
 

 

 

 

 

 

 

 

Administrator how-to Guide for Donesafe 

This guide supports administrators in the use of Donesafe to:  

• effectively navigate the system 

• self-manage onboarding 

• update contractor details 

• submit compliance documentation 

• add new workers 

• send inductions directly to worker email addresses 

• report an incident or hazard 

• request a permit to work 

 

This guide does not cover every system function. 

  



Contractor self-registration 

The nominated Donesafe administrator(s) will receive email notification from the 

SkyCity responsible manager, advising how to self-register. 

The following screen will appear upon selection of the hyperlink provided and will 

require population of all fields. Once all fields are populated, select ‘Complete’ 

 

The following notification will appear once company details are completed. 

 

Administrator will receive email for login instructions. 

Completing a contractor registration will be accessible via ‘Confirm my account’ 

hyperlink contained within the confirmation instructions from noreply@donesafe.com. 

Example email notification next page. 
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Contractor self-registration (cont’d) 

 

  



Default dashboard 

Once login has been achieved, the dashboard example below appears as a default. 

Navigate the dashboard by clicking buttons for the various actions indicated, 

selecting panel titles or document IDs to expand into a new view, or by using the 

vertical menu bar to the left of the screen. 

 

Adelaide Contracting (example contractor) has outstanding documentation in the 

screenshot above and must submit these documents to SkyCity via Donesafe. 

Detailed contractor profile 

Select ‘VIEW DETAILED CONTRACTOR PROFILE’ to display the following screen. 

 

Select ‘Uniq ID’ to display the following screen. 

Navigate middle panel tabs to see workers, induction status, permit to work, etc. 

  



Upload compliance documents 

Select unique ID from default dashboard view. 

  

Select ‘Upload’ to display the input screen. 

 

Populate all mandatory fields (*) and select ‘Complete’ to finish. 

 

Select highlighted arrow and Donesafe will notify the responsible manager to review. 

 

Donesafe will notify approval via email and profile changes to ‘Active’. 

 



Update contractor details 

Upon account approval by SkyCity, contractor details may be amended.  

Contractor details may change from time to time and Donesafe allows these 

changes to be captured. Amend as required. 

Select pen icon (circled) to edit contractor profile details. 

 

Contractor may edit details including ABN, number of employees, and tools, 

equipment and chemicals used on-site. 

 

 

  



Add contractor contact (administrator) 

Select ‘CONTACTS’ tab in detailed contractor profile view. 

 

Select ‘+ Add other contact’ to display input view. 

 

Select contact in search or select ‘+Add New’. 

 

Populate mandatory (*) fields and select ‘Complete’. Ensure that ‘Yes’ is checked on 

for permission to manage the contractor account. 

  



 Add contractor document 

Select ADD DOCUMENT button from default dashboard to display the input screen. 

Populate all mandatory fields (*). Select ‘Complete’ to finish. 

 

Alternatively, select VIEW DETAILED CONTRACTOR PROFILE button on default 

dashboard, then select Uniq ID, then ‘+ Add’ button to the right of the middle panel. 

Populate all mandatory (*) fields and select ‘Complete’ to finish. 

 

 

 

  



 Add worker record 

Select ADD WORKER button from default dashboard to display the input screen. 

Select ‘+Add New’ button to the right of the screen to expand current screen. 

 

Populate all mandatory fields (*). When selecting Profession/Service, Donesafe will 

auto-populate Required Documents field for Worker upload (see Worker how-to 

Guide for Donesafe). Workers also include owners who are ‘on the tools’. 

 

E-mail address entered is used to notify worker of: inductions required or expired; 

licences and tickets upload; being involved in or witnessing an incident; being a 

reporter of an incident, etc. 

  



Delete worker record 

Given workers will depart from time to time, deleting workers from a company profile 

will be required. From the WORKERS tile, under ‘Worker name’, select the worker. 

  

Worker profile view will appear. Select menu drop-down beside worker name. 

  

From the drop-down menu select ‘Delete’. 

  

  



Worker induction 

Dashboard view of assigned worker induction below. Inductions are assigned at the 

time of adding a Worker. 

 

Detailed view of assigned worker induction below. 

 

Upon worker completion of induction, the detailed view record indicates active. 

 

Administrator permissions allow addition of an induction to a worker profile. 

 

Worker induction notification is system-generated and will be sent to a worker’s 

registered email address. NOTE: worker to check junk or spam folder in the event of 

email not received. 

  



Report an incident or hazard 

From default dashboard select either REPORT AND INCIDENT or REPORT A 

HAZARD button to display the input screen. 

 

Report an incident 

Select REPORT AN INCIDENT, populate all required fields and select ‘Complete’. 

 

Report a hazard 

Select REPORT A HAZARD, populate all required fields and select ‘Complete’. 

 

 

  



Request a permit to work 

From default dashboard select REQUEST PERMIT button to display the input 

screen. 

 

Populate all mandatory fields (*) in the view below.  

 

Selecting ‘Contractor’ will provide a new view as indicated in screenshot over page. 

For the purpose of an example, ‘Cold works (for isolation only)’ permit type has been 

selected. Ensure correct permit type is selected for the works proposed. 

Populate all mandatory fields (*) in the view over page. 



 

 


