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2. DASHBOARD SECTION

The QF module will cover contractor and supplier qualification. These parties will fill out the questionnaire 
and provide the requested documents in order to demonstrate their compliance with the client corporation’s 
requirements.

The Dashboard section is composed of modular widgets offering an overall view of a contractor’s qualifications.

1. OVERVIEW 

2.1 GRAPH – QUALIFIED CONTRACTORS

This graph displays the history of qualified 
contractors as well as the variations over the 
previous weeks.

Place your cursor over a specific period to 
display the positive and negative variations 
produced during this time period.
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2.2 GRAPH – RECENTLY QUALIFIED CONTRACTORS

2.3 GRAPH – QUALIFICATION STATUS

This graph displays the number of 
contractors recently qualified.

Click on one of the graph’s bars to display 
the list of contractors corresponding to  
the specific period.

This graph displays qualification statuses  
for all contractors, categorizing contractors 
as qualified, conditional, pending, refused  
or expired.

Click on a section of the graph to display  
the list of contractors.
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2.4 GRAPH – QUALIFICATIONS THAT WILL EXPIRE SOON

2.5 GRAPH – ANSWER DISTRIBUTION

This graph displays qualifications which will 
expire soon.

Click on the bar’s graph to display the list  
of qualifications which correspond with  
a specific period.

This widget enables the user to choose any 
question asked of the contractors in the 
questionnaire to compile the responses in 
a graph. It can be used multiple times to 
display the responses to different questions. 

Once added to the dashboard, click on  
the gear symbol to display the options.

Choose the filter and the appropriate 
questions, then click on OK to generate  
the graph.
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2.6 GRAPH – EVOLUTION OF PARTNERSHIP STEPS OVER TIME

This widget shows the total number of partnerships of your contractors, presented according to the different 
partnership steps, over a period of up to 4 months. The chart thus allows you to visualize the evolution of 
partnerships over time.

Click on View Partnerships List for quick access to the Partnerships page.
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2.7 MANAGE THE WIDGETS

Managing the widgets allows the client corporation to personalize the dashboard according to their needs.

2.7.1 DISPLAY

To display a new widget, click on +WIDGET, found at the top right-hand corner and select the desired widget.

2.7.2 HIDE

To hide a widget, click on the gray X, found 
at the top right-hand corner of the display.

2.7.3 MOVE

To move a widget, click on the top of the 
table and drag and drop the table to the 
desired location.

2.7.4 MODIFY THE SIZE

To modify the size of a widget, click on the 
gray gear symbol.

The drop-down menu offers two options: 
HALF WIDTH and FULL SIZE.

Select the desired size, then click on OK to 
confirm.
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The Contractors and Suppliers sections display a list of all contractors and suppliers visible to the client 
corporation. Click on Contractors in the left-hand menu, then select a contractor from the list to view their 
qualification file.

3. CONTRACTORS AND SUPPLIERS SECTIONS

The Contractors and Suppliers sections function in exactly the same way.

DESCRIPTION

1 COMPANY
This column displays the name and contact information for the contractor.

2
STATUS 
This column displays the contractor’s qualification status. For more information about qualification 
statuses, refer to section 3.1.

3
ACTIONS
Click on the ellipsis points to see the available actions. For more information on these actions,  
refer to section 3.2.

4 FATALITY
A red flag indicates that a fatal work accident has occurred for this contractor in the past.

5

EXPIRED DOCUMENT
A small warning triangle indicates that at least one document is expired. Click on this triangle  
to access a list of the expired documents. Once a contractor has updated a document, this icon  
will continue to be displayed until the client corporation has validated the new document.

6
EXPORT
The EXPORT button allows the user to download a list of contractors in .xlsx format.
Refer to annex I.

1 

4 

5 

6 

2 3 
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3.1 QUALIFICATION AND MEMBERSHIP STATUSES

The CONDITIONAL status signifies that the contractor is qualified according to certain 
requirements determined by the client corporation. The client corporation selects a duration 
for the status. This can be useful for managing contractors who only work occasionally for 
the client corporation, for temporary qualifications or while waiting for processes to be 
implemented. A contractor with the CONDITIONAL status can proceed to the entry gate.

The QUALIFIED status signifies that the contractor meets all of the client corporation's 
criteria. This status is maintained for the length of time determined by the client corporation, 
as long as the contractor keeps its information up to date in Cognibox. A contractor can lose its 
QUALIFIED status if it no longer meets the client corporation’s criteria. A QUALIFIED contractor 
can proceed to the client corporation’s entry gate.

The PENDING status signifies that the contractor has been invited to qualify with the client 
corporation for the first time and is in the process of being qualified. The contractor will 
have this status until the qualification process is complete, at which time the contractor will 
be assigned the QUALIFIED, CONDITIONAL or REFUSED status. The PENDING status may 
reappear if the contractor is temporarily disqualified.

The REFUSED status signifies that the contractor does not or no longer meets all of the 
client corporation’s criteria. This status may be permanent or temporary. For example, some 
client corporations use the REFUSED status to temporarily disqualify a contractor whose 
insurance is no longer valid.

The EXPIRED status signifies that the contractor meets or did meet the client corporation’s 
criteria, but that the expiration date established for the qualification has passed and the 
qualification is no longer valid. If the contractor wishes to continue working for the client 
corporation, they must undergo the re-qualification process to ensure that the qualification 
remains valid.

The INACTIVE status signifies that the client corporation and the contractor no longer do 
business together. This status may change if the parties enter into a new contract.



QF MODULE – QUALIFICATION
User Guide for Client Corporation

Revised on December 18, 2023 Page 10 of 43

This icon signifies that a non-member contractor has declined a client corporation’s 
invitation to register. This contractor will only be visible to the client corporation that offered 
the invitation.

A blank status box signifies that the contractor is registered with Cognibox but is not 
currently in a business relationship with the client corporation.

The ESCALATION status is a follow-up status that can be combined with a qualification status. 
It means that the contractor has not completed their registration, questionnaire or provided 
one of their documents despite several follow-ups by the customer service department 
of Cognibox. The client corporation must consequently make a decision regarding the 
contractor’s file.

The UNPAID status signifies that the contractor is still in Cognibox but has not paid their 
client corporation registration fees. The client corporation determines these fees based 
on certain specific conditions. Contact us to learn more about the price list that your client 
corporation has established.

The SUSPENDED status signifies that the contractor has not renewed their Cognibox 
membership. The contractor’s information will remain active in the system, but will not be 
accessible to the contractor or to client corporations until the registration has been renewed. 
As the contractor is no longer a Cognibox member, the gate security agents can no longer check 
whether the contractor fulfills the necessary requirements to access the site and perform work.
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3.2 ACTIONS

The action buttons allow quick access to different information related to a contractor.

Click on the ellipsis (...) under the Actions 
column to expand the list of actions 
available for the corresponding contractor.

Most of the available actions will direct  
the user towards the corresponding tab  
in the contractor’s file. 

However, for CONTACTS (3.2.1),  
SPECIFIC QUALIFICATION (3.2.2), 
SNAPSHOTS (3.2.3) and EMPLOYEES 
(3.2.4) the information will be displayed 
below the contractor’s contact information 
without being directed to another page.To learn more about the SUMMARY, 

QUALIFICATION, QUESTIONS, 
DOCUMENTS, WORKED HOURS  
and METADATA, refer to section 3.3, that 
reviews contractor and supplier files.

3.2.1 CONTACTS

CONTACTS displays the full list of contacts 
connected to the corresponding contractor.

Click on the CLOSE button to hide the 
information displayed using a previous 
action.
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3.2.2 SPECIFIC QUALIFICATION

3.2.3 SNAPSHOTS

As soon as a contractor is qualified or refused, a complete snapshot of their file, including the responses and 
documents provided, are automatically registered and archived for future consultation.

This action displays a list of specific 
qualifications and indicates if the contractor 
is qualified for each.

Click on the CLOSE button to hide the 
information displayed by a previous action.

The SNAPSHOTS action displays a list of 
the contractors snapshots.

Click on CREATE to manually create a new 
snapshot.

Click on the Document icon to view a 
snapshot.

Click on the CLOSE button to hide the 
information displayed by a previous action. 

3.2.4 EMPLOYEES

The EMPLOYEES action directs a user  
to the EM module. The Contractors filter 
is active by default, displaying only the 
employees of the selected contractor.
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This graph refers to question 730.

Beyond a certain ratio, indicated by the 
dotted line, the client corporation usually 
manages the file validation themselves.

Move over the graph to see an exact ratio for 
a given year.

3.3 CONTRACTOR OR SUPPLIER FILE

The file of a contractor or a supplier presents all available information on them.

3.3.1 OVERVIEW

The OVERVIEW tab regroups different statistics about the contractor.

3.3.1.1 RATIO RATE PERSONALIZED / RATE UNIT

This graph displays the annual rate of 
accidents for the contractor.

Move over the graph to see the specific rate 
of accident frequency for a specific year.

3.3.1.2 FREQUENCY RATIO, ALL ACCIDENTS
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This graph displays the annual ratio of 
accidents with lost time for the contractor.

Move over the graph to display the exact 
ratio for a specific year.

3.3.1.3 ACCIDENT RATIO WITH TIME-LOSS

This graph displays the annual number of 
environmental incidents for the contractor.

Move over the graph to display the exact 
number of incidents for a specific year.

3.3.1.4 NUMBER OF ENVIRONMENTAL INCIDENTS

This section indicates a contractor’s current 
qualification status and, if applicable, the 
person who qualified the file, and the date 
when the file was qualified, as well as when 
it will expire.

3.3.1.5 QUALIFICATION STATUS
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3.3.2 INFORMATION

The INFORMATION tab displays the contractor’s basic contact information, the validity status of the Authorization 
Form and the contact people.
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3.3.3 QUALIFICATION

The QUALIFICATION tab displays the 
details of the contractor’s qualification 
status.

Change the contractor’s qualification status 
by clicking on the appropriate status.

To leave a note, click on the Chat Bubble 
icon to display the message panel. Next, 
indicate if the message should be an 
internal exchange (involving the client 
corporation) or external (involving the 
contractor) by clicking on the corresponding 
section to the left.

Enter the message in the text box, then click 
on the SEND button to publish it.

The displayed number indicates how many 
messages have been exchanged relating to 
this specific subject.

The new message is visible beneath the text 
field in the message panel.

The sender and the time of publication are 
also noted. When messages were written on 
previous days, the date is also noted.

Messages are only seen in the messages panel. They are not sent by email.
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3.3.3.1 HISTORY

The qualification history displays the different qualification statuses that applied to the contractor over the years 
for the client corporation’s review. 

The search fields allow the user to retrace various pertinent statuses in the historic timeline.

The answers history is available under the qualification history. It consists of the history of the last changes made 
by a contractor in regard to the questionnaire.

Click on a question to access that specific page in the questionnaire.

The answers history may be ordered by question, by date or by user, by using the arrows found in the top right-hand 
corner of each column.
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3.3.4 QUESTIONS

1 2 

 2  

3 

4 

5 6 

 7   7  

DESCRIPTION

1 SECTIONS
The different sections et sub-sections of the questionnaire are accessible in this menu.

2
REFERENCE NUMBER
Each question’s reference number is unique. Enter a reference number in the search bar to bring up 
the corresponding question directly.

3
QUESTIONNAIRES
If the questions are connected to more than one questionnaire, they can be filtered using the 
checkboxes.

4

STEPS
The sections, which are divided into steps, may contain one or more questions. Click on the question 
number to directly access the corresponding step or use the arrows to navigate from one step to 
another.

5 HISTORY
This button allows the user to display the history of responses for that question.

6
CHAT BUBBLE ICON
Click on the Chat Bubble icon to communicate with the contractor, with external exchanges, or with 
other Cognibox users from within the client corporation, using the internal exchanges.

7 PREVIOUS AND NEXT BUTTONS
These buttons also allow navigation from one step to another.
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3.3.4.1 SECTIONS

Click on the menu located beneath  
the company name to display the different 
sections of the questionnaire.

Click on the arrow displayed to the right of a 
section to display the sub-sections.

The number written to the right of each sub-
section displays how many questions are 
included.

The colored progress bars provide a quick 
overview of the progress in the file within 
each section and sub-section.

Mouse over any progress bar to see the 
percentage of questions corresponding to 
each of the colours.

Click on any section to access it.

VALIDATED ANALYZING PENDING REFUSED NOT ANSWERED

3.3.4.2 VALIDATE A QUESTION

To modify the validation status of a question, 
simply click on the new status that should 
be applied. The information is automatically 
saved.

The name of the validator displays to 
indicate who made the decision.

Click on the arrow to the right of the statuses 
to display the validation criteria. 

Use the Chat Bubble icon to leave a note.

It is important to always leave a note when a question is refused, so that the contractor can understand the reason 
for the refusal, allowing him to take the necessary actions to meet the client corporation’s expectations.
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3.3.5 DOCUMENTS

Three types of documents can be managed within this tab: qualification documents, internal documents  
and additional documents. Select the appropriate document type using the bar found at the top of the interface,  
to switch between document types.

Use the search bar and filters to search for a document.

3.3.5.1 QUALIFICATION

Qualification documents are those that the client corporation requires from the contractor in order to qualify them. 
Some may be uploaded by the contractor, such as the certificate of insurance, while others may require a reference 
document or an original document to complete, which must be provided by the client corporations.

A document may be EXPIRED, VALIDATED, 
PENDING, in ANALYZING status or 
REFUSED.

The available action options vary based on 
the document’s validation status.
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3.3.5.1.1 ACTIONS

History

Validation

Download Template

The DOWNLOAD ORIGINAL option allows the user to download the original document to be printed and signed, 
which is provided by the client corporation.

View Completed Document

VIEW COMPLETED DOCUMENT allows the user to view the document which has been completed by the 
contractor.

The action HISTORY displays a list of 
documents uploaded prior to the current 
document.

Click on the Paper icon, available to the right 
of each document in the history, to display it.

The VALIDATION action displays the 
window which allows a user to modify the 
document’s validation status. It may be 
VALIDATED, PENDING, ANALYZING, 
REFUSED or EXPIRED.

The calendar allows the user to indicate the 
date that the document’s validity will expire.

The Chat Bubble icon allows the user to 
leave a note.
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3.3.5.2 INTERNAL

Internal documents are visible and available only for the client corporation’s users. The client corporation may 
include evaluations, incident reports or other documents related to the contractor. The contractor has no access  
to these documents.

To display a list of documents within a 
category, click on Documents in the Actions 
column.

Hide the list of documents using the CLOSE 
option.

To add a new document to a category, click 
on the +ADD button and fill in the required 
fields. Then click on CREATE.

Internal documents are organized by 
category. A user may manage the categories 
using the MANAGE button.

To add a category, click on the +ADD button. 
An empty text field will appear. Enter the 
new category name and click on SAVE.

To delete a category, check the box to the 
left, then click on the DELETE button.

3.3.5.3 ADDITIONAL

Additional documents include all documents that the contractor has chosen to provide, believing them to be a 
valuable support to his qualification file. To consult these documents, simply click on them.
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3.3.6 PARTNERSHIPS

The PARTNERSHIPS tab shows all the contractors who hire or are hired by the contractor whose file is consulted, 
within the context of a partnership for the logged-in client corporation. The HIRING CONTRACTOR and 
SUBCONTRACOR sections are similar, only the available actions vary. Click on one of the two sections to view it.

DESCRIPTION

1
COMPANY
This column presents the hiring contractor or the subcontractor, depending on the section 
consulted. It indicates the name, subscription status, contact person and contact information.

2
PARTNERSHIP STEP
This column shows the progress of the partnership process. For more information about the 
partnership steps, see section 3.3.6.1.

3
ACTIONS
Click on the ellipsis points to see the available actions. For more information on these actions,  
refer to section 3.3.6.2.

1 2 3 
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3.3.6.1 PARTNERSHIP STEPS

The AWAITING SUBSCRIPTION FROM step means that the client corporation 
has approved the partnership, but at least one of the contractors involved is non-
member or suspended. If both contractors need to subscribe, their two names will 
be mentioned.

The AWAITING INFORMATION SHARING FROM step means that the contractor invited to 
enter into a partnership has not shared his information with the contractor who hires him.

The AWAITING APPROVAL FROM step means that the contractor has invited 
another contractor to enter into a partnership for the first time and that the client 
corporation has not yet approved or rejected this partnership.

Note: A step displayed in blue means that the logged user can take action to continue the partnership process, 
while a step in grey means that he must wait until the other involved business units take action.

The AWAITING QUALIFICATION FROM step means that the client corporation 
has approved the partnership, but at least one of the contractors involved must now 
qualify. If both contractors need to qualify, their two names will be mentioned.

The APPROVED AND QUALIFIED step means that the partnership has been 
approved by the client corporation and that all the necessary steps have been 
completed.

The UNAPPROVED BY step means that the partnership has been rejected by the 
client corporation.
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3.3.6.2 ACTIONS

The action buttons allow quick access to different information related to a partnership. The actions available vary 
according to the progress of the partnership process and the section consulted.
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3.3.6.2.1 INFORMATION

The INFORMATION action provides the contact details of the subcontractor, his qualification and subscription 
status, the questionnaire(s) to which he must answer and his partnership level, if applicable.
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3.3.6.2.3 STATE

The PARTNERSHIP STATE action allows the client corporation to approve or reject a partnership. If approval has 
already occurred, the approver's name and the approval date are indicated. In the case of a decline, the refusal 
note is also displayed.

3.3.6.2.2 DETAILS

The DETAILS action provides information about the work to be done as part of the partnership. The questions vary 
depending on the client corporation.
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3.3.6.2.4 SPECIFIC QUALIFICATIONS

The SPECIFIC QUALIFICATIONS action shows a list of the specific qualifications required by the subcontractor 
and indicates if he is qualified for each of these specificities. The information is displayed directly in the 
partnership table. Once you have viewed it, simply click on the CLOSE button to hide it.
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3.3.6.2.5 QUALIFICATION'S PROGRESSION

The QUALIFICATION'S PROGRESSION action provides a summary of the information concerning the 
subcontractor's qualification. The information is displayed directly in the partnership table. Once you have viewed 
it, simply click on the CLOSE button to hide it.
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3.3.6.2.6 CONTRACTORS

The CONTRACTORS action allows the client to see the subcontractors hired by their subcontractors' contractors, 
i. e. level 3 contractors. The information is displayed directly in the partnership table. Once you have viewed it, 
simply click on the CLOSE button to hide it.
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The WORKED HOURS tab presents a table 
of worked hours for a month’s period, as well 
as cumulative for the year, organized by work 
category.

Use the drop-down menu to choose the 
month to be displayed.

Use the Chat Bubble icon to leave a note  
or to consult the notes previously written.

Consult section 4 for information on how to 
lock the hours.

3.3.7 WORKED HOURS
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3.3.8 METADATA

Metadatum are keywords which are defined by the client corporation, and then attributed to the contractors,  
in order to find them quickly using the METADATA filter..

3.3.8.1 CREATE METADATA

To create metadata, click on SETTINGS 
from the left-hand menu, and on Business 
Units.

In the window that appears, the client 
corporation clicks on their company to 
access their information. Next, in the 
METADATA tab, click on +Add Metadata.

Enter the desired name in the Metadata 
Name field. Use the language button 
to indicate a different name for another 
language.

Select if the Metadata will consist of TEXT 
or MULTIPLE CHOICE. For multiple choice, 
a field for Answer Choices will appear. Enter 
an answer choice, then click on +ADD to add 
others.

Add another metadata by clicking on +Add 
Metadata, or save the created metadata by 
clicking the SAVE button.
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3.3.8.2 ASSOCIATE METADATA TO A CONTRACTOR

To associate metadata to a contractor, go to 
the METADATA tab in the contractor’s file. 
Any existing metadata will be displayed. 
Click on the EDIT button.

Associate the appropriate metadata to 
the contractor using the text fields or the 
response choices, then click on the SAVE 
button.

The associated metadata can then be used 
as a filter to find a company within the list of 
contractors.
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3.4 SEARCH CONTRACTORS AND SUPPLIERS

The text search bar allows a user to 
search for a company by name or contact 
information, by classification unit or by 
SCIAN code.

To use a filter, click on the FILTER button, 
then select the desired filter from the list. 

The selected filter will display in the search 
bar, followed by the associated options. 

For example, by selecting the Qualification 
Statuses option and selecting the Pending 
checkbox, only contractors with the Pending 
status will appear.

3.4.1 USING SEARCH FILTERS

The filters allow a user to find exactly what he needs.
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4. PARTNERSHIPS SECTION

The Partnerships section displays all the partnerships of the logged-in client corporation. For each of these 
partnerships, the client corporation can see which contractors are involved and at which step of the process they 
are at.

1 2 3 4 

DESCRIPTION

1

HIRING CONTRACTOR
The hiring contractor is the one who invites another company for a partnership. This column 
shows the qualification and subscription statuses of the hiring contractor, in addition to his contact 
information.

2

SUBCONTRACTOR
The subcontractor is the one who receives an invitation to enter into a partnership with another 
company. This column indicates the qualification and subscription statuses of the subcontractor, in 
addition to his contact information.

3
PARTNERSHIP STEP
This column shows the progress of the partnership process. For more information about the 
partnership steps, see section 3.3.6.1.

4
ACTIONS
Click on the ellipsis points to see the available actions. For more information on these actions,  
refer to section 3.3.6.2.

To access partnerships, the client corporation must first activate the feature in its business unit settings.



QF MODULE – QUALIFICATION
User Guide for Client Corporation

Revised on December 18, 2023 Page 36 of 43

The Worked Hours section allows a client corporation to lock the hours entered in the WORKED HOURS tab 
(section 3.3.7). To do this, simply select the checkbox for the month to be locked. The checkboxes corresponding 
with the previous months will also be selected.

The EXPORT button allows users to download the table of worked hours for the selected year. See an example in 
annex III.

5. WORKED HOURS SECTION

Careful!  
A checked box cannot be subsequently unchecked.
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This section displays a list of the client corporation’s questionnaires.

6. QUESTIONNAIRES SECTION

To access the questionnaire file, click on the 
name. 

To export one or more questionnaires in PDF 
format, select the checkbox to the left, then 
click on EXPORT.

Export a questionnaire from its file by 
clicking on EXPORT.

Refer to an example of an exported 
questionnaire in annex II.

To close a questionnaire file and return  
to the list, click on CLOSE.
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The Documents section displays a list of the client corporation’s documents. 

Use the search bar to find a document quickly.

Click on the document name to access the file. Click on REFERENCE DOCUMENTS to display a list of reference 
documents related to a document. When UNIVERSAL is displayed, it indicates that a document is valid for all 
client corporations. When a contractor submits a universal document, all the client corporations connected to their 
file may access it.

The document file displays the document name, its description, and, if applicable, its template. Click on the name 
of a template to view it.

7. DOCUMENTS SECTION
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ANNEX I : CONTRACTOR LIST (.XLSX)
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ANNEX II : QUALIFICATION QUESTIONNAIRE (.PDF)

Qualification Questionnaire example, page 1 Qualification Questionnaire example, page 2
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Qualification Questionnaire example, page 3 Qualification Questionnaire example, page 4
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ANNEX III : WORKED HOURS (.XLSX)



FOR MORE INFORMATION, PLEASE CONTACT OUR 
CUSTOMER SERVICE DEPARTMENT:

1 877 746-5653   |   SUPPORT@SAFECONTRACTOR.CA

528, 5e rue de la Pointe 
Shawinigan (Québec)  G9N 1E8

100 King Street West, Suite 5600
Toronto, Ontario  M5X 1C9
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