City Onsite — General Visitors to Target Sites User Guide Clty

User Guide No: IT-UG-021
Process Area: Information Technology

1 Purpose

To illustrate how a general site visitor using City Onsite can:
= Create a City Onsite user profile.

= Check in at a Target site.

= State the reason for visit.

= Sign out of site.

2 Scope

City Onsite is an application used by City’s Partners to digitally manage visitors to their sites.

NOTE: Visitors to Target sites can download and install the City Onsite application from either the Apple App Store or Google Play Store, however accessing City
Onsite via a mobile web browser is also possible.
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3 User Guide

3.1 Creating a User Profile

Step 1 - Scan QR Code Step 2 - Install City Onsite app Step 3 — Open the app
‘city 11:25 s -

city onsite

(+)
city
First time visiting?
Welcome to City Onsite - City FM's visitor management
and job compliance and closedown app.

Visitor Sign-in For City FM Subcontractor
site visitors

You will need to be invited by a user in your
organisation with access to City Workbench.
Follow the links in the email to create a user profile, Enter your email address *
and then you can sign in on site.

For more detailed instructions:

PRO_UG-008 City Workbench User Guide - Creating a
Technician User Profile

Sign-in

Not yet registered?
Click here to create your account.

All other site visitors

Install the app, or proceed with mobile web, create a
user profile and you are ready to sign into site using
City Onsite.

For more detailed instructions:

PRO_UG-016 City Onsite User Guide - Creating a User
Profile

City Onsite is better on the
App!

4 Gouniosd on the n
® App Store * Google Play

Glen Waverley 5099T

WWwWw cityonsite com Proceed on mobile/web

Interested in setting up your organisation’s locations
with City Onsite?

Visit https://www.cityonsite.com for more information.

Locate the City Onsite QR Code upon arrival at a If the City Onsite app is not installed on the device — | Open the app - If a user profile has not been
Target location and scan it. download the app or proceed with mobile web created, select the Not yet registered link.
browser.
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‘city

Step 4 — Request verification code

ification code

Step 6 — Add profile details

4:15 ol T .

@ cityonsiteuat.b2clogin.com

Register today!

It looks like you're not registered with us yet. Fill out the
details below and tap Continue to create your account.

Send verification code

Continue Cancel

Verify your email address

Thanks for verifying your account!

Your code is:

Sincerely,
City Onsite

Register today!

It looks like you're not registered with us yet. Fill out
the details below and tap Continue to create your
account.

Verification code has been sent to your inbox.
Please copy it to the input box below.

418 ul =

@ cityonsiteuat.b2clogin.com

Register today!

It looks like you're not registered with us yet. Fill out the
details below and tap Continue to create your account.

E-mail address verified. You can now continue.

Chelsea

Collins
0431907346
S8 0RORRNNS

Continue Cancel

By rogilomioguimt it OUr

Enter an email address and select Send verification
code.

Check the email inbox for a verification code from
Microsoft. Enter the code and select Verify Code

Enter first name, last name, phone number details
and create a password.
Select Continue to proceed.

thinkzsafe.
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City

Step 7 — Add a profile photo (optional)

Step 9 — Add documents

Step 8 — Add a company

Your Profile

First Name

Last Name

Phone

Email

Delete my profile

Company @

Update Details

Change Password

[+

all o - 1:58 all < (-

D]
1
=
&

4:209 ul

Your Documents Your Documents

ast Name
Safe Work Method Statements @

DOCUMENT

Safa Wark Mathad Qéatamante 0
How would you like to add your SWMS? |

Phone

]
SWMS - Working at Heights.pdf Add New
Email
P Photo Library
Licences
Take Photo or Video
DOCUMENT

Choose File B

Update Details
Change Password

Delete my profile

Certifications 7]

DOCUMENT

Company @

BUSINESS NAME

Merchandising by Chelsea f i

Close

profile.

A photo can be added to compliment the

Safe Work Method Statements (SWMS), Licenses and Certifications
can be stored against the user profile. These documents can be
uploaded from a photo library, a photo, or a file on the device.

The company the user represents can be
added to the user profile by selecting the +
document icon.

think:safe
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3.2 Scanning a Site QR Code and Logging in to the Application

Step 1 —Scan QR Code Step 2 — Install City Onsite app Step 3 — Sign In to City Onsite

o Clty C|ty i 11:26 T - 1:25 wl = .
o n s I e ] e\tyonsiteuat,bzclogin.com
ons Iile ‘city
First time visiting?
Welcome to City Onsite - City Flgs visitor management Clty o n s I te
and job compliance and closedown app.
Visitor Sign-in For City FM Subcontractor o n S I te

site visitors Sign-in
‘You will need to be invited by a user in your
organisation with access to City Workbench.
Follow the links in the email to create a user profile, Enter your email address *
and then you can sign in on site.

For more detailed instructions:

PRO_UG-008 City Workbench User Guide - Creating a
Technician User Profile

Not yet registered?
Click here to create your account.

All other site visitors

Install the app, or proceed with mobile web, create a
user profile and you are ready to sign into site using
City Onsite.

For more detailed instructions:

PRO_UG-016 City Onsite User Guide - Creating a User
Profile

City Onsite is better on the

Glen Waverley 5099T e [T

Forgot password?

WWW Cityonsite com Proceed on mobile/web

Interested in setting up your organisation’s locations
with City Onsite?

Visit https://www.cityonsite.com for more information.

Locate the City Onsite QR Code upon arrival at a If the City Onsite app is not installed If not signed into City Onsite already, a prompt will appear to do so.
Target location and scan it. on the device — download the app or Enter your email address and select Continue.
proceed with mobile web browser. Enter your password and select Enter.
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Step 7- Select Visitor Category

Step 6 — Review Site Information

Step 4 - Dashboard Screen Step 5 — Sign In Via GPS

4:19 all T - 11:28 al T . 11:28 ul - W 4:28 all = (=

«

« o
Select your site
Welcome Chelsea yo! e o e
] Please select the site you wish to sign into. slte "-.fo for \
Collins 10f6
You are 1oﬁaed in to Cit: Onsite. Slen Weaverlsy:3009T Target Glen

¢ 8.99km(s) from your location
OTarget * sssimie Waverley 5099T

4jobls) available
Next

Compliance Check

Thank you, Chelsea Collins

Welcome to Glen Waverley 5099T, please select your
site visitor category below.

Government or Emergency Services Worker

Things you need to know about your visit.
Site Visitors

Before you visit a Target site, there are a number of
things that you need to know to have ready in

tion.
preparation Merchandiser

Sign in and site orientation

When you arrive at a Target site you will need to sign in.
Our sign in process enables the site to;

Be aware of your presence and purpose of
visit.

Ensure documented controls are in place on
your work method statement when working in

proximity to team members and/or customers.
Check you have a valid induction card. If you
do not have an induction card, please visit
https://contractor.target.com.au

Complete a site orientation and inform of key
hazards onsite.

Perform any checks required (e.g. Review Safe
Work Method Statement).

If you are not sure how to sign in at this site please
speak to the Cusy ol

Aanager on

At the dashboard screen, sign-in can
be actioned by scanning the QR Code,
or via a list of appropriate sites
determined by the geo-location of the
mobile device.

If Sign-in Via GPS was selected, a list
of nearby sites will be available for
selection.

Review the site information carefully.
Take note of details relevant to your
visit.

An emergency evacuation diagram is
available, as well as a site hazards.
Scroll to the bottom of the page and
select Continue to proceed to the next
step.

Select the appropriate Reason for
Visit.
Select Continue to proceed.

think:safe
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Step 8 — Compliance Check

4:29 ol - .
(—
Compliance \
2of 6
Check

Next
Reason for Visit

Name
Chelsea Collins

Phone

0431907346

Company

Merchandising by Chelsea

‘Clty Not Enabled N/A

Step 9 — Reason for Visit

Reason for visit
Please select one or more appropriate options

Picking up stock @

Installation of POS

Conducting a survey or audit

Implementing new layout @

Cross filling locations or ends

Building off locations

Building ends

Checking on-shelf stock

Other reason/not specified

Continue

‘ Step 10 — Upload SWMS

11:38 al - . 11:39 all T -
«— L o
SWMS Upload SWMS Upload 7 '
40f6 Next
Next Ind .
Q&A and A How would you like to add your
é Applicable Work Method Statements? b
Applicable Work Method Statements (
@ H
= Add New L
DOCUMENT e

Add from Profile
SWMS - Working at Heights.pdf ® B 1 3

@ 4

External Link

Have you uploaded your Work Method Statement?

*

@ Yes

(O No, I do not require a SWMS for this visit ‘ l |

Cancel
Continue

Select the Company represented.

A City compliance check in this instance is
not enabled for this visitor.

Select the Continue button to proceed.

Select the appropriate Reason(s) for Visit

for your Visitor Category.
Select Continue to proceed.

If a SWMS is relevant for this visit, add a SWMS by selecting the
document plus icon.

A SMWS can be added from new (photo, photo library, or file location),
from the user profile, or by adding an external link to an online storage
location.

think:safe

— Uncontrolled when printed or downloaded — Page 7 of 10

— Commercial in Confidence —

Version: 1

Copyright © 2024 City Holdings (Aus) Pty Ltd Version Date: 28/06/2024



User Guide Title: City Onsite — General Visitors to Target Sites User Guide

)
User Guide No: IT-UG-021 ‘ :Ity

Process Area: Information Technology

Step 11 — Q&A and Visitor Acknowledgement Step 12 - Team Member Validation

11:39 wl - . 11:39 wl = . 4:319 al = .

Please sign below which acknowledges you:

< Team Member
Are licensed or competent, as required by law

Ind ti &A to conduct the work being undertaken. validation
nduction Q 50f6 « Have completed and understood the site
and orientation, including emergency procesures,
- " Name
restricted areas, PPE requirements Chel Colli
. — ielsea Lollins
Acknowlegement and reporting hazards and incidents.
Next + Have reviewed the Site Hazards and Activities 322?9907346
Team Member Validation and will modify work processes to control any
relevant site specific hazards. Gompany

Target Site Induction Q&A « Have provided safety documentation for the Merchandising by Chelsea
D I confirm | have a Safe Work Method Statement work being undertaken where reqUirEd eg- tompliance hack

(SWMS) and 1 will work in accordance with the SWMS. Work Method Statement. =
EI I verify that | am fit for work, not suffering the effects Clty Not Enabled N/A

of drugs, alcohol, or iliness.
|:| I have access to all required PPE which is in good Please initial here with your flnger i

order and | have been trained in its use. | confirm that | Do these details match? *

will wear it in accordance with SWMS and

manufacturer's requirements. @ Yes
D I confirm that | do not have a fever or cough, sore O No

e i g dicut Site M /Site R tative N
D Are you completing high risk work for example hot TR naaRRlle epEsenIatve RS

work, isolating gas/electricity, working in isolation, John Smith

accessing the work or ceiling space, impairing fire

services?

D If yes - have you completed the required work permit?

High risk work is not to be started without the . . . _

Site Manager/Site Representative to sign *
completion of required work permit. The site manager Clear ger/ P! 9
will provide a work permit.

Please sign below which acknowledges you:

i G s s g
to conduct the work being undertaken.

« Have completed and understood the site
orientation, including emergency procesures,
restricted areas, PPE requirements

and reportifirazaras ammetents.

Select the Target Site Induction Q&A options that are relevant to your visit. Pass the device to a site representative for validation.
Initial where indicated with your finger and select Continue to progress to the The site representative will confirm the visitor details match, provide their name
next step. and signature.

Press the Complete Induction button to complete the visit induction.

— Uncontrolled when printed or downloaded — Page 8 of 10

o — Commercial in Confidence — Version: 1
thlnk safe Copyright © 2024 City Holdings (Aus) Pty Ltd Version Date: 28/06/2024



User Guide Title: City Onsite — General Visitors to Target Sites User Guide

User Guide No: IT-UG-021 ( :Ity

Process Area: Information Technology

Step 13 — Signing Out of Site Step 14 — Visit Summary & Sign-out Confirmation Step 15 — Return to Dashboard
4:319 al o+ (. 4:314 al T . 4:19 ull T .
«—

Welcome Chelsea Collins

You have successfully signed-in to Glen Waverley Sign out: visit summary and sign-
5099T. Once you have completed your visit, please out confirmation Collins

remember to: Visit Summary You are logged in to City Onsite.

) > A Reason for visit
Sign out of Glen Waverley 5099T E!:'-:! QR Code Sign in

= Picking up stock

an out confimai _

Welcome Chelsea

Sign out confirmation = Signin Via GPS
Signing below indicates that you confirmed the details
of your visit with the Site Manager and have left any
working space on this site in a fit and safe manner.

Please initial here with your finger:

L
Confirm Sign out

Select the Sign out of <site name> button. Reconcile onsite updates with the originally stated The application will navigate to the City Onsite
Reason for Visit. dashboard screen ready for sign-in to the next site.
Sign the Sign out confirmation and select the
Confirm Sign out button.
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4 Document Control

Approval
Title Name
Administrator | Product Manager David Fitzpatrick
Approver General Manager — IT Darren Yates

Electronic approval maintained on file.

Document History

The following table lists the changes made to this document:

Version ‘ Date Amended By ‘ Summary of changes

1 28/06/2024 | David Fitzpatrick | Document formatting, screenshots, and content.
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