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iPRO Worker Compliance Guide

This guide provides you with the steps to take in setting up your worker to complete the assessment and
credentials, induction and install the iPRO Access Mobile App.

Quick Tips

e A worker is defined as one of your employees who will attend a client site.
e Auser is defined as an employee who will access the iPRO platform to view or manage your contractor
compliance (administration).

1. Click ‘My Team’ from the left hand navigation menu.

iPRO . ompliant @ @

No Rows To Show

0 waorkers found

+0.7.3 (334522 - 2018-02- 28 05:10:45 +0000)

2. Click ‘Workers’ from the left hand navigation menu (refer above).
3. Click ‘Add a Worker’ in the right hand corner (refer above).
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4. Complete worker details (refer below).

1%

™ iPRO
©  ADD AWORKER
# > Workers > Adda worker

WORKER DETAILS

Email* abc.worker@platform.im
Firstname " Simon
First name Last name Mobile number
Lastname " Simpson.
Simon Simpson 0412345678
Mabile number 0412345678
erererer I Save
00 u
A Gotothetop 1 workers found

¥0.7.3 [f3345¢2 - 2018-02-28 05:10:45 +0000)

5. Click ‘Save’ (refer above).
6. The following screen will display.
7. Toview the worker, click ‘View worker’ (refer below).

COMPLETE

Worker successfully added
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2. Add a Client

Quick Tips

e Add client locations for contractor check-in and checkout.
e Client locations drive the contractor’s credential requirements.

® QR codes are configured to each location for easy check-in and checkout.

1. Once you have added the worker (as per previous section), the following screen will display.
2. Click ‘Add a client’ (refer below).

]

Add clients to get started

Please assoclate this worker with one or mare of your clients to continue

o
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3. The following screen will display, requiring you to select the client location(s).

iPRO x
© ADDACLIENT
# > Workers > SimonSimpson » id a client
Simon Simpson Client iPRO Client -
Clients Inductions Assessment Credentials IPRO Access app
Client Location PRO Access app Overall compliance Induction status
No Rows To Show
0 clients found
4. Select the client name from the dropdown menu (refer above).
5. The client’s location(s) will appear. Click ‘X’ to remove a location that your worker will not perform work at.
6. Click ‘Save’ (refer below).
x

iPRO

# > Workers > SimonSimpson > Addaclient

Simon Simpson

Clients Inductions

Client Location

Assessment Credentials

IPRO Access app Overall compliance

No Rows To Show

oclients found

© ADDACLIENT

1PRO Access app

Induction status
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7. Select and click the location you want to view (refer below).

iPRO i © @

# > Workers > S

Simon Simpson Actions =

Clients Inductions Assessment Credentials iPRO Access app Profile

Client Location iPRO Access app Overall compliance. Induction status Assessment status Credential status
Q irrodien Location L Required Non compliant MNon compliant Mon compliant Hon compliant
0  iPrOIent Location 2 Required Hon compliant Hon compliant Hon compliant Hon compliant
O  rrocien Location 3 Required Noncompliant Mon compliant Mon compliant Mon compliant
f
A Gotothe top 3clients found

0.7.3 (334522 - 2018-02-28 05:10:45 +0000)

The detailed view will display (refer below). This display highlights the compliance requirements your worker is
required to complete to become iPRO compliant.
8. Click ‘hyperlink’ to complete the required credential or click on a tab across the top of the page (refer above).
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Quick Tips

e Invite a worker to complete your client’s induction.
e Inductions can be completed by the worker via smartphone, desktop or tablet.

e [finductions are required at a client’s site, they must completed by the worker to be compliant.

1. Click ‘My Team’ in the left-hand side menu.
2. Click ‘Workers’ in the left-hand side menu (refer below).

i P R O U Activenon compliant @ @
A > Workers
First name Last name Mobile number Email Clients
Simon Simpson 0412345678 s.simpson@platform.im iPRO Client
»
A Gotothetop 1workersfound
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3. Select and click the worker to complete the induction (refer below).

i P R O U Active noncompliant @ @

# > Workers

First name Last name Mobile number Email Clients

Simon Simpson 0412345678 ssimpson@platform.im iPRO Client

A Gotothetop 1 workers found

4. Click ‘Inductions’ (refer below).

iPRO « e @

Simon Simpson

Clients inductions Assessment Credentials IPRO Access app Profile

Client Location iPRO Access app Overall compliance Induction status Assessment status Credential status
©  iPROClent Location 1 Required Compliant omphiant Mon compliant
© PROCHent ocation 2 Required Compliant Non compliant
©  iPROClient Locati Required Compliant omptiant
~ found
3 (133452 - 2018 5:10:45 000K
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5. The following screen will display.

6. Click ‘Send induction to worker’ (refer below). NB: the induction status is No invite sent.

iPRO

Simon Simpson

Clients Inductions

INDUCTION DETAILS

iPRO Client Induction Course

iPRO Client

Status

Noinvite sent

# > Workers > SimonSimpson > Inductions > MonashHealth Inductic

Assessment

Credentials

IPRO Access app profile

v0.7.3 [F3345€2 - 2018-02-28 05:10:45 +D000)

7. This will send an email to the worker requesting them to complete their induction (refer below).

iPRO

Simon

In order to provide services for one or more of your clients you are
required to complete the following induction:

Induction Name:

iPRO Client Induction Course

To complete this induction, please click on the button below

If you have any questions, please email us at helpdesk@ipro.net

Thanks
The iPRO Team
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Quick Tips

e If an assessment forms part of the client’s requirement, it must be completed for the worker to be

compliant.
e All questions must be answered for your worker to become compliant.
e The assessment is not complete until all questions have been answered.

e Click ‘Save’ at any time to complete your assessment later.

1. Click ‘My Team’ from the left hand navigation menu.
2. Click ‘Workers’ from the left hand navigation menu (refer below).

i P R O U Activenon compliant @ [

First name Last name Mobile number Email Clients

Simon Simpson 0412345678 s.simpson@platform.im iPRO Client

A Gotothetop 1 workers found
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Select and click the worker to complete the assessment (refer below).

i P R o U Activenon compliant @ @
# > Workers
First name Last name Mabile number Email Clients
Simon Simpson 0412345678 s.simpson@platform.im iPRO Client
5
H i’ J
4. Click ‘Assessment’ (refer below).
iPRO t e &
"
Simon Simpson -
Clients Inductions. Assessment Credentials

Client

1PRO Access 3pp

Induction status

Location IPRO Access app Overall compliance

[- u Required ompllant
0 '

@  PROClient

Profile

Assessment status. Credential status

Non compliant

v0.7.3 [F3345€2 - 2018-02-28 05: 10:45 +0000)
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5. The following screen will display.

iPRO

Simon Simpson

Actions »

Clients Inductions Assessment Credentials IPRO Access app Profile
1.iPRO Client
11 You confirm that your employees have read, understood and agreed to the terms of the
AW Contractors Induction Handbook for the provision of onsite services to iPRO Client?
View document
12 You confirm that your employees have read, understood and know where to locate the following
documents at iPRO Client’s sites:
a) Asbestos audits
b) Confined spaces audits/information
¢) Lead audits
13 Does this worker require Licences, Registrations, Certifications, or Authorisations for the services
N they provide to iPRO Client?
v0.7.3 (3345€2 - 2018-02-28 05:10:45 +0000)
H ' ’
7. Click ‘Save’ (refer below).
iPRO v mpliant @ @
Simon Simpson Actions v
Clients Inductions Assessment Credentials IPRO Access app Profile
1.iPRO Client © completzd
11 You confirm that your employees have read, understood and agreed to the terms of the

Contractors Induction Handbook for the provision of onsite services to iPRO Client?

12 You confirm that your employees have read, understood and know where to locate the following
documents at iPRO Client’s sites

a) Asbestos audits
b) Confined spaces audits/information
¢) Lead audits

13 D
v they provide to iPRO Client?

jons, Certifications, or Authorisations for the services

this worker require Licences, Reg

V0.7.3 (F3345€2 - 2016-02-28 05:10:45 +0000)

8. The assessment is now complete.
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Quick Tips

e The required credentials are based on the client’s location.
e Upload additional work credentials.

e Documents need to be in a PDF format to upload.

1. Click ‘My Team’ in the left hand navigation menu (refer below).
2. Click ‘Workers’ in the left hand navigation menu (refer below).

iPRO U Activenoncompliant @ @
_ orks
First name Lastname Mobile number Email Clients
Simon Simpson 0412345678 s.simpson@platform.im iPRO Client
,
A Gotothetop 1workers found

Still need help? Email us at helpdesk@ipro.net = Page 14 of 22 Last updated on 1 May, 2018
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3. Click the required worker to complete the credentials (refer below).

i P R o U Active non compliant @ @

A > Workers
First name Last name Mobile number Email Clients
Simon Simpson 0412345678 s.simpson@platform.im iPRO Client

A Gotothetop 1 workers found

4. Click ‘Credentials’ tab (refer below).

iPRO v e @
Simon Simpson Actions =
Clients. Inductions Assessment Credentials IPRO Access app Profile

Client Location iPRO Access app Overall compliance Induction status Assessment status Credential status
©  PROCent Location 1 Compiiant ompliant Non compliant

©  iPROClient ocation2 Compliant Non complian

©  iPrROCHent Location Required Compliant ompiiant
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5. The list view of the worker’s mandatory credentials will display (refer below).

6. Select and click the credential you want to upload (refer below).

iPRO
# > Workers > SimonSimpson »

Simon Simpson

Clients Inductions

Decument name

Individual Licence / Work Credential
Police Check

Proaf of Identity

Assessment

Status

Required

Required

Required

Credentials

3 credentials found

L) my (2] @
Actiens ¥
IPRO Access app Prafile
Period Expiry date
Initial
Initial
Inktial

V0.7.3 (f3345e2 - 2018-00-28 05:10:45 +0000)

7. The following screen will display requiring you to upload your credential.

8. Click ‘Upload’ (refer below).

Note: Some browsers may require the upload button to be double clicked to open your computer files.

iPRO
# > Workers > Amandalove > Credentials > Adda credential

Amanda Love

Clients Inductions Assessment

police check

Nofile uploaded

Credentials

1PRO Access app

0 Active compliant.

e @

Profile

DOCUMENT NAME

Document name Police Check

UPLOAD DOCUMENT

e Inllowe file types: o3t

0files uploadad

DOCUMENT DETAILS

Certificate number

ssued date’

Expiry date’

V0.8.2 (Dacabaf - 2018-03-06 16:16:13 +1100

9. Select the PDF document from your computer

files.

Still need help? Email us at helpdesk@ipro.net
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10. The document will then load in the viewing pane. Enter the document details (refer below).
Note: The credential details required to be entered will vary depending on the credential type. All fields are
required to be completed prior to clicking ‘save’.

v o &
PN
Amanda Love < -
Clients Inductions. Assessment. Credentials IPRO Access app Profile
Police Check 00 :/: aax +as DOCUMENT NAME
acument name Police Chack
InfoTrack

UPLOAD DOCUMENT

Police check certificate

V0.8 Dacab2!- 2018-03-06 16:16:13 +1100)

11. Click ‘Save’ (refer below).

iPRO v e @
# > Worers > Amand > s >
Amanda Love -
Clients Inductions Assessment. Credentials IPRO Access app Profile
Ptce check 00 :i: aax &5 Socuueay e
Oocument name Palice Chack
InfoTrack

UPLOAD DOCUMENT

Police check certificate

DOCUMENT DETAILS

Certific:

VO.8.2 Dacab2!- 2018-03.06 16:16:13 +1100)
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12. The following screen will display, click ‘Send for verification’.

CONFIRM

This credential will now be sent for verification by the iPRO team. Once submitted you will be unable to edit this credential

_o_

et

13. Repeat steps 5-12 to complete all your worker’s credentials.
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Quick Tips
e Invite your workers to download the iPRO Access App. on their smartphone.
e iPRO Access App checks your organisation and worker’s compliance status and grants or denies site

access.
e The client location list view informs workers which sites require iPRO Access check-in with a reference to

'Check-in required'

1. Click ‘My Team’ from the left hand navigation menu.
2. Click ‘Workers’ from the left hand navigation menu (refer below).

iPRO

First name Last name Mobile number Email Clients

Amanda Love 0423205923 mandyi@ipro.net IPRO Client

¥0.8.2 (Dacabf - 2018.03-06 16:16:13 +1100]
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3. Click the worker you would like to invite to download the iPRO Access App (refer below).

iPRO O ativecomplant @ @

"
First name Last name Mobile number Email Clients
Amanda Love 0423205923 mandyl@ipro.net PROClent

¥0.8.2 (0acabaf - 2018-03-06 16:16:13 +1100]

4. Click ‘iPRO Access app’ tab (refer below).

iPRO L e @

Simon Simpson

Clients Inductions. Assessment Credentials IPRO Access app Profile
- CLIENT DETAILS | WORKER COMPLIANCE
Client Location IPRO Access app Overall compliance Induction status. Assessment status Credential status
O  PROCHen Requred smpiiant Complisnt on compliant
O ~ 4 P " . Hmpll
Q w d P ?
A rents found

7.3 (13345¢2 - 2018-02-28 05:10:45 +0000
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5. Navigate to Actions and click ‘Invite to iPRO Access’ (refer below) or;

iPRO
# > Workers > Amandalove > iPROAcoess apf

Amanda Love

Clients. Inductions

MY TEAM

IPRO ACCESS APP STATUS

Initial

mandyl@ipra.net

Assessment Credentials

Actions ¥

iPRO Access app Profile

Invite to iPRO access

V0.8.0 (c5c89ad - 2015-03-01 15:08:48 +1100)

6. Navigate to Actions in the top right hand side and click ‘Invite to iPRO Access’ (refer below).

iPRO
# > Workers > Amandalove >

Amanda Love

Clients Inductions

@ MYTEAM

IPRO ACCESS APP STATUS

Invited

mandyl@ipro.net

Assessment Credentials

Actions a
Invite to IPRO access.

iPRO Access app Profile

V0.8.0 (c5cA92d - 2018-03-01 15:08:48 +1100)
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7. The following screen will display (refer below).
8. Click ‘Send invitation’ (refer below).

PLEASE CONFIRM

An invitation to download the iPRO access app will now be sent to this worker

407

9. The worker will receive an email notification to register and download the iPRO Access App.

Still need help? Email us at helpdesk@ipro.net = Page 22 of 22 Last updated on 1 May, 2018



