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WATER FOR LIFE

How to apply for site access
Step 1 — Open the PASS solution as follows:

e Employees should open this via the PASS Intranet page.

e External contractors should open this via the PASS internet page.

Step 2 — enter your login details then select login. Your login details will be as follows:

e Employees

- User name - Corporate\ then your network user names (e.g. Corporate\jpaige).
Hint - make sure you don't use a forward slash (i.e. /).

- Password - Your normal network password.

e [External contractors

- User name — this will be your email address

- Password — this will be the password allocated to you.

@ seqwater

WATER FOR LIFE

Seqwater Permit Access Safety System

Login

Isername*

Password® | Forgot Password?

I g
@

Log In »

Step 3 —in the Applications section select the type of site you will be going to then select
“Complete Application Form”. There is a full list of Seqwater sites, include which type of
site they are, on both the PASS intranet and internet pages.

@ seqwater

WATER FOR LIFE

Seqwater Permit Access Safety System

My Pending Applications (D) Items

My Applications The list below shows the items that are available.

My Act Use the "Complete Application Form™ link to begin.
@ LSl C

Site Access - Administrative buildings and houses
Site Access - Catchments, parks and recreation
Site Access - Lakes, dam walls, weirs & irrigation
Site Access - Treated waler network facilities

Site Access - Water Treaiment Plants

Type of site | Comatus
Doc no. Version date: 01/05/16
Doc owner: Jerome Paige Doc approver:

Change Password Logout  Home

Mr Jerome Paige Ecit Detsils

Status
Complete Application Form
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Step 4 - Complete all relevant fields on the application form. Mandatory fields are identified
with an asterix.

E Site Access Application

Enter all the required fields Indicates that this is a mandatory field.

Site Access Details /

Please provide a title for the work to be cnmplete@

Site =
| Choose. . A

Detailed description of location at site %

Insert GIS ID Code if applicable

"Access GIS (Dekho) hera”

Start date %

Start time %

Hints when completing the application form:

e You can select tab to move between fields.

¢ When using the drop downs, if you start typing your desired location or time you will
move to that position in the drop down.

e If you put your mouse on the question marks there is additional guidance on
completing this part of the form.

Does this work require a Major Works Permit?
This is required where there is a high risk that the work will impact on water supply, water quality or flood management asseis.

D Yes

e When entering details of other people to be notified only enter email addresses
separated by a semicolon. These people will be CCd into the approval email. Note -
your application is not able to be approved if these email addresses are incorrect. If
you are the person lodging the application you do not need to include your own email
address.

Additional people to be notified by email of outcome of site access request
cfaig.meinicke@seqwater.com.au; anthony.newbold@seqwater.com.au ?

Please enter email addresses only. For multiple people each email address should be separated by a semi-colon ()
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Step 4 — when you have completed all required fields select “Submit” to submit your
application for consideration by an Seqwater access officer. If you re not ready to submit you
application select “Save & Exit”. This will save your application as a draft.

Save & Exit
T Powered by Technology One
To save your application as a draft to To submit you application to an
submit at a later date. Seqgwater access officer.

When your application is approved you will receive an email. This will include an attachment
which confirms the details of the work that has been approved and any approval conditions.

From: do-not-reply @seqnater.com.au
Ta: |# Jerome Paige
ce

Subject gk 000027 - Access Approved
4 Messige | THIsiteaccessPass pdf (101 KB)

PLEASE DO NOT RESPOND TO THIS EMAIL

Sent: Sat 2/04/2016 10:29 AM

&I

The following application for site access has been approved:
Applicant: Paige, Jerome

Start date: 04-Apr-2016 08:00

End date: 06-Apr-2016 16:00 Note that there may be approval
Site: North Pine WTP conditions that you need to comply with.

Summary of work: Upgrade of filters /
Approval conditions: Please supply PWP at least two days prior to work commencing.

Please contact the access officer on 0414 231 102 when you arrive at site to confirm the work is still able to proceed as approved.
You are anly approved to undertake the work requested in your application. Please contact the access officer to obtain approval if any variation to the work, or extension to the period of work is required.

Please find attached confirmation of site access details approved.

Attaching documents to your application

Step 1 — Select Browse to locate the file you wish to attach.

Supporting documentation

Attach all applicable supporting documentation

Add attachment
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Step 2 — select the file you wish to add then select Open.

2 Choose Filke to Upload

O(j)v|. Desktop » - | +4 | | Search Desktop g e |
Organize v MNew folder =~ 0 @
4.0 Favorites “+  MName Size -
PR Desktop @J PASS Business Readiness Assessment Central Region 791 KB

& Downloads ] pASS - Al staff email - 03 May go-live 17 KB —
Zl Recent Places @J PASS Completions Report - 28 April 2016 540 KB

5 @J PASS completions - all modules 179 KB| E
4 Libraries i @J PASS Business Readiness Assessment - Central Region 791 KB
» @ Documents @J PASS Site Access Enquiry User Manual 789 KB
o Jﬁ Music |@J Major Waorks Permit Form (FRM-00778) - Working Vers... 807 KB
» =] Pictures E) pASS - Access Officer Registrations 13 KB
> E Videos @J PASS Online Training Report - 27 April 16 135 KB
@J PASS - Isolation Processes 825 KB
4 8| Computer @J TEM-00077 Corporate Safety - Isolation Instruction Te.., 801 KB
» 5® DFS (\W\Seqwater.com.au) (G:) @J PASS Online Training Report - 21 April 16 83 KB
» 58 jpaige (\\seqwater.com.au\home\Users) (H:) @J FRM-00777 Corporate Safety — Project Warks Permit Fo... 810 KB

» 5# Apps (W\corporatelocal) (K:) @J FRM-00145 Corporate ICT Services - New Change User ... 193 KB -

»5® Legacy (\\corporatedlocal) (M) v 4 i | 4

File name:  Major Works Permit Form (FRM-00778) - Working Version

Step 3 — Select Add attachment to add the file to your application.

Supporting documentation

Attach all applicable supporting documentation

\\corporate.locallhome'us|| Browse. ( Add attachment

You will see the document you have attached in the “List of files attached” section.

Supporting documentation

Attach all applicable supporting documentation

Major Works Permit Form (FRM-00773) - Working Wersion.docx b4
Browse. .. Add attachment
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Monitor the status of your applications

Draft applications are available in My Pending Applications. You can open the application
to submit it by clicking on the application number or edit.

@9 seqwater

Seqgwater Permit Access Safety System

Dy Pending Applications

Select a pending application from the list below, or view completed applications, or view available items and create a new application.

My Activities Appl Number Summary Status Last Changed v
Applications 01155 ) Submission created 01-May-2016 11:23:36 In Draft 11052016

Submitted applications are available in My Applications.

((j seqwater
e Mr Jerome Paige  Ecit Detsils

Seqwater Permit Access Safety System

My Applications
Select a submitted item from the list below, or view pending applications to complete an existing application, or view available items and create a new application
Appl Number Summary Submitted By Date Submitted Status Last Changed w
Applications SAA-00000728 CEO Safety Walk Paige, Jerome 20/04/2016 Access Closed 20/04/2016 View
SAA-00000368 Test for training - no response required Paige, Jerome 12/04/2016 Application Rejected 12/04/2016 View
SAAD0000215 (DS & GD) A-0152920 TIF M MO3 Snd Filter Mstervive Drv Serv Paige, Jerome 60412016 Application Rejected 60412016 View
SAA-00000079 TNP Fire Project Paige, Jerome 410472016 Access Closed 4/04/2016 View
SAA-00000027 Upgrade of filters Paige, Jerome 210412016 Access Closed 2/04/2016 View
SAA-00000028 Upgrade a SCADA system Paige, Jerome 210412016 Access Closed 2/04/2016 View
SAA-00000029 Emply and clean of sediment basin Paige, Jerome 210412016 Access Closed 2042018 View
Privacy | TemsofUse |  GontactUs / []F‘owered by Technology OR
The status column shows the status of You can view the details of the
your applications (e.g. whether it has applications you have submitted
been approved). by clicking on view.
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