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Donesafe Business Administrator

1. Purpose of the Guide

This guide provides instructions how a Business Administrator submits business details for review
and approval, adds or changes the business administrator, adds and removes workers from their
business profile, manages workers inductions and invites subcontractors to Donesafe.

For assistance with Donesafe issues please contact donesafe@geelongport.com.au.

Donesafe website —GeelongPort Donesafe

2. How to Submit Business Details for Review and Approval

Step 1
Business is invited to Donesafe.

Business Administrator receives email from Donesafe You have been given access to GeelongPort
Donesafe (noreply@donesafe.com)

Business Administrator receives email from Donesafe Confirm instructions
(noreply@donesafe.com)

Open the Donesafe Confirm instruction email and click on the Confirm my account link (highlighted
red)

Confirmation instructions

. Donesafe<noreply@donesafe.com> v Reply \ Replyall -
To: @ HSEQ
A This sender noreply@donesafe.com is from outside your organisation. Block sen

This email originated outside GeelongPort. Think before you click or reply.

l».Donesafe

December 12, 2025 @ 1:59PM
Welcome Dean Test (hseqg@geelongport.com.au)!

You can confirm your account email through the link below:

Confirm my account
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Donesafe Business Administrator

Step 2.

Enter in your New password and Confirm your new password and click on the Change my password
button (Donesafe Authorised Business Dashboard will open)

Change your password

New password

Confirm your new password

Sign in Meed to confirm your account?

Step 3.

Authorised Business Dashboard — To access your business profile click on either Access Business
Profile or Businesses (highlighted red)

& e (B

BUSINESS ADMIN GUIDE ADD A WORKER ASSIGN INDUCTION TO WORKER ACCESS BUSINESS PROFILE INVITE A NEW BUSINESS

0

[
Public Liability Expiring Professional Indemnity Expiring Workers Cover Expiring
Step 4.
nEsre Mpie [P @ o-
Uniq 1D State = Business Name Business Primary Admin Details: = Primary Business Admin Email Address Secondary Business Admin Details = Secondary Business Admin Email Address
== Test Business Dean Test neeqageslongport comau

Showing 1101 0f 1 results Pagel . ofl
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Donesafe Business Administrator

Step 5.
In the Business Details tab click on the Add button (highlighted red)
o foenr 4 o

Test Business i stage: Related To +
DETAILS s BUSINESS DETAILS 'ADD OR CHANGE ADMIN
Test Business Business Delails
e .

Step 6.

Fill in the details of your business by completing the mandatory fields and upload the required
documents (safety and insurance certificates) and click complete (highlighted red).

The types of insurance documents you will need to provide will depend on what type of business
you are (sole trader or company), and whether you will be providing professional advice or guidance
to GeelongPort.

Note: For the “select the activities” question, simply select any of the activities your business will be
conducting onsite. If you will be conducting multiple activities, select multiple activities. If you will be
conducting something that isn’t on the list, choose “other” (bottom of list) and provide details in the
next question.

Backoffice email *

If you don't have a general communication email. please re-enter your admin email

Backoffice phone number *

If you don't have a general communication phone number. please re-enter your admin phone number.

Select the activities *
Select Q
1SO Certified: *

O Yes
O Neo

Safety Management Plan: *

O Yes
O No

Sole Trader or Company: *
Sole Trader Company
Upload a copy of your Public Liability Insurance: *
& Drop files here or click to upload
Public Liability Insurance Expiry Date: *
Select Date

Is the business providing professional advice or guidance to Geelong Port: *

tengineering. legal, regulatory or any other professional advice)

O Yes
O Neo

Complete

When the business profile is submitted the Business Administrator will receive an email from
Donesafe You have submitted your business profile for GeelongPort Donesafe
(noreply@donesafe.com)
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You have submitted your business profile for GeelongPort Donesafe

[#-Donesafe

December 12, 2025 @ 3:05PM

You have submitted your business profile for GeelongPort Donesafe

Hi Dean Test

Your business profile has been submitted to
GeelongPort Donesafe, our contractor management
system.

The GeelongPort HSEQ team has been notified for
Message: revien

You will receive an email notification once the review
is complete.

If your submission is not approved, you will be
informed of the reasons and asked to resubmit.

Regards,
GeelongPort

Recipient: Dean Test

Step 7.
Business Profile Approved

Receive email from Donesafe stating Your business profile has been approved by GeelongPort
(noreply@donesafe.com)

Your business profile has been approved by GeelongPort

December 15, 2025 @ 10:26AM
Your business profile has been approved by GeelongPort

This message is related to the Test Business Business

I} Hi Test Business

Your business profile has been approved by
GeelongPort. Please add the details of any of your
employees requiring access to GeelongPort. By
submitting their details, a link to the GeelongPort site
access induction will be sent to them automatically

Message:
Once an employee has succesfully passed their site
access induction they will be able to attend site, with
or without a Contract Work Supervisor depending on
the type of work they are performing.
Regards,
GeelongPort

Recipient: Dean Test
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Business Profile Rejected

Receive email from Donesafe stating Your business profile has not been approved by GeelongPort
(noreply@donesafe.com).

In the email (highlighted red) it will explain why the business profile was rejected and that the
business details will need to be resubmitted.

Note: To resubmit the business details for approval follow Steps 5 and 6 of How to Submit Business
Details for Review and Approval. Do not edit the Rejected record as this record cannot be updated
to approved.

Your business profile has not been approved by GeelongPort

December 15, 2025 @ 10:36AM
Your business profile has not been approved by GeelongPort

This message is related to the Test Business Business

Hi Test Business

Unfortunately your business profile was not approved
by GeelongPort due to missing ar incorrect
information. Full details and comments can be found
below:

The public insurance document submitted was not
current expiry date 30/11/2025. Please recomplete
the business details and ensure the current insurance
document is uploaded.

age:

Please complete a new business profile as needed
and resubmit for approval.

** Please note that you will need to complete a new
business profile by selecting "add" as you did when
you first submitted your details. If you try to edit the
existing form HSEQ will not be notified and your
profile status will remain at "not approved™

Regards,
GeelongPort

Recipient: Dean Test
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3. Updating Business Details / Insurance Documents

Business details will need to be updated when details change and/or uploaded insurance
documents are nearing expiry date.

Note: Business profiles are approved for the duration of the submitted insurance documents.
Automated emails are sent to the Business Administrator when the insurance documents are
nearing expiry at 28, 21, 14, 7 and 1 day before the expiry date. After an insurance document
lapses the Business Profile will update to Stage Expired and access to the site for the businesses
workers will be suspended until the business details have been updated and approved in the
Donesafe system.

Step 1.

To update the business details and submit for approval follow Steps 5. and 6. of How to Submit
Business Details for Review and Approval
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Donesafe Business Administrator

4. Adding Workers to Business Profile

Step 1.
In the Workers tab click on the Add button (highlighted red)
& eecr o]

DETAILS BUSINESS DETAILS ADD OR CHANGE ADMIN WORKERS WORKER INDUCTION SUB-CONTRACTORS

Worers

Contractor Employee ~ State Location

BUSINESS PRIMAT
Dean Test
PRIMARY BUSINESS ADMIN EMAIL ADDRESS No Records Found
hseq@geelongportcom.au

Step 2.
Business Administrator adding themselves as a worker
Note: The Business Administrator must add themselves as a worker

Click on Yes to the question Are you registering yourself? then click on the Complete button
(highlighted red)

Note: When adding yourself as a worker the system will automatically assign you the GeelongPort
Access Induction.

Note: All GeelongPort Site Access Inductions are valid for 1 year.

New Worker

Related Business Record ¥

Test Business A

Are you registering yourself? *

Yes No

Select the worker *

Dean Test {yourself)

Complete
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Donesafe Business Administrator

Business Administrator adding a new worker

Click on No to the question Are you registering yourself? fill out the details of the Worker and then
click on the Complete button (highlighted red)

Note: When adding a new worker, the system will automatically assign the worker the GeelongPort
Access Induction

Note: All GeelongPort Site Access Inductions are valid for 1 year.

New Worker

Related Business Record *

Test Business v

Are you registering yourself? *
Worker details *
First Name® Last Name®
First Name Last Name
Email” Mobile”
Email Mobile

Please enter a valid mobile/landline phone number

Complete

Step 3.
Click on either the Continue to Worker Record link or the Go Back to Business Record link

ALL DONE!

o CONTINUE TO WORKER RECORD

o GO BACK TO BUSINESS RECORD
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Donesafe Business Administrator

5. Checking Workers GeelongPort Access Induction Records

Step 1.

In the Workers tab click on the record of the Worker (highlighted red) to check the GeelongPort

Access Induction record.

Note: In this view you can see if the Worker is Inducted or Not Inducted

&

Test Business

Stio Approved. @

©

BUS47512 @
BUSINESS HSEQ has approved
DETAILS L4 BUSINESS DETAILS ADD OR CHANGE ADMIN WORKERS 'WORKER INDUCTION SUB-CONTRACTORS
BUSINESS NAME
Test Business Workers
So PRV AR BT Contractor Employee + State Location
Test
PRIMARY BUSINESS ADMIN EMAIL ADDRESS Dean Test - Default Location
hseq@geelongportcom.au
BUSINESS PRIMARY ADMIN PHONE NUMBER David Worker _ Default Location
0411111111
DA B A e Showing 1to 2 of 2 results Pagel . ofl

The expiry date of the induction record is located in the two areas (highlighted red)

]

Dean Test - Test
Business

WORKER WOR47549 &

DETAILS

RELATED BUSINESS RECORD

Test Business

ARE YOU REGISTERING YOURSELF?
Yes
SELECT THE WORKER
Dean Test

NDUC

15/12/2026
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Donesafe Business Administrator

6. Assigning a Worker a GeelongPort Access Induction

Step 1.

In the Workers Tab click on the worker you will be assigning the GeelongPort Access Induction
(highlighted red)

& e ... <]

BUSINESS BUs47512 @ HSEQ has approved

Test Business : @ Stage: [Approved) @

DETAILS L4 BUSINESS DETAILS ADD OR CHANGE ADMIN WORKERS WORKER INDUCTION SUB-CONTRACTORS

BUSINESS NAME -

Test Business Workers + Add
BUSINESS PRIMARY ADMIN DETAILS: Contractor Employee + State Location

Dean Test

PRIMARY BLISINESS ADMIN EMAIL ADDRESS Dean Test [Inducted | Default Location

hseq@geelongpertcom.au

e e e e e David Worker _ Default Location

BUSINESS PRIMARY ADMIN PHONE NUMBER

o411111111

Showing 1to 2 of 2 results Pagel . ofl

Step 2.
Click on the Add button (highlighted red)

& e o]

David Worker - Test  § Stage: [[FiSHinGUCEa) @

Business
WORKER WOR47471 ©
SITE INDUCTION ACCESS EMPLOYMENT STATUS
DETAILS ‘ Site Induction Access + Add
RELATED BUSINESS RECORD
Test Business Uniq 1D State Select course to be completed Expiry Date ~
Nc e LMS47557 Site Access Induction
Dawlu w-crkér LMS47585 Site Access Induction

Step 3.

Select the Site Access Induction (highlighted red) for Select course to be completed and then click
on the Complete button (highlighted red)

Note: All GeelongPort Site Access Inductions are valid for 1 year.

New Site Access Induction

Select the Worker ¥

David Worker - Test Business v

Select course to be completed ¥

Site Access Induction x -

If you are assigning this induction to one of your employees, they will have 2 weeks to complete it before their account deactivates.

Note - if their account has been deactivated, the Forgot Password link will not work.

Complete
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Donesafe Business Administrator

Step 4.

Click on either the Continue to Worker Record link or the Go Back to Business Record link

ALL DONE!

o CONTINUE TO WORKER RECORD

o GO BACK TO BUSINESS RECORD
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Donesafe Business Administrator

7.Remove Worker from Business Profile

Step 1.

In the Workers tab click on the worker (highlighted red) you want to remove from your Business
Profile

& e ... <]

BUSINESS BUs47512 @ HSEQ has approved

Test Business : @ Stage: [Approved) @

DETAILS L4 BUSINESS DETAILS ADD OR CHANGE ADMIN WORKERS WORKER INDUCTION SUB-CONTRACTORS
BUSINESS NAME
Test Business Workers + Add
BUSINESS PRIMARY ADMIN DETAILS: Contractor Employee + State Location
Dean Test
PRIMARY BLISINESS ADMIN EMAIL ADDRESS Dean Test [Inducted | Default Location
hseq@geelongpertcom.au
e e e e e David Worker _ Default Location
BUSINESS PRIMARY ADMIN PHONE NUMBER
o411111111
Showing 1to 2 of 2 results Pagel . ofl
SECONDARY BUSINESS ADMI
N/

In the Employment Status tab click on the Add button (highlighted red)
& per . af

David Worker - Test Stage: [ ISTRNGUGEa)
Business
WORKER 'WOR47471 ©

SITE INDUCTION ACCESS EMPLOYMENT STATUS

DETAILS

Employment Status m

BUSINESS RECORD

Test Business
OU REGISTERING YOURSELF
No

Step 3.

Click on No to the Question Is this person still working for your business and then click on the
Complete button (highlighted red)

Employment Status

WORKER DETAILS | WOR47471
Related Business Record: Test Business Are you registering yourself?: No Worker details: David Worker Induction expiry date: 12/12/2026

Employment Status 171

Is this person still working for your business? *

Complete
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Donesafe Business Administr

Step 4.

In the Workers tab the worker who has been removed from your business profile will be State
Archived (highlighted red)

& ... °]

Test Business : @ Stage: ([Approved) @

BUSINESS BUS47512 @ HSEQ has approved

DETAILS & BUSINESS DETAILS ADD OR CHANGE ADMIN WORKERS WORKER INDUCTION SUB-CONTRACTORS
BUSINESS NAME
Test Business Workers
BUSINESS PRIMARY ADMIN DETAILS: Contractor Employee State Location
Dean Test

RIMARY BUSINESS ADMIN EMAIL ADDRESS Dean Test - Default Location

eelongportcomau

BUSINESS PRIMARY ADMIN PHOME NUMBER I David Worker - I Default Location

0411111111
Showing 1to 2 of 2 results Pagel . ofl
SECONDARY BUSINESS ADMIN DETAILS
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Donesafe Business Administrator

8. Add or Change Business Administrators

Step 1.
In the Add or Change Admin tab click on the Add button (highlighted red)

& Y
Test Business E Stage: ([Approved)

BUSINESS BUS47512 @ HSEQ has approved

DETAILS BUSINESS DETAILS ADD OR CHANGE ADMIN WORKERS WORKER INDUCTION SUB-CONTRACTORS

BUSINESS NAME

Test Business Add or Change Admin Ak

BUSINESS PRIMARY ADMIN DETAILS:
Dean Test

Step 2.

Select the Admin to update either Primary Business Admin or Secondary Business Admin
(highlighted red)

Add or Change Admin

BUSINESS DETAILS | BUS47512

Business Name : Test Business Business Primary Admin Details: Dean Test Primary Business Admin Email Address: hseq@geelongportcomau Business Primary Admin Phone Number: 0411111111
Secondary Business Admin Details: N/A Secondary Business Admin Email Address: N/A Secondary Business Admin Phone Number: N/A  Invited By : Richard Harvey

Add or Change Admin os2

What are you updating? *

Primary Business Admin

Secondary Business Admin

% Complete

Step 3.

Select the Primary or Secondary Business Admin to remove, add in the details or the new Primary
or Secondary Business Admin, answer Yes or No to the question Should the previous contact be
deactivated? and then click on the Complete Button (highlighted red)

Add or Change Admin

BUSINESS DETAILS | BUS47512

Business Name  Test Business Business Frimary Admin Detals: Dean Test Admin Email Ade Business Primary Admin Phone Number: 0411111111
Secondary Business Admin Details: N/A Secondary Business Admin Email Address: N/A Secondary Business Admin Phone Number. N/A Invited By - Richard Harvey

Add or Change Admin 1/4

What are you updating? *

- Primary Business Admin a

Select the Primary Business Admin to remove *

P e o -

New Primary Business Admin *
First Name’ Last Name

Email

Should the previous contact be deactivated? *

Yes No
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Donesafe Business Administrator

9. Invite a Subcontractor to Donesafe

Step 1.

In the Sub-Contactors tab click on the Add button and then click on the Add New Button (highlighted
red)

is] Y
Test Business ; Stage: [JApprovEd)

BUSINESS BUS47512 @ 650 o approved
DETAILS BUSINESS DETAILS ADD OR CHANGE ADMIN WORKERS WORKER INDUCTION SUB-CONTRACTORS
BUSINESS NAME —
Test Business This section can be used to designate which sub-contractors are utilised by this company. or which companies this contractor can sub-contract to. Add
BUSINESS PRIMARY ADMIN DETAILS: _
Dean Test Contractors sub-contracting to this Company Filter by Title
AT BSERS AR ELL AR UnigID = Title Business Primary Admin Details: + Add New
hseq@geelongport com.au .
Q Select Existin
PRIMARY ADMIN PHONE NUMBER No Records Found

Step 2.

Fill out the business details or the business you would like to invite to Donesafe as a Sub-Contractor
and then click on the Complete button (highlighted red)

New Business

Business Name *

Business Primary Admin Details: *

First Name” Last Name”
First Name Last Name
Email®
Email

Primary Business Admin Email Address

Business Primary Admin Phone Number *

Secondary Business Admin Details

First Name Last Name
First Name Last Name
Email
Email

Secondary Business Admin Email Address

Secondary Business Admin Phone Number

Complete
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