Jobs To Be Accepted DIC

Due Date

Jobs With No Booking Dat,

This User Guide will assist you in logging in to the system
and navigating around your Contractor Portal to access
areas such as; PO’s, uploading photos, invoicing,
Licences, Insurance Certificates and so forth.

This guide is divided into two sections: Quick Start
Guide & Step-by-Step Guide
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Welcome

This User Guide will assist you in logging in to the system and navigating around your Contractor Portal to access
areas such as; PO’s, uploading photos, invoicing, Licences, Insurance Certificates and so forth.

This guide is divided into two sections: Quick Start Guide & Step-by-Step Guide

Quick Start Guide

Logging to BuildPRO

e Via your BuildPRO Contractor portal https://buildpro.ajgrant.com.au

Portal Menu Navigation

Mavigation

{3 Home

£ My Account

& My Supplier Invoices
) Supplier Portal

(¥) Reports

¢
<

<

‘ Home ‘
This is your dashboard shows jobs that need to

be accepted, booked in jobs, work in progress,
past jobs etc. Here you will find links that
open your PO’s

‘) My Supplier Invoices
Where you can search for all your invoices by

status, invoice number or address

. Reports
Allow you to run reports to view work you’ve

completed by Trade types or areas you
service

BPUG-01 External Contractor Portal Revision 25/05/2018

My Account

Is divided into 12 sections each section
providing both you and AJ Grant staff crucial
information about your company

Supplier Portal
A list of all your jobs with links to their PO’s
and job status’s
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https://buildpro.ajgrant.com.au/

Workflow

GETTING STARTED

SUBMITTING INVOICES

gor v 5NIM009g

UPLOADING PHOTOS

GETTING STARTED

* PO sent to you via email
* Click on email link to open PO

BOOKING A JOB

Once the PO has been accepted, booking dates
must be entered within 2 days

* Tick ‘I have read and accepted AJ Grant’s

terms and conditions’

* Then either accept within 48 hours or decline

PO

UPLOADING PHOTOS

This is done in any job where PO/Quote is still
open

BPUG-01 External Contractor Portal

SUBMITTING INVOICES

* Onthe PO page, you need to answer two
WHS Questions
* Then you’re able to submit your Invoice

Revision 25/05/2018 Page 5 of 24



Web Browsers

Please ensure you are using the latest version of either Google Chrome or Mozilla Firefox. To check which
version you're using:

@ Google Chrome
' v" Open your Chrome web browser

v Top Right of your browser page, click onthe i Help - About Google Chrome
v" Depending on your PC/Mac settings, Chrome should automatically update to the latest version
v The latest version as of Oct 2017 is 62.0.3202.75

, Motzilla Firefox
v Open your Firefox web browser
v" Select Help on the menu bar — About Firefox
v The latest version as of Oct 2017 is 56.0.2

To install the latest version, click on the links below or you can do a Google search if the links don’t work:

@ Google Chrome
https://www.google.com.au/chrome/browser/desktop/index.html|?brand=CHBD&gclid=CjwKCA

jw-NXPBRB4EiwAVNRLKogVVE6-ygcPdAsWWuYyHN1EalfMbJx5BiD39ITpvEPhI-
FaqlvWIphoCdlcQAvD BwE

Mozilla Firefox
https://www.mozilla.org/en-US/firefox/new/?scene=2

Clear browsing History
If you find, after logging in that you have issues viewing pages etc, before contacting AJ Grant, please clear your
cache (browsing history) first and then login again.

To clear your cache:

Chrome Firefox
e Top right-hand side, click on e Top right-hand side, click on
e “Select” History - History e “Select” History
e Left-hand side of screen, click ‘Clear Browsing e “Select” ‘Clear Recent History’
Data’
Clear browsing data X ¢ History
Clear the following items from  the beginning of time - ED View History Sidebar
Browsing history @ Clear Recent History...
3,424 items
Download history M Recently Closed Tabs >
229 items B Recently Closed Windows >
Cached images and files
396 MB
Cookies and other site data
This will sign you out of most websites.
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https://www.mozilla.org/en-US/firefox/new/?scene=2

Logging into BuildPRO

Using your login details that would have been sent to the email address you provided us when registering with
Al Grant

Hi

Congratulations,we have now created you as a contractor on our Buildpro system.
Your Log-In Details are below -

Username - john@john.com.au
Password - abc123

Please find attached to this email a User Guide (Welcome Pack) on how to use our system.
Please reply to this email should you not receive this guide and/or your log in details.

Should you have any issues regarding the system, please don't hesitate to contact head office direct. |

If you have an issues regarding the actual Work/Job/Quote, please contact your local branch.

Enter the following URL into your web browser: https://buildpro.ajgrant.com.au/

A. “Type” your username, under the heading ‘Username’
B. “Type” your password, under the heading ‘Password’
C. “Click” the ‘Login’ button

I T

Username | dummya]
Password R 0

Forgotten Password? m

BPUG-01 External Contractor Portal Revision 25/05/2018 Page 7 of 24


https://buildpro.ajgrant.com.au/

Navigation Pane Overview

Home

This is your dashboard and shows all jobs that are broken up into the following:

A.
B.
C.
D.

Mavigation

43% Home

£ My Account
=5 My Supplier Invoices
) Supplier Portal

(») Reports

Need accepting or quoted for
Are booked in

Work in progress
Past jobs are over 35 days

Jots To Be Accepted OC ang

Ooe Dute

Jots With No Bootong Dates (118)

Dwe Dt

PO Nursme

PO Number

‘

PO Numder

Duotes To

Jobs Past Fnsbed Date (1)

Adcresy
w112
by
Aocress
05 Eaghe Coawt R Wesomen 370 W
00

Dwe Date

Furish Date

Qo Noamtue

epoeTet Our I Wettegh. NTW

Asavesy
21 Peppermint Gum PL WesSeigh. NS

Asdress
2 Watt Ava. Newington, MW, 2127
: 000 Foad BLACKMEATM

21 Pegoermint Oum MY WaaBegh, M

BPUG-01

E.

Your dashboard also shows your PO Number, which is a link that takes you to your PO screen

External Contractor Portal
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Page 8 of 24




My Account

Your contractor card has received a major overhaul and is now divided into 12 sections. Each section providing

both you and AJ Grant staff crucial information about your company.

Company Status

We have introduced more status’ so that you can easily identify the current status of your company as you
progress through your on-boarding program, as well as any post-registration changes to your status.

ICompany status

Registration

Awaiting Approval
Compliance
Active

On Hold

Inactive

Active

You are deemed compliant and available to
receive work from AJ Grant. This is the only
status you can receive Purchase Orders

On Hold

You can be placed on hold by AJ Grant for
many reasons — i.e. non-conformance,
insurance and/or license has expired etc

Inactive

If the status of your supplier card is showing as
in-active this can be a result of non-compliance
or AJ Grant no longer wants to utilise your

BPUG-01 External Contractor Portal

Revision 25/05/2018

Registration

You have been provided with your own
unique username & password to access the
on-line Registration form and in the process
of supplying the information required

Awaiting Approval

The procurement team are reviewing your
supplier card to determine if their branch
requires the nominated trade services in the
areas selected by you

Compliance

AJ Grants safety specialist is reviewing your
details for compliance, including your
employees and sub-contractors. This includes
but is not limited to:

¢ Insurance documentation

e Trade licenses

o Safety process & documentation

e AJG Induction and any other client-specific
training
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Primary Contractor Business Information
This section shows your current business details, including name, type of business, ABN and relevant contacts

Business name:
Mobile:
ABN:

Trading Type

GST Registered

Formatted address:

Address:

City

State

Postcode

KLS Build Pty Ltd Phone:
mob 04057376 Email:
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" 1 Admin Email:

Engadine NSW 2233, Australia

PO BOX 573

ENGADINE

NSW
2233

Bank Account Details

This section shows the current bank details registered on AJ Grant’s system. It is important that these details
remain current and accurate as our accounts team use these details to process your payments.

To update your bank details, please follow the steps below:

mooO P

“Click” Save

“Type” the name of your banking institution

“Type” the name of the account

“Type” your BSB number, usually a 6-digit number located on your bank statement
“Type” your account number, usually located on your bank statement

Bank:

Account name:

BSE:

Account number:

BPUG-01 External Contractor Portal
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Licences and Certifications
This section provides an overview your current insurances and/or certifications, including the date these expire
and a PDF copy.

To update any of your licence and/or certification details, please follow the steps below:

“Type” your policy number and/or certification number

“Type” the company and/or governing body who issued the policy or certification

“Type” the expiry date of either the insurance policy or certification

“Click” select to upload a current copy of your insurance and/or certification documents
“Click” save

“Click” on the download button, will give you the current PDF copy of the uploaded document

License # Issuer ? Expires 01/01/2400
Workers Comp Policy # Issuer Expires Q 10/09/2017

Public Liability Policy # Issuer Expires 31/01/2018

mmooO®>»

Sub-contractor Statement Issuer Expires dd/mm/yyyy

Income Prot. Policy # Issuer Expires dd/mm/yyyy

SWMs Download
Risk Statement » Select
Trades

You will now be required to select the areas you cover for each trade service you nominate for both Business as
Usual (BAU) and Make safe (MS) work as we understand that the regions covered by your Electrician maybe
different to the regions covered by your Carpenter. Similarly, the regions you cover for BAU may differ to the
regions you cover for MS work.

You will have visibility to the trade services and regions our procurement team has approved for you and this is
determined on your compliance to complete the services and/or the need for a specific trade service in that

region.
' ) Pending ‘ ’ With Compliance ( ’ Compliant

The zones nominated are being Our safety consultant is You are now deemed
reviewed by procurement and reviewing your details compliant.
either approved or rejected. for compliance.

‘ ) Non-Compliant 0 Approved . Rejected
You have not met the The zones approved for The zones you are not
requirements for compliance and you to complete work. permitted to work.

deemed non-compliant.
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Legend Pending With compliance | | Compliant | | Approved
Non compliant
Type: BRICKLAYER -
Hourly rate:
BAU zones CANTERBURY BANKSTOWN EASTERN SUBURBS HAWKESBURY
Inner West INNER WEST NORTH WEST SYDNEY
OUTER WEST - PENRITH Parramatia PARRAMATTA
SOUTH WEST SYDNEY SOUTHERN SYDNEY ST GEORGE
SUTHERLAND SHIRE SYDNEY CITY
To add a new trade zone, please follow the below steps
ueE AL
A. “Click” the Add Button
“ ”
B. “Select” the Trade Type
“ ”
C. “Select” the State and Zone
“ ”
D. “Select” the areas you cover for BAU and MS
“ueE AL
E. “Click” save
Legend Pending With compliance || Compliant | Approved )
mpliant
Type: e ” Change zone(s) SA [ z;ne BAU MS
yalla 7] o
Eyre Peninsula Wudinna [C] o
Hourly rate: Streaky Bay 7} 2
Tumby Bay i) (]
Port Lincoln || o
Kimba (m} ¥
Elliston (] =)
Franklin Harbour [} 1"
Lower Eyre Peninsula (] 7]
Cleve (] (m]
BAU zones Port Lincoln Streaky Bay Tumby Bay
Whyalla Wudinna
Make safe zones Elliston Franklin Harbour Kimba

Lower Eyre Peninsula

Employee Details
You can now register your employees directly onto your supplier card.

You will also have the option to make an employee inactive if they no longer work for your company,
remembering they must be compliant if circumstances change and they return to work with your company.

BPUG-01

External Contractor Portal
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If you would like to register a new employee, please follow the below steps:

A.

“Click” the Add Button

Enter in the employees First name, Last Name and all Contract details. The email entered must be unique
to that specific employee and not a company generic email address.

Add the trade service they are qualified to complete

Select their role in the company

Provide the relevant license details

“Click” select to upload a copy of their license and certification details

“Click” the Active button

“Click” save

w

TIommoon

Please note: if you want to make an employee in active you click on their name and follow steps G and H

»
= O

Contact Name Position Mobile Compliance Active Q
First name: Qgt name Email Role Q Active
A [ Add trad [select role
- - i s | ower |

Employee - Trade
Licenses and certifications
AjGrant Induction Employee - Admin

Select

Blue Card # Select
IAG Induction e Select
White Card # i Select
ACT Asbestos

Select
Compliance Induction

Select

Trade Referrals

This section lists the people you nominated as a trade reference for your company during the registration
process.

Industry Relationships

This section lists any existing industry-specific relationships you may have with an insurance company, loss
adjuster, broker and/or other insurance builder

Criminal Declaration

The section shows your response to your declaration as to whether you have any former or pending criminal
charges and/or convictions

Misleading or false information may result in termination of your services with AJ Grant

Do you have any convictions, finding of quilt, pending criminal charges and/or under any type of investigation for any other matters 7

BPUG-01 External Contractor Portal Revision 25/05/2018 Page 13 of 24



Holidays
You can now enter the dates of any forthcoming holidays to keep AJ Grant updated on the dates you are not
available to work.

To enter the date for any forthcoming holidays, please follow steps below:

A. “Type” the first date you are not available to work

B. “Type” the return date you are available to accept any new allocation of work
C. “Click” the Add Button

D. “Click” the Save Button

=+ Add 1

Start ? End
dd/mm/yyyy dd/mm/yyyy

Terms Conditions and Privacy Agreement
This section shows the date you acknowledged that you have read and understood the AJ Grant Group Terms &
Conditions and Privacy Policy.

Agreed on 29/07/2016 00:00

Sub-contractors
You can now register your sub-contractors directly onto your supplier card at which time they will undergo the
same on-boarding program as you to ensure they are compliant.

If you would like to register a new sub-contractor, please follow the below steps:

“Click” the Add Button

“Type” in the sub-contractors First name, Last Name and all Contract details. The email entered must be
unique to that specific sub-contractor and not a company generic email address.

“Add” the trade service they are qualified to complete

“Select” their role in the company

“Upload” the relevant license details

“Click” select to upload a copy of their license and certification details

“Click” the Active button

“Click” save

N

I I
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My Supplier Invoices

This is where you can find and search for all your invoices by status, invoice number or address

A. Status
B. Invoice Number
C. Address

Status Invoice I Supplier Address Invoice received date from Make
Safe
Only
New v dummy trade v 12/06/2017 U =
1 Total Pages: [0] Rows: [ 20 1 Pages:[ ] Total Records: 0
Invoice # Type PO# Status Address Waork Order # Supenisor Total

Supplier Portal

Here you will see a list of all your jobs with links to their PO’s and job status’s

Status Supervisor Claims Assistant

All Status's v All Supervisors ¥ All Claims Assistant ¥

[ cancelled Jobs Booked From: | 02/11/2016 Booked To: 02/11/2017

Client

All Clients v

1234567 8 9 10 [22] [=2]] TolalPages: [15] Rows :[20 1 Pages:[g
Due Date Claim Number PO Number Name

09/02/2016 AWOHH1600033 1124508 DR DR HODGSON, DR JL HODGSON
08/02/2016 AWOHH1600033 1124407 DR DR HODGSON, DR JL HODGSON
01/02/2016 APAHH1600202 1118504 MR James D PROVEST

2710172016 NRM161105444 1110563 MR IAN MCLACHLAN

29/01/2016 CPCPCP373384 1109658 Shafquat Hussain & Ayesha Hussain
03/02/2016 AWOHH1600033 1105407 DR DR HODGSON, DR JL HODGSON
25/01/2016 APAHH1512760 1076592 MsS Coral JOCIC

2311272015 APAHH 1512760 1054676 MS Coral JOCIC

30/10/2015 001245653 974314 ISLA J DEAYTON

16/09/2015 AHUHH1515600 906029 MRS CP MARKIEWICZ, MR SJ MARKIEWICZ
08/08/2015 APAHH1510764 846215 MS CA DAVIES

121082015 001226728 241786 NAOMI R CHURTON

24/05/2015 AHUHH 1504507 701642 MR JJ REGO, MS MV REGO

24/04/2015 AHUHH1415169 655732 MR RS LYNCH, MRS MM LYNCH

Address

355 Cut Hill Rd, Cobbitty, NSW, 2570

355 Cut Hill Rd, Cobbitty, NSW, 2570

83 Paull St, Mount Druitt, NSW, 2770

8 Crowley Cres, Melrose Park, NSW, 2114
41 WOLSELEY ST, ROOTY HILL, NSW, 2766
355 Cut Hill Rd, Cobbitty, NSW, 2570

120 Stuarts Rd, Katoomba, NSW, 2780

120 Stuarts Rd, Katoomba, NSW, 2780

25 Janamba Ave, Kellyville, NSW, 2155

32 Consett St, Concord West, NSW, 2138
19 McLaren Cres, Blackheath, NSW, 2785
194 Georges River Rd, Kentlyn, NSW, 2560
23 Wearne Ave, Pennant Hills, NSW, 2120

14 Andrew St, Davidson, NSW, 2085

Search Actions
. s

[ Booked Only
Supervisor Claims Assistant Dic Status
KS DS [P PO Cancelled
KS DS DY PO Cancelled
BJC TS Q Quote unsuccessful
KS DS [ Quote unsuccessful
JG DP 2 Quote submitted
KS DS = PO Cancelled
JG DP Q Quote unsuccessful
JG DP [ Quote unsuccessful
LS DP 2 Quote unsuccessful
RM DS Q Quote unsuccessful
BJC TS Q Quote unsuccessful
cD DP 0y PO Cancelled
Mc DP 2 Quote unsuccessful
mc s b Invoiced

Reports

Here you can run reports on your workload to see a summary of work you’ve completed for Trade Types or the
area you service, by clicking on Supplier Workload and entering search criteria — Generate Report.

BPUG-01 External Contractor Portal
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Purchase Orders (Do and Charge)

Receiving a Purchase Order
When a PO has been sent to you by AJ Grant, you will receive notification via email to the email you provided us
upon registration. To view the PO details:

e  “Click” on the link provided in the email, or
e Loginto your portal, go to the Home screen (dashboard and it will appear under the ‘Jobs to be
accepted D/C and Quoted’ section. Click on the PO number link to see full details

Accepting a Purchase Order

Once you've received a PO notification via email (similar to below), you can either click on the link within the
email to open it up or search for the PO in BuildPRO under Supplier Portal menu. You will then have 48 hours in
which to accept the job.

Purchase Order, Do and Charge MIFQO1 309 Herston Road Herston QLD 4006

BuildPRO System
Tue 28/08/2012 10:36 AM
Shari Grigg
AJ Grant
Dear AJ GRANT CARPENTERY
You have been assigned a Purchase order by AJ Grant.
To review and accept this purchase order, please click on the following URL and follow the
instructions, before 04/09/2012 11:00am:
http://portal.ajgrant.com.au/quoteresponse/789DDS567F3104C248D 1E0D58508D5E2F.

Regards,

AJ Grant Building

The details within your PO will contain the following:

A. Tasks to be completed
B. Job Details
C. Photos Taken by Supervisor
D. Scope of Works (works required to be done)
Progress = 4
i Job Details
©  Purchase Order Quote Number: 630114
Work order no AWOHH1500919
© Accept
Response Due 27/03/2015 13:00:00
@© Bookin
Estimator Kevin Fumess 0498 331 838
@ Invoice
Claims Assistant: Margaret Hughes 02 9542 2233
Pliofes Contact Details
fouse oot Site Client MR MA REARDON, MRS N REARDON
Phone 0457833393
Work 0246531546
Address 65 Eagle Creek Rd Werombi NSW 2570
3 05& attend site and complete works as per scope. Thanks Kevin Furness
front yard Work Required

Scope ltem Area Area Size Trade Work Regquired
1 External Front 80.50 () x 0.00 () x0.00  FENCING Dig out base of 1x starpicket, straighten and fill with rapid set concrete. Replacq
(h) Tension wire back to position

BPUG-01 External Contractor Portal Revision 25/05/2018 Page 16 of 24




Before you can Accept Job / Decline Job, you are required to first accept AJ Grant’s Terms and Conditions

A. Checking the ‘I have read and accepted AJ Grant’s terms and conditions’

Purchase Order

This is a do and charge purchase order. To proceed, either accept or decline the job using the buttons below. If you do not respond by 07/11/2017 9:00am, the job will automatically be declined for you.

Flease review the PWSC and complete site specific SWMS for any high risk work PRIOR to the commencement of these work. If additional high risk hazards are identified, you MUST contact AJ Grant Group PRIOR to the commencement of these worl
= In order to enable payment, photographs of any safety equipment used as well as a copy of your SWMS must be uploaded along with your invoice. Failing to do so may result in your invoice being held or payment being delayed
Al Grant Group Pty Ltd

Contractor Terms and Conditions

1. Background

1.1. AJ Grant Group is a national service provider, providing building repairs, make-safe repairs and assessment services to the insurance industry
1.2. The Contractor wishes to provide services to the AJ Grant Group and by agreeing to provide the Services to the AJ Grant Group will be bound by the terms and conditions as outlined

1.3. The aim of these terms and conditions is to provide a basis for co-operation between AJ Grant Group and the Contractor, ensuring the high standards of AJ Grant Group and its reputation is upheld at all times
and ensuring the Contractor is promptly paid

2. Interpretation

2.1."AJ Grant Group' means AJ Grant Building Pty Ltd and any related epitias.

Group deems unacceptable when it comes to Safety, Code of Conduct and Harassi il immediately lead to the suspension of work and removal from AJ Grant Group contractor panel and may lead to legal action in relation to los:

11 have read and accept AJ Grant Building's terms and conditions

IAccept Job|[Decline Job

Once you accept you will receive an email similar to image on right, containing x2 PDF attachments;

A. Purchase Order
B. PWSC (Pre-Work Safety Check) — see following page

Subject: PO attached 001128296 173 Egans Road Staceys Bridge VIC 3!

I Message | “L PurchaseOrder00261697.pdf (89 KB) “£ PWMSs-148667 pdf (141 KB)

AJ Grant|?

building

Dear DUMMY BUILDER
Thankyou for accepting Purchase Order #261697.

Your purchase order and PWSC is attached. If the PWSC is not filled in this means we have
not attended site and you are required to fill this in before starting work.

Please make sure that PWSC and SWMS are discussed with Staff before commencement of
work and they are followed.

If you have any issues with PWSC contact AJ Grant Supervisor

You can also review the PO and submit your invoices at:
http.//portal.ajgrant.com.au/quoteresponse/3EE2A6D53FBF4ADA900B7ACOBESSFDGA.

Regards,

AJ Grant Building
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Pre-Work Safety Check

Once we’ve attended site to assess the property, our Assessor will complete the PWSC, which you will receive as
a PDF with our PO email. In our PWCS, we’ve outlined our assessment of both high a low risk areas of the
affected area/s. You are required to complete your own Risk Assessment as well.
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Decline a Purchase Order

A. “Select” provide a reason why
B. “Click” Decline Job

Please specify the reason why you are d ing this quote:

| e selectan option—+ | ¥
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Booking in a Job
Once you have accepted a PO, you must enter booking dates within 2 days, otherwise the job will automatically
be rejected.

A. You can also view when other contractors have booked in their jobs by clicking on the link
B. You can also change dates and reschedule at any time throughout the job, by clocking on the Re-
Schedule button

)  Click Here to view when other trades have
Start Date: 17/11/2017 (7] Finish Date:| 17/11/2017 =

= e

When you are ready fo submit an inveice for this job, please click the bution below.

Important Note: Please ensure these dates are as accurate as possible, as our staff will use these dates to
determine completion dates etc.

Searching for PO’s

As an alternative to using your Home (Dashboard) screen, you can also search for POs using the filter and text
box under the Supplier Portal link

Supplier PO List Sign out

Status Supervisor Claims Assistant Client Search Actions

All Status's v All Supervisors ¥ All Claims Assistant v Al Clients v

O cancelled Jobs Booked From: 08/11/2016 Booked To:[08/11/2017 O Booked only

123 45 6 7 8 9 10 [=x] [=] Total Pages: [15] Rows [20 1 Pages [0 1

Due Date Claim Number PO Number Name Address Supervisor Claims Assistant pic Status

09/0212016 AWOHH1600033 1124506 DR DR HODGSON, DR JL HODGSON 355 Cut Hill Rd, Cobbitty, NSW, 2570 KS DS ) PO Cancelled

08/0212016 AWOHH1600033 1124407 DR DR HODGSON, DR JL HODGSON 355 Cut Hill Rd, Cobbitty, NSW, 2570 Ks DS b PO Cancelled

Purchase Order/Quote Status’
PO statuses for your PO’s are organised in and searched by:

Status

All Status's |
Awaiting Booking Dates
Awaiting PO Acceptance
Awaiting Quote submission
Cancelled

Invoice to be approved

Invoiced

Quote submitted

Quote unsuccessful

Work In Progress
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Mapping

You’re able to Map your jobs, by clicking on the Wbutton to the right on the Supplier Portal page

A. YoU'll notice different colours pins, which indicate different status as per the legend on the left
B. “Clicking” on the actual pin will bring up the basic job details or you can click on the PO Number link,
which will open up the PO

Legend VUL Y S U m nauonarrark Umina Beach
[T ———— — Map satellite 222 Berambing
Icon Status Mount Tomah Kun;ucmlgEl Cattai nBIllooklyn
e e Mount
Awaiting Quote Submissic.i Victoria X
Blue Richmond Ku-ring-gai
Mountains Mcgraths Hill Chase
Quote Submitted [fampton Blackhisatt National Park National Park
Ganbenang [A32 ]
19 |
i Medlow Bath £ ¥ Mona Vale
{? Awaiting PO Acceptance haloi Springwood Parramatta l.:h!
Mf/g?[long Katoomba =
alley lai her est X
Q Awaiting Booking Dates Claim N um.,:r; P_ :[:b L A
PO Number: 2387001 ]
' Work In Progress John Jackson :Iney
Jenolan m 74 ng St kirrawee
’ Invoice to be approved Su ;erv S or:v
ool  Claims Assistant: r
' Invoiced | Do and Ct*arge
O & A L
Quote Unsuccessful Burragorang \ /
Kanangra-Boyd: m
National Park
v PO Cancelled
Nattai

Uploading Photos

Select any job where the PO/Quote is still open, scroll until you see the below
A. “Select” the area of the house your job photos relate to
B. “Select” Files you wish to upload to the job.
C. Once they appear in the list below, status will show pending, “click” Upload
D. Here you can see the status of you uploads in the status bar

Select area E 9

Air Lock Room A =+ Select File(s) plnad

Alll of house

Annexe ¥ Status il

Attic

i

Backyard

Balcony
File Name ¥ File Size ~  Previ ¥ Upload progress ¥ Status
footerjpg 1K All done

-

header po 206 (A, 1 cons
image (6} eg 167K g I i dn

BPUG-01 External Contractor Portal Revision 25/05/2018 Page 20 of 24



Answering WHS questions

Once your job has been completed, head back to your PO page

A. Where you will need to answer two WHS questions before you’re able to submit an invoice.
B. If you select NO to either of the WHS questions, a pop up box will appear as shown before

WHS Requirements

Question AITWer

commencement of work?

Were all parts of the Pre-Work Safety check discussed with relevant staff prior to the v

Were all WHS requirements and controls adhered to when completing the job? v

WHS Requirements

Question Answer

Were all parts of the Pre-Work Safety check discussed with relevant staff prior to the Yes
commencement of work?

Were all WHS requirements and controls adhered to when completing the job? No

Important Notice

AJ Grant takes the Safety of their Staff and Contractors seriously. We note, that while completing this job.
you have stated that you have not complied with the Workplace Health and Safety requirements and
preventative measures put in place for this task. Further failure fo not comply with these requirements may
result in you being removed from the panel of AJ Grant approved contractors. You may be contacted by a
member of our staff to discuss.

Invoicing (Do and Charge job)

Uploading Invoices
Below the WHS questions, you see a
labour and material breakdown

Materials Description:

ROOQFING

Labour Amount:
Apprentice Amount:
Materials/Contract

Amount:

Materials Description:

Your invoice number:

Invoice Total:

Submit

ELECTRICIAN
Labour Amount: Hrs @ 5500 -5
ing GST
Apprentice Amount: Hrs @ $ -5
Excluding GST
Materials/Contract %
Amount: GsT

A
E.G. 4kg Sand & Cement, Bathtub, 12 bricks
Hrsa 50 op M-S
ing GST
Hrs @ $ -5
Excluding GST
$
GST
A

E.G. 4kg Sand & Cement, Bathtub, 12 bricks

$0.00
Including GST
[Previsw Invoice|[Submit Invoice]

Important Note: If you have more than one trade type, costs for these need to be separated for each trade type
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Submitting Multiple Invoices
If the person sending you the PO has checked ‘allow for multiuse invoices’, once the PO has been accepted and
you’ve booked in your dates, you will see the following screen.

WHS Requirements

Question Answer

Were all parts of the Pre-Work Safety check discussed with relevant staff prior to the Yes

commencement of work?

Were all WHS requirements and confrolz adhered fo when completing the job? Yes
[T

View submitted Invoices
You can view submitted invoices via two methods:

1. You can either head over to My Supplier Invoices to search for your invoiced jobs
2. Open the job, scroll down to the underlined text and click on the link

Purchase Order

Thankyou, your invoice has been approved. There is nothing more to do for this purchase order!

Please note: In My Supplier Invoices, you can view the job by clicking on the PO for Jobs with Multiple Invoices,
by clicking on the | LiiE= (51 button

Quote Requests

Receiving a Quote Request
A. If a quote has been sent to you, you will be notified via email, similar to below
B. All quote requests are noted on your Home (Dashboard) screen in the ‘Quotes to be returned’ section

C. “Click” on the PO Number link to open the quote.

Subject: Request for Quote for Shim ANEHH1318072 28 McGregor Cl Toormina NSW 2452
- Quotes to be returned (4)
- Message " QuoteRequest00260722.pdf (89 KE)
Due Date PO Number Address
AJ Grant 29112017 2699922 1 Willarong Rd, Newington, NSW, 2127
Dear DUMMY BUILDER 2911112017 2699924 61 Willarong Rd, Newington, NSW, 2127
23112017 2707216 05 Willarong Rd, Newington, NSW, 2127
Plsas_s find attached a request for quotation. To respond to this quote, please click on the 012017 717167 53 Frinces Highway, Westleigh, NSW, 2120
following URL and enter the response:
http//oortal.ajgrant.com.au/quoteresponse/2734E835EAF7461082652C14BD735FFO0.
Work Order Number.ANEHH1318072
The job is located in Toormina
Regards,
AJ Grant Building
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D. Fill out your quoted amounts next to each scope item for each separate trade type. Ensure hours and
materials amounts are separated — Submit Quote

Quote
L amoy o4 wish b quote for thes job. There ane two felds for each trade; one tor exactly 35 requested above. and an adustment # you feel that e scope above s maccurate or iIncompleta. Flease ind 68 Amouns o
Rate "

o s0s - if asbestos presest a variation wil be requine for o [0
Variation 5 000

Rl [roe
Quote £ 0o
Variation S om

BRICKLAYER Rati Hen
9 = o o
variation 5000
it
[ ipe " ock :
S Qo

Accepting a Quote Request
Once you've clicked ‘Submit Quote’ above, you’ll see the screen shot. If you win the job, your quote will be
accepted and PO sent to you to carry on works as per the normal Do and Charge process.

Quote

Thankyou @

Your quoted amount of $550.00 (which included a variation of $0.00) for this quote request has been received.

Invoicing (Quoted)
Please refer to the same invoice process above as noted for a Do and Charge job for the following sections:

Uploading Invoices
Submitting multiple invoices
View submitted invoices
Searching for invoices

Please note: The only difference is, your invoice will look like the below image instead

BPUG-01

Invoice Type: * Generate an invoice for me
Your invoice #:
Invoice Progress Invoice '® Final Invoice
CARFPENTER Rate Quoted Claimed To be Invoiced Invoice (Ex GST) Invoice Total (Ex GST)
Labour 5000 0.00 0 0 [ ol § 0.00
Material $38233.00 $0.00 538233 s 38233.00 s 38233.00
SUPPLIER Rate Quoted Claimed To be Invoiced Invoice (Ex GST) Invoice Total (Ex GST)
Labour 50.00 0.00 0 0 ) § 0.00
Material §4820.00 §0.00 $4820 5 4820.00 § 4820.00
Total (Ex GST) s 4305300
GST 8 4305.30
Total (Inc GST) 5 47358.30
Submit [Preview Invoice|[Submit Invoice|
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Key Points Summarised

v
v
v
v
v
v

PO’s must be accepted with 48 hours, contact made with client and booking dates entered
Quotes returned by due date requested

Invoice job one complete

Only invoice for the scope supplied on the PO

If there is a variation while on site, do not proceed, call our staff to gain approval first
Supply photos, scope and costings to our staff for all variations

AJ Grant Requirements

AN N NN N

BPUG-01

Review AJ Grant’s Pre-Work Safe Check (PWSC) to identify if there are any high-risk items on site
Upon initial attendance to site, completion of your own Risk Assessment is to be conducted. If you
disagree with any of our high-risk items, please contact our Supervisor to discuss the issues.
Complete Tool Box talk with your staff as required

Complete SWMS as required

AJ Grant requires you to keep a copy of our (AJ Grant’s) Pre-Work Safety Check, your Risk Assessment
and SWMS for each job and produce them if and when required.

For you to accept our PO’s, we require you to understand and acknowledge our WHS statement and
accept our Terms and Conditions.

External Contractor Portal Revision 25/05/2018 Page 24 of 24



