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l.Login to SASSI
To access the SASSI systgmto the following URL:

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

The screen below will be displayed.

&y Sassi

Lock Down Your Safet
Today

Login by:
1. Entering youmuusername
2. Entering youipassword
3. Select the LOGIN 'DLoginbutton or pressenter to proceed with login.

Below is the first screeyou will see after you log in.
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- 1 Welcome SASSI Plumber, SASSI Test Plumbing Company 0GO
’6 SaSSl Wednesday 4 June 2014 12:04 L ut c’
E = SASSI 2
HOME *  COMPANY ° WORKERS  * REPORTS *  SASSISUPPORT * LOGOUT
Home
How do I get help on using the system? Release Notes - updated 7/04/2014

= Go To SASSI SUPPORT> User manuals or SASSI SUPPORT > Help videos

How do I add a new worker?

+ Go to WORKERS > Add New Worker
How do I delete a worker?

» Go to COMPANY > Company Details then click on the Workers tab. Search for your user and when you find them click on the Archive button
How to assign services to workers?

* When you are viewing the worker's details, click on the Workers Services tab, select the services from the right hand box and click on the arrow to assign the selected services to the
worker.

How do I complete an Induction?

» Go to WORKERS > Inductions/Training > Complete Induction or Training
Select "Worker on site induction’ Select your Client. and Property (if applicable) and then click Search

Other tips

+ Usernames are not case sensitive, however passwords are case sensitive. *
—

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.

31. Company detail s

Within the company details form there are the following tabs.

3.11. Detail s tab.

Company details
Sassi Test Plumbing Company

Details Services Workers

Company Name: |Sassi Test Plumbing Company |

Address 1 (Building Name) | |

Address 2 (Street Address) | 11/37 Nicholson Street |

Country: AUSTRALIA
State: NSW

City: [BALMAIN EAST - 2041 v

Post Code:

Phone Number- |02 8662 9400 |

Fax Number |02 8662 0462 |

Web Address: |

ABN: |80 000 000 001 | hitp /fwww abr business gov auf

[
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IntheDetailsii 6 &€2dz OFy @ASé | yR dzLJRFGS @2dzNJ O2Y LI y

The information in the greyed text boxes is mandatory.

To update the informatiorn this pageclick theusave icon.

3.12. Servitabés

Company details

SASSI Test Plumbing Company

Details Services Workers

Only show properties linked |

Client: [5ASSI Web Pty Ltd 9
Discipline: |PIumbingg’Drainage v|
Property: [37 Nicholson St BALMAIN NSW 2041 v |
[ search
Client Property Discipline Service

SASSI Web Pty Ltd | 37 Nicheolson S5t BALMAIN NSW 2041 | Plumbing/Drainage | Jetting

SASSI Web Pty Ltd | 37 Nicholson St BALMAIN NSW 2041 | Plumbing/Drainage | Plumbing General - Adhoc

SASSI Web Pty Ltd | 37 Nicholson 5t BALMAIN NSW 2041 | Plumbing/Drainage | Plumbing Pump Services
SASSI Web Pty Ltd | 37 Nicholsen St BALMAIN NSW 2041 | Plumbing/Drainage | Water leak repairs from rainwater
SAS5I Web Pty Ltd | 37 Nicholson 5t BALMAIN N5SW 2041 | Plumbing/Drainage | Water proofing

In this screen you caviewthe services that yourompany provides a2 dzNJ Of A Sy (4 Q LJIN.

You can search glient, discipline and property. Only the Client is mandatory. CIicQSearch
button to search for the services.

You can also display only the properties that you provide thes\ge serdcBsto & Of AO{ Ay 3
LINE LISNIIASE fAY]1SRE OKSO|l 02E o0ST2NB &2dz Of A O]

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 hyepresentative of the clierdr SASSI Web.

32. Il nsurances and | i cences

This is the option that you will use to upload yamampaniescompliancedocumens and enter the
information about these documentg, 2 G KIF G GKS& Ol y adBplaidei OKSR (i :
requirements.

This process requires you to complete the following steps:
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Step 1: You can add a new compliadoeumentby clicking orAdd from the hover menu or edit an
existing compliance by hovering over it and selectingBd&hyperlink

| -
Click Add
Public & Product liability insurance 30/06/2015 | test document -mdae{ig“[;ew
Woaorkers compensation 987654321 01/01/2015 | test document | SASSI Plumber on May 21 2014 4:18PM J
Professional Indemnity insurance | 23456789 01/01/2015 | test only SASSI Plumber on May 21 2014 4:23PM
OH&S Management System Test Doc Test only SASSI Plumber on May 22 2014 10:57AM .| Click Edit
to change
Please ensure you enter values in all compliance fields below for Public 8 Product liability insurance (12345678): the details.
Desgiptiog palus ! ﬂake sure you enterthe |
Amount of Insurance | 20,000,000.00 | {___ correct value. |

jhe/era\ﬂ.v'se for and upload the j
Please upload your relevant document for Public & Product liability insurance (12345678) bel L supporting document.

Browse

Browse for file:

MNote: The set of characters below are not allowed in the file name.
~Tl@#FS BB+ =N <> )
You will not be able to upload any files larger than S5MB.

Upload

Step 2:After addingthe main details of thenew compiance,you may need to enter the amount of the
insurance. Hover over the value amount, seledtt, enter the value and cliddpdate.
Step3: Click Browseéo browse for anduploadthe supportingdocument

Step4: Click orVerify button to declare the information you entered is true and correct.

WARNING: Failure derify your compliancenaysuspend your Workersghtssignin at your Client's
site.

LI confirm the information is true and correct

| Submit | | Cancel |

Step5: YouMUSTnow start linking your compliance details to Client's compliance requiresient
ordertobeO2 YLI Al yid |G GKS CGubmBoittom Q aAdSa FyR C
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Link Compliance Requirements
Please select the Client Requirements you wish to link this Compliance to:

Client Requirement

Ausdev Realty Pty Limited; Public & Product Liability insurance (Public & Product liability insurance);
AUSTRALIA;

akehouse Quarter; Public & Product Liability Insurance (Public & Product liability insurance); AUSTRALTA;

Brookfield; Public Liability Insurance (Public 8 Product liability insurance); AUSTRALLA;

BRE; Public & Product Liability insurance (Public & Product liability insurance); AUSTRALIA;

Colliers International; Public and Product Liability $20M (Public & Product liability insurance); AUSTRALIA;

EXUS Property Group; Public and Product Liability $20M (Public & Product liability insurance); AUSTRALIA;

GPT Group: Public and product liability insurance (Public & Product liability insurance); AUSTRALLA;

ta: $20 million certificate of currency (Public & Product liability insurance); AUSTRALIA;

Jones Lang LaSalle; Public and product liability insurance (Public & Product liability insurance); AUSTRALIA:

Web Pty Ltd: public liability (test only) (Public & Product liability insurance);

oo ooy I:Ig

| Submit | [ Close without linking |

Click each
relevant check
box.

Contractor Admin user Guid®#40614.docx
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4. WORKERS

41. Search wor kers

[ HOME - COMPANY - WORKERS - REPORTS *  SASSISUPPORT - LOGOUT ']

Search workers

Add new worker

H ome Inductions/training >

Manage SWMS >

How do I get help on using the sy i R

+ Go To 5A55I 5UPPORT> User manuals or SASSI SUPPORT > Help videos

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

Search workers
First Name: joe
Last Name: plumb
Company: SASSI Test Plumbing Company -
Show Inactive Users: a
Show Company |
Administrators
(@ 5o
L Name Username Roles Active Date Password Sent Reset Password Send Password to Email
Joe Plumber jplumb Worker \‘es bdolan@sassiweb.com.au

J

fl 62NJ] SNJ KFa F2NH20GSYy GKSANI LI d3ag2NR> &2dz C
Resetbutton. You can also send their username and password to their designated email address by
clicking theSendbutton.

¢2 O0O0Saa GKS g2N]J SNRa RSGFAfa Oft A01] 2y GKSAN
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Workers
Test Worker
Worker Details Workers Senvices Roles FProperties FPermits & Licences Inductions Mext of Kin Managers
Username: tworke
First Mame: |Test |
Last Mame: |Wnrker |
Company: |Sassi Test Plumbing Company v
Job Title: Plumber |
Email: |5a5sisuppurt@sassiweb.cnm.au |
Phone Mumber: |02 9999 9999
Mahile Mumber: |U4UU 000 000

warks for you, make them
inactive by selecting "Na"
and saving the changes.

|
| If a worker no longer
|

Employee Number: |

Active: Yes V|

Password: | V|

[JSend Password?
Date Sent: MNever sent

Click this to
return to the list

Click this to save any
changes you have

"—-—L made.

of workers. - —

42. Add new wor ker

This functionality enables you to adeéw workers onto the system.

[ HOME C COMPANY . WORKERS C REPORTS *  SASSISUPPORT * LOGOUT ]
Search workers
-—
HO me Inductions/training >
Manage SWMS >

How do I get help on using the sy:

My details >

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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Eearch workers

oo ]

First Name:
Last Name:

Company:

Show Inactive Users:

Show Company
Administrators

S458] Test Plumbing Company v

m|

No matching records found.

If the worker not in the system click ciii to addthe worker

The screen below will be displayed.

421. Wor ker so

Det ai |

orkers

Details

Username:

First Name:

Last Mame:

Company:

|5.J’+SSI Test Plumbing I:ompar";J

Job Title:

JEmail:

Phone Mumber:

IMobiIe Mumber:

| eg 043X X0 2004 (with or without spaces).

JEmployee Number:

=*If the worker does not have a mobile please enter their Manager's mobile number.

Active:

| Password:

|System generated password|7|

Services:

[send Password?

Fast Track - Fast Track

Plumbing/Drainage - Jetting
Plumbing/Drainage - Plumbing General - Adhoc

Plumbing/Drainage - Plumbing Pump Services
Plumbing/Drainage - Water leak repairs from raimwater
Plumbing/Drainage - Water proofing

Hold down (Ctrl) key on your keyboard to enable multiple selection or deselection

<P Add

Contractor Admin user Guid®#40614.docx
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The Workers Details tab contains the basic contact and identification details of the worker.

1 You can add the details using this form.
1 Mandatory fields are in grey background text boxes.
1 You can specify three forms of password
o A randomised system generated password
0 ¢KS RSTldzA 0 LI aag2NRZ aLIl aag2NRéE 2N
0 You can enter a passwoad your own choice
52 vy 2 isConpahy Addinistratd if the person is a workesnly. This option is only if
you want someone to have the company administrator role.
T LT @2 dzSéndagswaidR So #E (G KS dzaSNYyIFYS | yR LI a6+
email address
1 You must also select the services tta worker will be providing. Otherwise, they will not be
able to sign into SASSI and a building.
1 The list of services that can be selected is taken from the services that your company provide:
to buildings on SASSI.
T Onceyou havefilledinallthenecessd RSGFAf & I RR GKS 62NJ] SND

clicking the plu';:l:' symbol.

,2dz oAttt y2¢o ass | yszc‘)SNJ 2F Gl oa AY GdKS 9 2 NJ
amended.

422. Wor k&8esvVvices

In this tab you can add or delete services framworker.

orkers b |

SASSI Plumber

Details Worker Services Roles Permits & Licences Inductions Next Of Kin Managers l

Workers Services Created Date
Fast Track - Fast Track 24/10/2013 11:04:31 AM R S .
Plumbing/Drainage - Jetting 5/03/2012 11:39:13 AM Elﬁﬂ?lﬂgﬁgﬁlﬂzgi - E::;E::S gf;i’gera‘jzgc
Plumbing/Drainage - Plumbing General - Adhoc 5/03/2012 11:39:13 AM g:mg::gﬂg:::::gsw::; ﬁzzgﬁgairs from rainwater
Plumbing/Drainage - Plumbing Pump Services 5/03/2012 11:39:13 AM
Plumbing/Drainage - SWMS Required 5/03/2012 11:39:13 AM
Plumbing/Drainage - Water leak repairs from rainwater | 5/03/2012 11:39:13 AM Hold down (Ctrl) key on your keyboard to enable multiple selection
Plumbing/Drainage - Water proofing 5/03/2012 11:39:13 AM
[ d

Select services from the right hand pane and usestithébutton to add them.

Hover over a service on the left hand pane and sdbegeteto remove it.

423. Wor kers I nductions

In this tab you can view the inductions that this worker has completettiat are due for renewal.
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43. Il nductions/training
Within this option you complete any dime 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 angbassword. They also have access to this option.

431 Compl ete i nduction or train

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 linkandy@ur y & G F NI @2 dzNJ AYyRdzOUA2y ® | 2dz ¢

which can be texta PDF document or a video. You must read or view this and then answer the

guestions that follow it. If you pass this4ine multichoice test, you will automatically beducted by
SASSI to the relevant induction.

Complete induction or training

Below is a list of inductions that may be required for you to sign into SASSL If any inductions have not been completed, have expired or are about to expire, select the relevant
hyperlink to start that induction.

Company Name of Induction Induction Type Property Status
; — Worker on site Valid until
Brookfield Part 1 - Corporate "Worker Induction’ Slideshow induction 14/05/2015
: _ Worker on site Valid until
Brookfield Part 2 - 1 Shelley Street Induction Manual Review induction 1 Shelley Street SYDNEY NSW 2000 22/05/2015

Not completed or

Work it
orkeron ste 1 Shelley Street SYDNEY NSW 2000 expired

Brookfield Part 3 - Physical orientation to 1 Shelley Street

ducti
[neuction Start Induction
Worker on site e mEEteron
Brookfield Part 2 - 10 Shelley Street Induction Manual Review inducti 10 Shelley Street SYDNEY NSW 2000 expired
inadeton Start Induction
; Not completed or
. . Worker on site .
Brookfield Part 3 - Physical erientation to 10 Shelley Street induction 10 Shelley Street SYDMEY NSW 2000 expired

Start Induction

earch other inductions/training

LT &2dz Oryy23G &aSS GUKS AyRdzOGA2Y (KI ( SeazchotheérSSF
inductions/trainingé ® |, 2dz OFy GKSy aSINOK F2NJ IFye& AyRdzOl
company is linked to, even if you have not worked there yet.

[Complete induction or training

Select the type of Induction

|W0rker on site induction V|

Dexus Property Group v
— SELECT PROPERTY (if applicable) — v
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4.4. Manage SWMS

Within this menu option you can manage all yourlore Safe Work Method Statements (SWMS).
These SWMS can then be selected by your workers when the sign into to a SASfBtditesk

441. 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 udddhfy Clientsbutton to advise them of any

new SWMS you have added that need to be accepted. If this button is greyed out, then all your SWM
have been accepted. Any rejected SWMS can be viewed by selRejiected SWMS

If SWMS have been accepted for use for a paldicdate and time in the future, they can be viewed by
selectingAdd/View status of SWMS/Permits submitted fafter-hourswork.

Create/edit SWMS

Search

Work Process: |

[Jshow Obsolete

@, Search SWMS

[ -1 Motify Clients for selected SWMS H -I Notify Clients for all SWMS

Notify Client Work Process Created Date SWMS Status | Obsolete
O Sample PDF SWMS [PDF 12/10/2012 11:08:45 AM O
0 test [PDE] 28/04/2014 3:32:05 PM O
O TEst only only [PDF 29/05/2014 10:38:13 AM || View O
0 Test PDF [PDF] 7/12/2010 12:19:05 PM O
| Test plumbing PDF Swms [PDF] 12/08/2013 1:34:27 PM View O
[] Test Plumbing SWMS [Text] 11/07/2013 3:21:55 PM J
O Test Plumbing SWMS for SASSI Web [PDF] 16/01/2014 4:37:31 PM O
[] Test plumbing work at 37 Micholson Street [PDF] |4/06/2014 2:52:25 PM View ]
| Test SWMS by BD 31-08-2012 [Text] 31/08/2012 10:05:42 AM O
[] Test text based plumbing SWMS for Investa [Text] | 15/10/2013 11:45:48 AM || View a

ejected SWMS
dd/View status of SWMS/Permits submitted for after hours work

To add a new SWMS click on Fﬁ:ﬁ The following pop up will appear.
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Add Generic SWMS

Please enter a Description for this Generic SWMS:
[Test Plumbing SWMS for SASSI Web |

Please select all applicable Clients where you wish to use this SWMS:

[ Brookfield CIDEXUS Property Group LIGPT Group [linvesta M SASS| Web Pty Lid
SWMS Type:

O Text ®@PDF

Please note: The "SWMS Type" is site specific. You will need to confirm with Site management
to ensure that you upload the correct format for their site.

Brookfield accepts PDF or Text SWMS

DEXUS Property Group accepts PDF or Text SWMS
GPT Group accepts PDF or Text SWMS

Investa accepts Text SWMS

Jones Lang LaSalle accepts PDF or Text SWMS
SASS| Web Pty Ltd accepts Text SWMS

Do you want to add this SWMS?

| Add | | Cancel |
|

For Investa buildings you must choose the Taptton. Other building owners use the PDF option.

Enter a description for the SWMS and click Auel button to create a new SWMS.

4411. Adding a PDF type SWMS

If you select a PDF type SWMS the following will appear. You can then use thatad aft®F
docunent for this SWMS and to assign it to a specific site.

[Ereate/edit SWMS

Allow SWMS to be used for:

[This SWMS is currently linked to the below clients.

Eflhe client is not applicable to this SWMS then select a Bl

N You can link this SWMS to these clients by selecting 1 or more clients and then click on Add
lient and then click Remove

SASSI Web Pty Ltd Brookfield

& CBRE ~
DEXUS Property Group
‘GPT Group
Investa w
Jones Lana LaSalle
L < >
Work Process: ‘Test plumbing work at 37 Nicholsen Street

{ Browse for file: Srowse

Note: The set of characters below are not allowed in the file name.
~l@#FS% AT+ =/, <> {}"
You will not be able to upload any files larger than 5MB.

lect Properties to be linked

[ This SWMS is currently linked to the below properties.
If the property is not applicable to this SWMS then select
la property and then click Remove

This SWMS is not linked to the below properties.
You can link this SWMS to these properties by selecting 1 or more properties and then click on Add|

37 Nicholson St BALMAIN NSV 2041
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Browsefor the document on your B@nter a description of the document in thiescriptiontext box
and then selectUpload If the upload is successful you will see the following.

Next you need teelect which specific property where this SWMS will be used.

You do this by selecting the property and then cIicking‘ElaaAdd sign.

reate/edit SWMS

This SWMS is not linked to the below clients.
‘You can link this SWMS to these clients by selecting 1 or more clients and then click on Add
)

Allow SWMS to be used for:

This SWMS is currently linked to the below clients.
{If the client is not applicable to this SWMS then select a
Brookfield

iclient and then click Remove
CBRE
4 Add DEXUS Property Group
GPT Group
>

SASS| Web Pty Ltd
Investa
[@/ Jor(les Lana LaSalle
‘Test plumbing work at 37 Nicholson Street

Work Process:
=] save

A

Uploaded By
SASSI Plumber

Created Date Date Uploaded
4/06/2014 2:55:58 PM| 4/06/2014 2:56:00 PM

[1Show Archived
File Description | Size
37KB

1
Lj SampleSWMS. pdf

elect Properties to be linked
E 0000

iThis SWMS is currently linked to the below properties.

if the property is not applicable to this SWMS then select

la property and then click Remove
37 Nicholson St BALMAIN NSV 2041
&P Add
x Remove

This SWMS is not linked to the below properties.
‘You can link this SWMS to these properties by selecting 1 or more properties and then click on Add

4 Back

After that is completectlick theBackbutton to return to the list of SWMS
If you want to view the SWMS deta#lad review them or change anything click on the Work Process

name.

Pagel5 of 22
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Search

Work Process:

Create/edit SWMS

[JShow Obsolete

[ -] Motify Clients for selected SWMS H -1 Motify Clients for all SWM5

lth:vtii’y Client Work Process Created Date SWMS Status | Obsolete

O Sample PDF SWMS [PDF 12/10/2012 11:08:45 AM O
[] test [PDF] 28/04/2014 3:32:05 PM || View [l
O TEst only only [PDE P 29/05/2014 10:38:13 AM || View O
[] Test PDF [PDF] // 7/12/2010 12:19:05 PM || View ]
O Test plumbing PDF S\Mmﬁﬂ 12/08/2013 1:34:27 PM || View O
[] Test Plumbing SWMS [Text] 11/07/2013 3:21:55 PM View ]
O Test Plumbing SWMS for SASSI Web [PDF] 16/01/2014 4:37:31 PM || View O
[] Test plumbing work at 37 Nicholson Street [PDF]  [4/06/2014 2:52:25 PM View a
O Test SWMS by BD 31-08-2012 [Text] 31/08/2012 10:05:42 AM || View O
[] Test text based plumbing SWMS for Investa [Text] [15/10/2013 11:45:48 AM || View [
ejected SWMS

iew status of SWMS/Permits submitted for after hours wark

Click theNotify Clients for selected SWM&tton or Notify Clients for all SWMSThe 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, clic

on theView button under the SWMS Status heading. The following will appear.

Client Property Status

SASS] Web Pty Ltd | All To be Reviewed

CBRE 260 Elizabeth Street (Centennial Plaza A) SYDNEY | Accepted until
NSW 2000 26/03/2015

CBRE 280 Elizabeth Street (Centennial Plaza B) SYDNEY | Accepted until
NSW 2000 26/03/2015

CBRE 300 Elizabeth Street (Centennial Plaza C) SYDNEY | Accepted until
NSW 2000 26/03/2015

DEXUS Property
Group

30-34 Hickson Road (30 The Bond) SYDNEY N5SW
2000

To be Reviewed

GPT Group

19 Martin Place (MLC Centre) SYDNEY NSW 2000

To be Reviewed

Close

When it is just uploadethe SWMS5 A f §

Kl @5

I awiSikRdzap 2 F

If a SWMS has been rejected, you will receive an email to that effect.
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SASSI User Manual for Contractors

You will see that th&WMShas been rejected by clicking tveewo dzii 1 2y dzy RSNJ G4 KS
heading.

If a SWMS has been rejected you should create a new SWMS andditiketappropriate 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 pracapplies only if SWMS have been
rejected by Investa.

4412. Addi A&EXAype SIWMS I nvest a

When you select the Text option to add a SWMS the following screen will appear.

All thered-lined boxes are mandatory.
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