CONTRACTING

sorwrions  TEST Online Sign-Up User Guide

Welcome to the CS Online Sign-up Test Facility which is a duplicate of the CS Contractor Online Sign-Up Facility (CS OLSU). It
has been developed to allow our Clients and Representatives an opportunity to familiarise yourself with the OLSU content
and functionality.

The application consists of 7 easy Steps to complete and the handy information below will allow you to complete the
application in approx 15 minutes rather than the approx 50 mins (which includes a 20 minute Safety Induction Video) that it
would take a prospective Contractor to complete. The icon % shows a handy tip to enable you to move on to the next step.
Throughout the application, there are several mandatory Downloads that the prospective Contractor is required to
complete however we have shown handy tips for you to bypass these requirements.

If you provide your email address in the relevant section at Step 1, a sample copy of your application will be emailed direct
to you. The sample application will not be forwarded to our Head Office for processing (unlike the live version) so you don’t
have to be too concerned about the accuracy of the information you provide. If you have any questions during the test run,
please do not hesitate to call our Head Office for assistance on 1300 857 722.

Opening Page
Introduction < Click on the Download and once the File Download appears, click cancel.
Privacy Policy < Tick the declaration box to be able to move to Step 1.
Note: You may attempt to make deliberate mistakes or omissions at anytime throughout the application to see the response you
get when you try to move onto the next step.

Your Personal Details = Throughout the application, mandatory fields are shown with a *. You must enter data or
make a selection in these fields. If you don’t wish to view the video, you can click ‘Hide Video’ at the top.

Your Contact Details = Provide your email address here to receive a sample copy of the application via email.

In Case of Emergency < Tick the declaration box at the bottom of the page to be able to move to Step 2.

Your Bank Details < Enter this example BSB 066 000 first and then click ‘Get Bank Details’.

Your Insurances < You must select either Option 1 or Option 2. If you select Option 1, click on the Download and
once the File Download appears, click cancel.

Your Superannuation ¥ You must select either Option 1 or Option 2. If you select Option 2, click on the Download
then once the File Download appears, click cancel.

Pay As You Go (PAYG) # You must choose one option.

Your Tax File Number Declaration < You must enter a tax file number (i.e.:999 999 999) or tick one of the options.
Click on the Download and once the File Download appears, click cancel.

Your Work History < It is not compulsory to complete this section. Tick the declaration box at the bottom of the
page to be able to move to Step 4.

Your Medical History < You must select either ‘Yes’ or ‘No’ for each individual question. If you tick ‘Yes’ to a
question, a text box will appear in which you can type in the details. Tick the declaration at the bottom of these
questions.

Your Workers Compensation History = If you tick ‘Yes’ to any of these questions, you must provide details below.
Your Declaration # Click on the Download and once the File Download appears, click cancel. You must tick the
declaration box to be able to move to Step 5.

Your Induction to Our Agency < Click on the ‘Click here to Watch the Video’ and then once the video appears,
click on the ‘Close Video’ tab at the bottom of the video.

Safety Questionnaire < To get 100% accuracy, answers to the questions are as follows: 1 =28&4, 2=3, 3=2, 4=3,
5=Yes, 6=2, 7=3, 8=3. Tick the declaration at the bottom of this page to be able to move to Step 6.

Independent Contractor Questionnaire < To achieve 100% accuracy, answers to following questions are 1=Friday,
2=2, 3=Yes, 4=4, 5=1, 6=Yes, 7=3, 8=3, 9=3.

Your Declaration < Tick all 7 Clauses.

Completion of Online Application < Tick one Option.

Checklist = No action necessary. Click on ‘Submit Information’ at the bottom of the page. You are now Finished! If
you provided your email address at Step 1, you will receive a copy of the application in your inbox.




