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1. Login to SASSI 
To access the SASSI system, go to the following URL:  
 

http://sassi.audit.net.au/ 
 

The screen below will be displayed.  
 

 
 
Login by: 

1. Entering your username 
2. Entering your password. 

3.  Select the Login button or press Enter to proceed with login. 
 

Below is the first screen you will see after you log in. 
 

http://sassi.audit.net.au/
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2. HOME 
This option will return you to the page shown above 

3. COMPANY 
Within this menu item you can choose one of the following options. 

3.1. Company details 
Within the company details form there are the following tabs. 

3.1.1. Details tab. 
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In the Details ǘŀō ȅƻǳ Ŏŀƴ ǾƛŜǿ ŀƴŘ ǳǇŘŀǘŜ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ Ƴŀƛƴ ŘŜǘŀƛƭǎ ƛƴ {!{{LΦ 
 
The information in the greyed text boxes is mandatory. 
 

To update the information on this page, click the save icon. 
 

3.1.2. Services tab. 
 

 
 
In this screen you can view the services that your company provides at yƻǳǊ ŎƭƛŜƴǘǎΩ ǇǊƻǇŜǊǘƛŜǎ  
 

You can search by client, discipline and property. Only the Client is mandatory. Click the Search 
button to search for the services. 
 
You can also display only the properties that you provide these services tƻΣ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άhƴƭȅ ǎƘƻǿ 
ǇǊƻǇŜǊǘƛŜǎ ƭƛƴƪŜŘέ ŎƘŜŎƪ ōƻȄ ōŜŦƻǊŜ ȅƻǳ ŎƭƛŎƪ ά{ŜŀǊŎƘέΦ 
 
If you do not select a discipline or property all the services and all properties for that client will be 
displayed. 
 
This information can only be updated by a representative of the client or SASSI Web. 

3.2. Insurances and licences 
 
This is the option that you will use to upload your companies compliance documents and enter the 
information about these documents, ǎƻ ǘƘŀǘ ǘƘŜȅ Ŏŀƴ ōŜ ƳŀǘŎƘŜŘ ǘƻ ŀ ŎƭƛŜƴǘΩǎ compliance 
requirements. 
 
This process requires you to complete the following steps: 
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Step 1: You can add a new compliance document by clicking on Add from the hover menu or edit an 

existing compliance by hovering over it and selecting the Edit hyperlink 
 

 
 
Step 2: After adding the main details of the new compliance, you may need to enter the amount of the 

insurance. Hover over the value amount, select Edit, enter the value and click Update. 
Step 3: Click Browse to browse for and upload the supporting document 
 
Step 4: Click on Verify button to declare the information you entered is true and correct. 
 
WARNING: Failure to Verify your compliance may suspend your Worker's rights sign-in at your Client's 
site. 
 

 
 
Step 5: You MUST now start linking your compliance details to Client's compliance requirements in 

order to be ŎƻƳǇƭƛŀƴǘ ŀǘ ǘƘŜ ŎƭƛŜƴǘǎΩ ǎƛǘŜǎ ŀƴŘ ŎƭƛŎƪ ǘƘŜ Submit button. 
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4. WORKERS 
 

4.1. Search workers 
 
 

 
 

This function allows you to search for workers already on the system and then display their details.  
 

 
 
If ŀ ǿƻǊƪŜǊ Ƙŀǎ ŦƻǊƎƻǘǘŜƴ ǘƘŜƛǊ ǇŀǎǎǿƻǊŘΣ ȅƻǳ Ŏŀƴ ǊŜǎŜǘ ǘƘŜ ǇŀǎǎǿƻǊŘ ǘƻ άǇŀǎǎǿƻǊŘέ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ 
Reset button. You can also send their username and password to their designated email address by 
clicking the Send button. 
 
¢ƻ ŀŎŎŜǎǎ ǘƘŜ ǿƻǊƪŜǊΩǎ ŘŜǘŀƛƭǎ ŎƭƛŎƪ ƻƴ ǘƘŜƛǊ ƴŀƳŜΦ ¢ƘŜ ǎŎǊŜŜƴ ōŜƭƻǿ ǿƛƭƭ ōŜ ŘƛǎǇƭŀȅŜŘΦ 
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4.2. Add new worker 
 
This functionality enables you to add new workers onto the system. 
 

 
 

Before adding new workers to the system please search for an existing user account by selecting:  

Workers>Search workers, as above. 

 

This step is required prior to adding a new worker. So that duplicates are not created 
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If the worker not in the system click on   to add the worker 

 

The screen below will be displayed. 

4.2.1. Workersô Details 
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The Workers Details tab contains the basic contact and identification details of the worker. 

¶ You can add the details using this form. 

¶ Mandatory fields are in grey background text boxes. 

¶ You can specify three forms of password  
o A randomised system generated password 
o ¢ƘŜ ŘŜŦŀǳƭǘ ǇŀǎǎǿƻǊŘΣ άǇŀǎǎǿƻǊŘέ ƻǊ 
o You can enter a password of your own choice. 

¶ 5ƻ ƴƻǘ ǘƛŎƪ άIs Company Administrator?έ if the person is a worker only. This option is only if 
you want someone to have the company administrator role. 

¶ LŦ ȅƻǳ ǘƛŎƪ ǘƘŜ άSend password?έ ōƻȄ ǘƘŜ ǳǎŜǊƴŀƳŜ ŀƴŘ ǇŀǎǎǿƻǊŘ ǿƛƭƭ ōŜ ŜƳŀƛƭŜŘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ 
email address. 

¶ You must also select the services that the worker will be providing. Otherwise, they will not be 
able to sign into SASSI and a building. 

¶ The list of services that can be selected is taken from the services that your company provides 
to buildings on SASSI. 

¶ Once you have filled in all the necessaǊȅ ŘŜǘŀƛƭǎ ŀŘŘ ǘƘŜ ǿƻǊƪŜǊΩǎ ŘŜǘŀƛƭǎ ǘƻ ǘƘŜ ǎȅǎǘŜƳ ōȅ 

clicking the plus  symbol. 
 

¸ƻǳ ǿƛƭƭ ƴƻǿ ǎŜŜ ŀ ƴǳƳōŜǊ ƻŦ ǘŀōǎ ƛƴ ǘƘŜ ǿƻǊƪŜǊǎΩ ŦƻǊƳ ƛƴ ǿƘƛŎƘ ŘƛŦŦŜǊŜƴǘ ŘŜǘŀƛƭǎ Ŏŀƴ ōŜ ǾƛŜǿŜŘ ŀƴŘ 
amended. 

4.2.2. Workers Services 
 
In this tab you can add or delete services from a worker. 

 
Select services from the right hand pane and use the add button to add them. 
 
Hover over a service on the left hand pane and select Delete to remove it. 
 

4.2.3. Workers Inductions 
 
In this tab you can view the inductions that this worker has completed or that are due for renewal. 
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4.3. Inductions/training 
Within this option you complete any on-line inductions that your clients require. 
 
If you want any workers to complete their inductions they will have to log in to SASSI using their own 
username and password. They also have access to this option. 

4.3.1. Complete induction or training 
When you select this option you will see a form showing all the inductions that you have completed 
and any that not completed or have expired. 
Click on the selected link and you Ŏŀƴ ǎǘŀǊǘ ȅƻǳǊ ƛƴŘǳŎǘƛƻƴΦ ¸ƻǳ ǿƛƭƭ ōŜ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘ ŀ άǎŎŜƴŀǊƛƻέΣ 
which can be text, a PDF document or a video. You must read or view this and then answer the 
questions that follow it. If you pass this on-line multi-choice test, you will automatically be inducted by 
SASSI to the relevant induction. 
 

 

 
 
LŦ ȅƻǳ Ŏŀƴƴƻǘ ǎŜŜ ǘƘŜ ƛƴŘǳŎǘƛƻƴ ǘƘŀǘ ȅƻǳ ƴŜŜŘ ǘƻ ŎƻƳǇƭŜǘŜ ƛƴ ǘƘƛǎ ǘŀōƭŜ ǎŜƭŜŎǘ ǘƘŜ ƻǇǘƛƻƴ άSearch other 
inductions/trainingέΦ ¸ƻǳ Ŏŀƴ ǘƘŜƴ ǎŜŀǊŎƘ ŦƻǊ ŀƴȅ ƛƴŘǳŎǘƛƻƴ ǊŜǉǳƛǊŜƳŜƴǘ ŦƻǊ ŀƭƭ ŎƭƛŜƴǘǎ ǘƘŀǘ ȅƻǳǊ 
company is linked to, even if you have not worked there yet. 
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4.4. Manage SWMS 
Within this menu option you can manage all your on-line Safe Work Method Statements (SWMS). 
These SWMS can then be selected by your workers when the sign into to a SASSI kiosk on-site. 

4.4.1. Create/edit generic SWMS 
This option allows you to create or edit any of your SWMS for workers to use on site. 
 
You will be presented with a table of all your current SWMS. 
 
Most clients have an acceptance process. You can use the Notify Clients button to advise them of any 
new SWMS you have added that need to be accepted. If this button is greyed out, then all your SWMS 
have been accepted. Any rejected SWMS can be viewed by selecting Rejected SWMS. 
 
If SWMS have been accepted for use for a particular date and time in the future, they can be viewed by 
selecting Add/View status of SWMS/Permits submitted for after-hours work. 
 

 
 

To add a new SWMS click on plus. The following pop up will appear. 
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For Investa buildings you must choose the Text option. Other building owners use the PDF option. 
 
Enter a description for the SWMS and click the Add button to create a new SWMS. 
 

4.4.1.1. Adding a PDF type SWMS 
 
If you select a PDF type SWMS the following will appear. You can then use that to upload a PDF 
document for this SWMS and to assign it to a specific site. 
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Browse for the document on your PC, enter a description of the document in the Description text box 
and then select Upload. If the upload is successful you will see the following. 
 
Next you need to select which specific property where this SWMS will be used. 
 

You do this by selecting the property and then clicking the  Add sign. 
 

 
 

 

After that is completed click the Back button to return to the list of SWMS. 
 
If you want to view the SWMS details and review them or change anything click on the Work Process 
name. 
 



SASSI User Manual for Contractors 

 Contractor Admin user Guide-040614.docx Page 16 of 22 

 
 
Click the Notify Clients for selected SWMS button or Notify Clients for all SWMS. The relevant clients 
will be notified about the new SWMS that are waiting to be reviewed. 
 
If you want to check the SWMS status, i.e. has it been accepted by the client for use at their site, click 
on the View button under the SWMS Status heading. The following will appear. 
 

 
 
When it is just uploaded the SWMS ǿƛƭƭ ƘŀǾŜ ŀ ǎǘŀǘǳǎ ƻŦ ά¢ƻ ōŜ ǊŜǾƛŜǿŜŘέΦ 
 
If a SWMS has been rejected, you will receive an email to that effect. 
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You will see that the SWMS has been rejected by clicking the View ōǳǘǘƻƴ ǳƴŘŜǊ ǘƘŜ ά{²a{ {ǘŀǘǳǎέ 
heading. 
 
If a SWMS has been rejected you should create a new SWMS and link it to the appropriate client and 
site. 
 
If you want to replace a SWMS, click the check box under Obsolete, then add a new SWMS.  
 
The link View rejected SWMS is part of the Investa SWMS process. It applies only if SWMS have been 
rejected by Investa. 
 
 

4.4.1.2. Adding a TEXT type SWMS for Investa 
 
When you select the Text option to add a SWMS the following screen will appear. 
 

 
 
All the red-lined boxes are mandatory. 
 












