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Pre-Registration

The registration and induction process is to be completed ideally on a laptop or tablet.
Please avoid using a phone. Additionally, please allow 30 minutes of your time to complete
this process.

For event organisers, contractors, or exhibitors that have never registered with Melbourne
Royal on WHS, please skip to Inifial Regisiration which can be found on page 4 of this guide.

For event organisers, contractors, or exhibitors that have an existing registration with
Melbourne Royal on WHS, please go to the WHS login page which can be found with the
provided link: https://app.whsmonitor.com.au/oauth/whs

Login to your business account and skip to step 2.2 on page 7 of this guide.
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JU events
3 Melbourne Showgrounds Site Induction Guide for Melbourne Iivee

Event Organisers, Contractors, and Exhibitors Showgrounds


https://app.whsmonitor.com.au/oauth/whs
https://app.whsmonitor.com.au/oauth/whs

1. Initial Registration

1.1 To begin the registration process, please select an allocated admin.

The allocated admin will be responsible for registering the business, uploading
insurances if necessary, and completing the induction modules.

There can only be ONE allocated admin.
If you are the allocated admin, please skip to step 1.2 in this guide.

If you are NOT the allocated admin, please give this guide to your allocated admin
to complete the registration process.

1.2 Once the allocated admin is selected, please click on the link to the WHS
Monitor Management System which can be found below:

hitps://app.whsmonitor.com.au/cregister/registerconiractor.aspx?jc=3C417517-
3830-4989- 98C1-6902D4EE1096

To avoid technical issues in the future, DO NOT send this link o employees,
contractors, or volunteers in your organisation as duplicated accounts of your
business can occur.

1.3 Once you have clicked on the link, the below page should be presented
below.

HOME

ROYAL AGRICULTURAL SOCIETY OF VICTORIA Contractor Registration

Step 1 - Register Step 2 - Verify (Check emall to verif

CLICK HERE TO REGISTER AS AN EXISTING CONTRACTOR

ACCOUNT INFORMATION

EMAIL ADDRESS (USERNAME) * PASSWORD * RE-ENTER PASSWORD *

Very St Very Stang
COMPANY DETAILS

COMPANY NAME * CONTRACTOR TYPE *

Contractor v

BUSINESS NUMBER * AUSTRALIAN COMPANY NUMBER
25452455758

BUSINESS NAME [TRADING AS)

BUSINESS NUMBER DATE OF INCORPORATICN

PLACE OF INCORPORATION

OFFICE PHONE * OFFICE PHONE 2 FAX

0403 653 026

DESCRIBE THE WORK YOU WILL BE DOING AND THE PROJECT, EVENT OR PURPOSE OF THE WORK *

Building exhibition stands

PRINCIPAL PLACE OF BUSINESS ADDRESS (NG PO OR GPO BOXES) *
Langs Road
TowN ¢ STATE * POST CODE *

Ascot Vale vic v 3022

1.4 Fill in your details

At minimum, all mandatory areas marked with *.
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1.5

1.6

1.7

For your password, ensure you adhere to all the following requirements:
* (No full stops)
* Ten-character password length
* One lowercase letter (a-z)
* One uppercase letter (A-Z)
* One number (0-9)
* One of the following characters: ~1@#$%"&*()
PASSWORD * RE-ENTER PASSWORD *
Please ensure you have selected the appropriate contractor type
CONTRACTOR TYPE * Click on the
Select contractor type v g CITOW to select
contractor type
If you select Exhibitor, you are not required to upload your insurances.
If you select Contractor, Agriculture, Food & Beverage, you will be required to
upload your Workers Compensation and Products & Public Liability insurance.
If you select Sole Trader, you will be required to upload your Products & Public
Liability insurance.
Once you have filled out all the details required, double check your
information. Once you are satisfied, scroll down, and click the “‘REGISTER
NOW’ buiton.
SALUTATION *
O MR OMRS OMS O OTHER
FIRST NAME *
LAST NAME *
MIDDLE NAME
EMAIL ADDRESS *
LR B «—— REGISTER NOW button
Where
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1.8 If you have successfully followed the above sieps, then you will receive the
below message on your browser:

W WHS MONITOR

WORKPLACE SAFETY SYSTEM
HOME

REGISTRATION COMPLETE

Thank you for completing the registration form. Please check your email (including your email spam / junk email folder) for the verification code and instructions
on how to complete your registration.

1.9 Following this, you will receive an email to verify your registration. Please
click on the link in the email to verify your account. This link will take you to
the registration porial.

Complete your Royal Agricultural Society of Victoria company registration

. . . . 6y | ey | = wes
Royal Agricultural Society of Victoria Admin <info@whsmonitor.ce o / v
To @ Renata Knupinska 3:03 PM

Dear Renata,
Thank you for registering your organisation with Royal Agricultural Society Victoria (RASV).

It is mandatory for all organisations to complete the Contractor Registration process before they or any other persons
under their duty of care commence any work at RASV,

The Contractor Registration process allows RASV to verify compliance documents before granting access to the Online
Induction for that organisation,

Please click the link below to verify your account. This will then take you back to your registration portal where you
are required to upload your Safety documentation and Public Liability / WorkCover certificates. Once you have
completed all required fields your registration will be automatically submitted.

hitps V'app whemonitor com avlcregister/RegVerfy aspxic=3C417517-3830-4989-08C 1 -6O0 DAEE | (06&ve-FIERIBCA-2054. < Verification link
4E03-BOOT-CFREGAAIIOB]

Best Reg,an:ls,
Royal Agricultural Society of Victoria Admin

For an quick training overview how to complete this process watch this video:

https:fattendes.gotowebinar.com/recording /18273392607 10595587

If you are unable to locate this email, please check your junk and spam inbox.

U eligiis
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2. Uploading Required Documents
If you are an Exhibitor, you are not required to upload Workers Compensation, and
Products & Public Liability Insurances. Please skip to Required Induction Modules
found on page 9 of this guide.
If you selected Contractor, Agriculture, Food & Beverage, or Sole Trader, you will be
required to upload your Workers Compensation and Products & Public Liability
insurance. Please proceed with the below steps.
2.1 Once you have clicked on the verification link and you have been
directed to the WHS Portal, login to your account and click on Contractor
Profile
Home
= Admin
- My Details
%----ContraclorProﬂIe <«— Click on Contractor Profile
Admin Profile
| i Workers
Account Info
2.2 Scroll down 1o Required Documents
This is where you can upload your necessary Insurances. For your account to be
approved, please upload valid insurances that are not expired.
2.3 Click on Add/Upload Doc for each section
For Sole Traders, you will only need to upload your Products & Public Liability
Insurance.
For Contractors, Agriculture, and Food & Beverage, you will need to upload your
Products & Public Liability and Workers Compensation Insurance.
Required Documents
Requirements. Title Description Date Added Expiry Date NA Reason View Add/Upload Doc Delete Click on rhe
Decerpton. P iy curance € foldericonto
Comments uplOCId yOUr
Type : Workers Compensation .
Description : Workers Compensation Insurances
Comments
Where
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Once you have clicked on the folder icon underneath Add/Upload Doc, a

pop-up window will require you to add a document title and expiry date.
Once completed, then upload the document in the Upload Document

ared.

ADD/EDIT DOCUMENT

Required Document Description

Public Liability Insurance

Document Title * () Description )

Document Date ) Expiry Date * ()

Upload Document * (2 [ Upload Document Not Applicable?

Select

Document Type * @
Public Liability Insurance v

[ Expiry Date Not Applicable?

Save

Once you have uploaded your insurance and filled in the necessary

information, click the yellow Save button in the bottom right corner and

your record will be saved successfully
dsmonitorcemau. X | =
om.au/App/WorkOrder/ContractorDetails.aspy?page - 806 Ssiteinder =0
app.whsmonitor.com.au says
Record has been successfully saved.
ADD/EDIT DOCUMENT
Bequired Docurment Descnption
Public Lishity Insuiance
Docuvert Tiss * (7 Dasonpson (-
Puic Liabdity insurance Document
Domsre Date

Doouret Typa ™

information displayed in the Required Documents section.

Reguired Documents

Rpgursmanty T Dascrpion  Outs Adasd
Type | Publs Liabity Issurance Puliic Lisbiity Inssra SOE2022 10.0
Dncription - Publ: Liabdty lnsurance nce Cocument 243 AM

Commenis

Type : Workers Compensation
Description - Workers Compensalion
Comments

8 Melbourne Showgrounds Site Induction Guide for
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Press the blue OK button and you will be taken back to the main screen. If
your insurance has been uploaded successfully, you will see the
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3. Required Induction Modules

ALL Event Organisers, Contractors, and Exhibitors MUST complete the mandatory
induction modules to finalise the registration process.

Please ensure you have logged into your account
Login Link: hitps://app.whsmonitor.com.au/oauth/whs

3.1 Once you have logged into your WHS account, ensure you are in your
contractor profile

Home
= Admin
- My Details
Contractor Profile <— Click on Contractor Profile
== Admin Profile
i Workers
Account Info

3.2 In the WHS portal, scroll down o Required Inductions

Required Inductions
Description ClientSite Name Launch  InductionDate  ExpiryData  Result  Induction ID

ID: IDNR-13 Royal Agricultural Society of Victoria
Description | Incident Reporting & Emergency Procedures

Type : Emergencies

Comments :

1D : IDNR-4 Royal Agricultural Society of Victoria
Description : Site Salely Rules

Type : Site Rules

Comments

ID: IDNR-8 Royal Agricultural Society of Victoria
Description | Site Standards

Type : Site Standards

Comments

1D IDNR-12 Royal Agricultural Seciety of Victoria
Description : Working Safely al RASV

Type : Safe Work Practices

Comments ©

3.3 To launch an induction, click the icon demonstrated below:

Required Inductions

Description ClientSite Name Launch Induction Date  Expiry Date  Result  Induction ID

ID - IDNR-13 Royal Agricultural Society of Victoria 2 < Click on the
Description - Incident Reporting & Emergency Procedures

Type - Emergencies i

Type e icon fo launch
ID : IDNR-4 Royal Agricultural Society of Victoria j 1

Description - Site Safety Rules the first

Type - Site Rules . .

Comments induction

ID : IDNR-8 Royal Agricultural Society of Victoria ﬁ

Description : Site Standards mod ule

Type - Site Standards

Comments

1D IDNR-12 Royal Agricultural Society of Victoria §

Description : Working Safely at RASV
Type : Safe Work Practices
Comments

9 Melbourne Showgrounds Site Induction Guide for
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3.4 Ensure your details are correct, click the blue Save & Next button in the
botftom right corner

Incident Reporting & Emergency Procedures Enter your details

Please enter details below to start the induction.

First Name Renata

Last Name Krupinska

Company Name Renata's Company N

Email Address renatagmelbourneshowgrounds.com B Click on the

Phone Number

Position / Job Save & NeX1‘

Job Location button once all
ensger [ Superdser details marked

<——* gre provided

3.5 Read through each page and answer all questions

Incident Reporting & Emergency Procedures | & Questions

Questions

@

Select Value

When | hear the alert tone (Beep, Beep, Beep) | must:

| have a duty to use an extinguisher to fight a fire if | find myself in that situation' (2 TruelJ False

3.6 Once you have compleied and passed an induction, you can launch the
next induction module

Induction Result

Thank you for completing the Incident Reporting & Emergency Procedures induction.

NUMEER OF REQUIRED QUESTIONS : &

MNUMBER OF REQUIRED QUESTIONS ANSWERED CORRECTLY : 6
PASSING MARK : 100%

YOUR SCORE - 100 %

RESULT : Pass

INDUCTION ID : 2916115163

EXPIRATION DATE : 09/04/2023

Click on the LAUNCH NEXT
=l lick the LAUNCH MEXT button to complete 5ite Standards induction.
Please Clic € i) n compilete Site tangards inguction bu‘"‘on 1‘0 qud 1‘he ne)d-
LAUNCH NEXT 4— ; .
_ induction module

Please note that some induction modules require 100% score to pass.
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3.7 Once you have completed all the required induction

should look like the image below:

Required Inductions

Description

ID : IDNR-13

Description : Incident Reporting & Emergency Procedu
res

Type : Emergencies

Comments

ID : IDNR-4

Description - Site Safety Rules

Type : Site Rules

Comments

ID : IDNR-8

Description : Site Standards

Type - Site Standards

Comments

ID : IDNR-12

Description - Working Safely at RASY
Type : Safe Work Practices
Comments

Client/Site Name

Royal Agricultural Society of Victor
ia

Rovyal Agricultural Society of Victor
ia

Royal Agricultural Society of Victor
ia

Royal Agricultural Society of Victor
ia

11 Melbourne Showgrounds Site Induction Guide for
Event Organisers, Contractors, and Exhibitors

Launch

Induction
Date

09/06/2022

09/06/2022

09/06/2022

09/06/2022

Expiry
Date

09/06/202
3

09/06/202
3

09/067202
3

09/06/202
3

S\

Melbourne
Showgrounds Cl I

Result

Pass
100% (6/
6)

Pass
100% (6/
6)

Pass
100% (5/
5)

Pass
100% (8/
8)

modules, your screen

Induction ID

2916118168

291614666
0

291613672
0

291618798
5
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4.1

4.2

4.3

12 Melbourne Showgrounds Site Induction Guide for
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Submitting Registration

Now that you have completed all required tasks (uploading insurances and
completing the induction modules), you can submit your registration for approval to
the Melbourne Showgrounds.

On the WHS porial, scroll up and in the top right corner of your screen, click
the yellow Submit Registration button

ADMIN HELP

Save  Submit Registration <_C||Ck on Sme"

Registration
Contractor Profile

Contractor Details Documents Insurance Configuration
Company Name * Trading As.
Renata's Company Test
ABN * ACN Business Number Date of incorporation Place of incorporation
28 458 4568 758 ]

Once you have clicked Submit Registration, the OHS Manager at the
Melbourne Showgrounds will check all details and approve your
registration

Please note, this is not an automatic process, please allow up to three business days
fo receive the confirmation emaiil.

Once your account is approved, you will receive an email with a link as
shown in the image below:

Company Registration Approved
; o : z €y Reply | ¥ Replyaul » Ferward
@ Royal Agricultural Society of Victoria Admin <info@whsmonitc 3 Y + ey sl i

To 'O Renata Krupinska Mon 13/06/2022 745 PM
Dear Renata,
Your organisations’ registration to access RASV has been approved and your worker unique QR Code is below, You can re-print the QR-Code at
any stage by logging into your profile using your login details or the link provided when they registered. Once logged in, dick on Admin Profile

and then you can select PRINT QR near the top right corner.

The link below now needs to be forwarded onto your workers/employees that are required to work onsite at the Showgrounds, for them to
register into the system, under this organisation, and complete their online induction.

Please note staff will receive their unique QR code on completion of their enling induction. Onsite checks WILL ocour to ensure all those
waorking onsite have completed their online induction.

Link in email after
https:/fapp whemonitor com.au/cregister registercontractor. aspx Fje=3C417517-3830-4989-08C 1 -6002 D4EE 10968 ue=337BADDE-CFDE-41CB- A
ST0A-CADAFASEL066 — account is approved

by the OHS manager

[Best Regards,
Royal Agricultural Society of Victoria Admin

IJ L evshts
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44 This link needs to be forwarded to workers/employees that are required to
work on site.

This will allow your workers/employees to register against your business account and
complete their induction modules

4.5 With the link, please forward your workers/employees the Site Induction
Guide for Employees

4.6 Ensure you keep the @R code for on-site checks

Where
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5. Common Questions / Problems
Here you will find the most common questions asked regarding the registering
process on WHS. If you have a question or experiencing any issues, please search for
a similar question in this section that may assist you.
5.1 ‘My username is already in use /taken’
If you are trying to register your business on WHS and you see this message beneath
Email Address (Username):
“Email Address already used by another user. Please enfer different Email Address”
EMAIL ADDRESS (USERNAME) *
rara'.a@"ne D:\L.T‘ES-PJ'.I‘.-‘QI‘C-.JFGE.CE-"H
This demonstrates that the email address provided is already registered with WHS.
Please go to the WHS login page which can be found with the provided link to login
to your account:
https://app.whsmonitor.com.au/oauth /whs.
5.2 ‘l forgot my password’
If you have forgotten your password, please click on the following link:
https://app.whsmonitor.com.au/oauth/whs
Once you have clicked on the link, your webpage will look like the image below.
Please enter your username in the box, click next:
¥V WHS MONITOR W/ WHS MONITOR
Sign In Sign In
renata@melbourneshowgrounds.com Va
ks Clicking Next will e
Next take you to the O Remember me
Sorgot Username following page.
Sign In
< Back to homepage forget pzssvons === Cljck Forgot
. Password to reset
Not a member? Start a trial taday your pqssword
5.3 I’'ve submitted my account but haven’t received a link for my
workers/employees.
Not receiving a link means that the OHS Manager has not yet approved of your
account. After submitting your account. Please wait up to 3 business days for this
approval and receiving the link.
Where
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5.4 How do | know which of my employees/workers have registered to my
business account and if they have completed their induction modules?

1. Login to WHS using the following link:
hitps://app.whsmonitor.com.au/oauth/whs

2. Inthe top left corner select ADMIN > My Details > Workers.

WHS MONITOR W WHS MONITOR Y WHS MONITOR

WORKPLACE SAFETY SYSTEM WORKPLACE SAFETY SYSTEM

P — ADMIN HELP
ADMIN HELP ADMIN HELP

My Details

Account Info * Admin Profile

Account Info

3. Click Workers as highlighted in the image above. This will take you to the image
shown below:

ADMN  HELP

Back AddNew Print Workers

Manage Workers

Q Search O Advance Search

First Last Phane Add to
Site
lame

— Email Address S Reg Status Acct Status  Manage o

Royal Agricultural Society of Vict  Renata Krupinska  renata@melboumeshowgrounds. Admin A Active

4. If an employees’/workers’ Account Status shows ‘Active’, this means they have
completed the required induction modules.

First Last Phone Add to
Site Email Adds Reg Stat Acct Stat M
! Name Name mat Acdiess Number 9 Statis et Status Hanage site
Royal Agricultural Society of Vit Renata Krupinska  renata@melbourneshowgrounds Admin Accou | Active 7
oria com nt

5. If an employees’/workers’ Account Status shows ‘Unapproved’, this means they
have not completed the required induction modules.

S evehts
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5.5

5.6

16

| am unable to upload my insurances

1. If you selected Exhibitor in Contractor Type (refer to step 1.6 on page 5), WHS will
not provide the option to upload your insurances as these are not required.

2. If you are NOT an exhibitor and you can not upload your insurances, please
login to the WHS portal with the following link:
hitps://app.whsmonitor.com.au/oauth/whs

3. Once you have logged in, scroll down to Contractor Type as depicted in the
image below:

AOMN HELP

Save  Submit Registration

Contractor Profile

SHOW MORE DETAILS

SIES 1o upsste St pinase seiec ram the st s

site Status Contractor Type Rego Link
Royal Agricultural Society of Viciona

4. Click on the arrow icon as shown above and ensure you have selected the
correct contractor type (Exhibitor Contractor Type is not required to upload
insurances).

5. Click the blue Update Site button in the bottom right corner.

Coriradod . Click the blue
- <—— Update Site
button to
update

. . . Contractor Type
6. Referto step 2.2 on page 7 in this guide.

The allocated admin no longer works for us. What do 1 do?
There are two options:
1. We can delete the registered business account and you can complete the
registration process again.
2. We can send you the link to log into the account. You can change the email
address and passwords when this occurs.
Where
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