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Administrator how-to Guide for Donesafe

This guide supports administrators in the use of Donesafe to:

o effectively navigate the system

e self-manage onboarding

e update contractor details

e submit compliance documentation

e add new workers

¢ send inductions directly to worker email addresses
e report an incident or hazard

e 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.

REGISTRATION COMMENCED

The SkyCity Responsible Manager has been nolified of your request to creale an account. Please check your email for login instructions. You will be required to set a password and login to

plete your contractor profile.

-»

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.


mailto:noreply@donesafe.com

Contractor self-registration (cont’d)

Confirmation instructions
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To @ Chris Sharkey

ntion Policy Retain All Data 15 years (15 years)

Expires 2

1) If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

— CAUTION: This email originated from outside SkyCity. Do not click links or open attachments unless you recognise the
sender and know the content is safe. —

Welcome Chris Sharkey ('

You can confirm your account email through the link below:

Confirm my account

Powered by Donesafe, an HSI Company
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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.

WORKERS
Expiry Status Worker name Document Status Inductions & Courses State »
Outstanding Mo Recerd
Quistanding
VIEW DETAILED CONTRACTOR PROFILE
Showing 1o 2 of 2 resutts Pagel . o
ADD REQUEST
DOCUMENT LT PERMIT
MESSAGES
Title Record Title Message PERMITS
Recoeds Fous Work type. Permit valid from: pemit valid to: Status SkyCity Responsible Manager

INCIDENTS HAZARDS REPORTED

What is the name of the person affected: Incident Date & Time _____________ ‘What happ( Date and time hazard was Identified. ~ Hazard tile state
No Recortis Four o Records Found

| | -

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.

AL tor register - ed - a B m

uniqio Title Location = swte = Document Status

Select ‘Uniq ID’ to display the following screen.

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

Adelaide Contracting - i Frioa plotion My Open Action(s} (@ Oper v
00000000 B ——

CONTRACTOR REGISTER COM295250 @

oetns oM 24 NTACTS
. Plzas s secti
Uk Descrpt o status =
Glek Outstanding
Glick here to 210 the Public Liabily Insurance document Public Ll nsurance Cutstanding




Upload compliance documents

Select unique ID from default dashboard view.

DOCUMENTATION
D Document type Expiry Status

DoC2599251 Fublic Liability Insurance

Workers Compensation Insurance

Cutstanding

Qutstanding

Select ‘Upload’ to display the input screen.

Stage: Outstanding

e uploaded

This record requires a document to be

Please use the ‘Add’ button the submit your document.

PROVIDE INFORMATION

Upload a document

* Upload

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

175

Upload Documents

Public Liability Insurance

Refar to th

& Drop files

rfor an updated certificate of currency

Save As Draft Complete

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

Stage: Contractor Completion

DOCUMENTATION WORKERS INDUCTION PERMIT TO WORK. INCIDENTS & HAZARDS SUB-CONTRACTORS CONTACTS MGMT

®

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

Stage: -

DOCUMENTATION WORKERS INDUCTION PERMIT TO WORK INCIDENTS & HAZARDS SUB-CONTRACTORS CONTACTS
Please complete all required documents below this section
Insurances & Documents

Description Expiry

Link Document type

1 Insurance document Workers Compensation Insurance

Click here to go to the Workers G

Click here to go to the Public Liability Insurance document Public Lisbility Insurance

Status

Currant

Currant




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.

DOCUMENTATION WORKERS INDUCTION PERMIT TO WORK INCIDENTS & HAZARDS SUB-CONTRACTORS CONTACTS APPROVAL MGMT
Cha nge main contact

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

er Contacts /2

SavessDraft | Comolete

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

First Name® Last Mame®

SavedsDraft | Complete

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.

Other

Insurance

No

Complete

Alternatively, select VIEW DETAILED CONTRACTOR PROFILE button on default

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

Contracice Compistion

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

Stage: Contractor Completion

DOCUMENTATION WORKERS INDUCTION PERMIT TO WORK NCIDENTS & HAZARDS SUB-CONTRACTORS CONTACTS
Plea: ete all required documents below this section
Insy
Document type Descriptios Expiry Status =
5 C Outstanding
Outstanding

Link
Click here to go to the Workers Compensatio,
Public Liability Insurance

Click here to go to the Public Liability Insuran:

Insurance Other

Complete




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.

Working on site performing physical (contractor) work on site

Complete

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’.

Select from the list of available users or click the + button to add a new use:

Add new worker Choose Exisling

First Name"

Email’

Working on site perfarming physical (col

itractor) work on site

Last Mame”

Best Contact Number”

Please enter a valid maobile.

ave it added to the syste

la

ndline phone number

Complete

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.

WORKERS

Worker name Docurment Status Inductions & Courses State =

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

gg%b%\ggg\ Adelaide Contracting Stage: -
WORKER conzesszt 0
oCUMENTS
pe Dccumenteply  sae
e o ocume Gurent
5 Current
+
From the drop-down menu select ‘Delete’.
s Sharkey - Adelaid acting -!
Sggo%‘&;ée» Adelaide Ctjr'ftwdctmg Stage -
WORKER
BocUMENTS
u Document Type Document Expiry state
w docume : Current




Worker induction

Dashboard view of assigned worker induction below. Inductions are assigned at the
time of adding a Worker.

WORKERS
Worker name Document Status Inductions & Courses State »
hris Sharkey Cutstanding Outstanding Worker Completion
Showing 1to 1 of 1 results Pagel - ofl

Detailed view of assigned worker induction below.

Stage: Contractor Completion

DOCUMENTATION WORKERS INDUCTION PERMIT TO WORK NCIDENTS & HAZARDS SUB-CONTRACTORS CONTACTS
Inductions & Courses
UniglD = Worker Company Course to complete Stage

0024 Adelaside Contracting - 00000000 Standard Adelaide Contractor Inductior Assigned

+ T Pan,
Upon worker completion of induction, the detailed view record indicates active.
Stage: Contractor Completion
Please provide the information required within the visible tabs
Once allr t i proval
DOCUMENTATION WORKERS INDUCTION PERMIT TO WORK INCIDENTS & HAZARDS SUB-CONTRACTORS CONTACTS
MGMT
Inductions & Courses
UnigID ~ Worker Company Course to complete Stage
ND298920 SkyCity Test Account - 72082362061 Standard Adelaide Contractor Induction  Active
Administrator permissions allow addition of an induction to a worker profile.
SkyCity Test Account - 72082362061 -
Standard Adelaide Contractor Induction v

07/08/2025

Complete

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.

INCIDENTS HAZARDS REPORTED

What is the name of the person affected: IncidentDate&Time ____________ What happs Date and time hazard was Identified = Hazard title State

No Records Found No Records Found
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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.

Welcome to the SkyCity Contractor Dashboard DOCUMENTATION
This dashboard provides a quick snapshot of your information held by SkyCity.

- D - Document type Expir Status
To view your full detailed profile click the button below:. > pey

Public Lizbility Ir

VIEW DETAILED CONTRACTOR PROFILE

oo

MESSAGES

Title Record Title Message

No Records Found

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

SkyCity Employee  Contractor

i

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.



After submission, if you have an existing account you will be able to continue and provide additional information about hazards /risks relating to the proposed work. If you do not have an account the SkyCity
responsible manager will contact you to complete next steps and authorise the work.




