 
subcontractors.

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