BHP

INTRODUCTION TO BHP CONTRACTOR WEBSITE

Quick Reference Guide for Contractor Administrators [—

+ The Contractor Website will enable contractor administrators to request the creation of contractor’s
training profiles in the Global Learning Management System (LMS).

» Providing Contractors with LMS access enables us to track our safety compliance, and creates a
consistent and seamless learning experience across BHP.

Process Overview

As a Contractor Admin, As part of the Training As a BHP contractor, |
| will request a profile Administration team, can now log into the LMS to
with contractor details | will verify the identity of complete Pre-Day1 inductions
through the Contractor the contractor and approve and any other mandatory
Website (CWS) their learning profile in the learning modules prior to
_ B BHP LMS coming to site
N // — - - o
-_—— o Once approved and T
7 ~ \ et ~ processed, ’ - ™ \

N\ Contractor willreceive
\ login details ton the
\ LMS via email

!

\ h@-\

\ Contractor Admin is notified

R via email about: S ~ -

Email address must

be unlque for each
* Contractor access to LMS
CON;SQK{OR + Additional info required to TRAINING contractor BHP CONTRACTOR
verify contractor profile ADMINISTRATION
TEAM

— -

Contractor Administrator Responsibilities

(@ Reqgister as an Admin for the first time in order to get access to the BHP Contractor Website
@ Create profiles for new contractors that need to come to site or offices

@ Edit profiles in case of change in Contractor details

@ Re-activate or extend profiles for contractors whose access has expired

De-actjvate if, for example, the contract end date has been moved forward, contractor no longer
works for that vendor/company or contractor is on extended leave, etc

For more information, refer to the work instruction on the ‘Resources’ section in the BHP Contractor Website or @Contractor Owners
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HOW TO REGISTER A CONTRACTOR ADMIN PROFILE

Contact Register

* Company @

‘ Start typing to find your company

* Company Address @ * BHP Vendor | C-Res number @ e CO m pany

Login Page

Login 1 Field/ Description
Button

Go to https://contractor.bhp.com and click on
‘Login.

Register Page

Field/ Description
Button

a e Type ‘Company Name’ and select from the auto

populated dropdown list. If your company name

does not appear on the list, contact Training

Company Representative Details ©

* Job Title

* First Name “ Last Name
* Contact Number = Email
* Password “ Confirm Password

BHP Contract Owner Details ®

* Job Title

* First Name  Last Name

* Contact Number = Email

Administration team

e Company Enter the same address provided during BHP
Address  vendor registration process

BHP ‘BHP vendor’ number is shared with the

_e Vendor  contractor company during BHP vendor approval
e Or process. ‘C-Res number’ is applicable only if the
C-Res company is engaged through the Australian
Number  Coal Local Buying Program

Check your last Purchase Order (PO) to find your Vendor Number

Company  Enter ‘Company Representative Details’. i.e.

Repre-  contractor Admin details
sentative . _
Details & Email address must be unique.

Generic Email Ids will be rejected

O

BHP Enter ‘BHP Contractownerdetails’. This BHP

Contract  employeeis aresponsible person or contactfor the
Owner contractor. The system will only accepta bhp email to

STEP 3

BHP Contract Owner Details

Company Representative Details

Details proceed to the next step.
0 Next User redirected to ‘Verify Details’ for review
Verify Page

Field/ Description
Button

Complete the cybersecurity test and Register. The
Registration request is sent to BHP Training
Administration team for processing

(1) NFORMATION

On approval, you will receive an email with
instructions on logging in.

Or

Training Administration team may ask
additional information for erification.

N
For more information, referto the workinstruction on the ‘Resources’ section in the BHP Contractor Website or% Contractor Owners


https://contractor.bhp.com
mailto:trainingsupport@bhp.com
mailto:trainingsupport@bhp.com
https://case.bhpbilliton.com/en-US/lms-external/
https://case.bhpbilliton.com/en-US/lms-external/

BHP

MULTI-FACTOR AUTHENTICATION (MFA)

Login Page

Information FAGQ Contact 1 Register Log In F-
ield/ D iDti
escription
Button

Go to https://contractor.bhp.com . Enter your
registered email and the temporary password.

Log in
STEP5 Multi-Factor Authentication

Two-factor authentication Field/ Description
Button

Wehavejustemaiauasecuritycode. Please enter it here. Once your reglstratlon has been appro\ed' you
Securtty code 9 will be required to satisfy the multi-factor
Security authentication requirement when logging into
Code the Contractor Website. After you enter your

e-mail address and password, a screen will
prompt you to enter a security code.

e A security code will be emailed to your registered
° contractorieaming@bhp.com o o o o o Email email address. Copy this code.
To: Sekhar, Shema
Hi, e Enter the security code in the box and hit Verify.
Your security code to log in to the BHP Contractor Website is After successful verification, you will be granted
946573 e Verify full access to your contractor admin account.
Please note that codes are valid for six minutes. If you take longer than six minutes
o esner heicoclyou il get an invelid cderermor Mestage. & You have 6 minutes to enter the security code.
T R ematec sl Reme oot mepner Otherwise, you will need to log-in again to request
a new code.

dialogue box and log-in again. A new security code
We have justaiyeuasecuntycnde, Please enter it here. will be sent to your email. 5 failed attempts will
result to your account being locked.

Two-factor authentication & If you entered an invalid security code, close the

Security code

946573

(1) NFORMATION

Data privacy is \ital to our business.
Multi-factor authentication (MFA) is our
way of preventing unauthorized account
access and safeguarding ccontractors'
personal data. Providing a username and
Multi-Factor Authentication password coupled with a code sent to

your email increases protection of your
Question account.

Will I be prompted each

time I log-in? If your registered email address is invalid, you
will not be able to log in. Please reach out to

Answer

our BHP Training Administration team for
assistance using to update your
email address.

Yes. You will need to
re-authenticate each

MULTI-FACTOR time you log in to the
AUTHENTICATION  contractor Website.

S
For more information, refer to the work instruction on the ‘Resources’ section in the BHP Contractor Website or % Contractor Owners


https://contractor.bhp.com/
https://case.bhpbilliton.com/en-US/lms-external/
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HOW TO ADD NEW CONTRACTOR PROFILE (1/3)

BHP Contractor Website can be found at g https://contractor.bhp.com

Once you ‘Login’, you will be redirected to ‘Profiles’ page and then click on ‘Add New Contractor Profile’

Location

0 Field/ Description

o Location
Button

e Personal Info e Roles o Upload e Review

Location Details 1 Select Region, Commodity,
“Please select a region @ o Pl’lmal’y LOCanon,
‘ Australia v ‘ 1 ) Additional Locations (select
ocation  mtiple locations if contractor
“Please select a commodity @ Details .
‘ oA 5 ‘ requires) & Department from
dropdown list
“Please select a primary location @
‘ Blackwater .o v & Mandatory training/s will be assigned to the
y ) ) Contractor based on primary and
Please select any additional locations (maximum of 10) @ L .
H Brisbane 4 Broadmeadow  caval Ridge additional locations selected
[J Central QLD office [ Daunia [] Goonyella
[ Hay Point [ Major Shutdowns [ Norwich Park At any time during the prof”e
FeskBouns e @ creation, click ‘Save’ to record & you
“Please select a department @ Save can then return to the profile creation
‘ Engineering “ ‘ later
e ‘Next’ will take you to ‘Step 2’

Personal Info

oFinisn Fleld/ DeSCI’Iptlon
Button

e Personal Info e Roles

o Location o Upload e Review

Personal Details c

“First Name @ *Last Name @ *Date of Birth @
‘ First Last ‘ ‘ 01/02/1993

Complete Personal details for the
0 Contractor. Choosing the right

Personal ‘Position Title’ is importantas
Details Training/s are allocated basis the
‘Position Title’

“Address Line 1 Address Line 2

‘ 101 Sample Street

“Suburb “ State ‘Postcode

‘ Somewhere QLD ‘ ‘ 4444
“Emai “Confirm Email For more info, referto Appendix—
‘ first last@sample.com & first last@sample.com & P : S |I| : n T|I| E

* Phone Number Please provide a minimum of 2 phone numbers
‘Work Phone Home Phone Mobile Phone

‘ 9999999 ‘ ‘

& Email addresses must be unique and active. Generic
Email addresses will berejected by the Training
Administrationteam. Please provide active contact

‘Gender usi @

Female ~
‘ ‘ detailsaslogin defails are sentto Contractor’s Email.
"surl Date @ Company Name ‘
13/03/2023 TALEN
e Details entered maybe used by
Emergency Contact ErEE ey BHP team to contact during an

emergencysituation.

“First Name “Last Name *Phone
‘ Emergency Person ‘ ‘ 87654321

Contact

e This BHP employeeis aresponsible
BHP person or contact for the contractor.
Contract  The system will only accepta bhp email
owner to proceed to the next step.

[ oux | [ oo | (4] Next

BHP Supervisor / Contract Owner @ e

* First Name * Last Name * Job Title

‘ Super Visor ‘ ‘ Supervisor

* BHP Email Address

‘ super.visor@bhp.com

Next' will take you to ‘Step 3’

S
For more information, refer to the work instruction on the ‘Resources’ section in the BHP Contractor Website or% Contractor Owners


https://contractor.bhp.com/

BHP

HOW TO ADD NEW CONTRACTOR PROFILE (2/3)

BHP Contractor Website can be found at (__] https://contractor.bhp.com

-

Please note that the completion of the Roles sectionis OPTIONAL and should only be completed if
advised by your BHP Representative or Contract Owner. If not required, proceed to Step 4 ‘Upload’

STEP3 Roles
Q Firsn Add a Role

o Personal Info o Roles

o Location o Upload e Review

Roles (Optional) BFL'I‘;':r/] Description

e Flease note that the completion of this section is OFTIONAL, it is not mandatory to complete this information. Only fill in

this section if you have been advised to complete this section by your BHP representative/Contract Owner.
Flease skip this step if not advised.
If you want to Add a new ‘role’ to
Please note that adding a Role 1o a person’s profile may result in leaming being assigned to the person in the LMS and o y
wil impact thek compliance: a user select the role you want by
Add clicking on the + symbol next to
You can use the search field 1o filter the roles. To select a role (and move to the right hand column), use the + button. If you need New Role the name of the role
to remove one selected, you can use the rubbish bin or the remove all bution. There is a drag and drop funclionality also
available
Enter a value to filter the list of roles below “
Filtered Roles (228) @ Assigned Roles (0) @ 9 ) . :
Administration Officer | - Click ‘Save
Save
Apprentice Bodermaker
Apprentice Electrical

Apprentice Mechanical Fitter Add zero or more roles here.

Delete a Role

Apprentics Plumber

Autonomy Zone Controlier Drilling

Field/ Description
Button

Autonomy Zeng Operator Driling

Autonomy Zone Operator Production

Beht Splicer Level 1

If you want to Delete a ‘role’ from
9 a user select the role you want by
clicking on the trash iconfiifjnext

Belt Splicer Level 2

Beit Splicer Level 3

EooppooOoooOoOoan

Delete
Biast Controller _ to the name of the role
> Role
Roles
Use the search below to filter the list of roles on the left hand side. Use the add and remove buttons or drag and drop roles from E Cl |C k ‘ S ave ’
either side as required Save

2o

Filtered Roles (227) @ Selected Roles(2) @
Apprentice Bollermaicer SICO0240 - Administration Officer
Apprentice Bectrical SICO0241 - Maintenance Biectrical Shift

Note: This new Roles page will be
visible to all Contractor Admins
when onboarding new users.

Apprentice Mechanical Fitter  SICD0242 -
Apprentice Plumber SIC00243
Autonomy Zone Controlier Drillng SJCO0292 m
Autonamy Zone Operator Driling  SICDI290 - m
Autonomy Zone Operator Production 5]:33:9'
Bet Solicer Level | SIC00151
Bet Splicer Level 2 SICONS2 -
Beit Splicer Level 3 SICDS3 -

Biast Controlier SIC00021 -
-

It is only to be completed if advised
by a BHP Business Administrators
as being a requirement for
onboarding a contractor.
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HOW TO ADD NEW CONTRACTOR PROFILE (3/3)

Description

o Location e Personal Info e Roles o Upload

* Please selectan ID type @ Q

‘ Ple Passport h ‘

Qe @rne Select ID type from dropdown list.
List shows different ID types as per

ID Type  the ‘Region’ selected in ‘Stepl’

Q ‘Browse’ to select the document from
your desktop

* Choose file (3MB maximum size. Image files or Pdfs only)

Browse

& File must be either an image or PDF &
size should not exceed 3MB

| Passport SCAN

‘o Location e Personal Info o Roles o Upload o Review o Finish FI ) | d/ De Scrl pt| on
Location Details Button

Region Commodity Primary Location Department
Australia BMA Blackwater Engineering

Personal Details
Position Title
Emergency Contact

First Name Last Name Phone
0400000000

Review information entered in Contractor profile

o ‘Back’ can take you to a specific
step if you want to make changes

Fiper van der Toom
BHP Supervisor / Contract Owner
First Name Last Name

Avery Hines

e ‘Submit’ will complete the profile
Submit creation

Jab Title

Supervisor supervisor@iest. com

Email

—_ Field/ Description
@ Fimsn Button

* FHnish displays successful submission of
request

o Location o Personal Info o Roles o Upload e Review

Profile request submitted successfully!

The profile request for your employee has been successfully submitted. You will be netified by an
email when the request has been actioned

+ Create another request like this

* Once processedyou will receive an email on
profile creation /rejection with remarks

* On profile creation, Contractors will also
receive an automated email with login details

e ]
Create L . .
i &It takes one day for the profile verification by the training supportteam. || ahother | ClICKINg this will start a new contractor
On creation, mandatory trainings w il be auto assigned to the request profile request with similar location details

In case of no receipt of Email in Inbox or Junk

contact Training Administrationteam

Click here to know about learnings w hich Contractor completes

Contractor in Learning Management System (LMS) i
outside LMS i

How To Reactivate A Contractor Profile

If Contractor has an existing profile, follow the steps in ‘How to Add New Contractor Profile’.
If the profile creation request gets approved, the existing profile will be reactivated and the new data
entered in the request will supersede the data on the existing contractor profile.

@eactivation requests are subject to internal approval.



https://contractor.bhp.com
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HOW TO EDIT CONTRACTOR PROFILES (1/2)

Submit Edit Requests Overview

Contractor
Admin

Identify & Verify the
right Contractor to be changed

0D -5 @) B

Enter contractor details to identify
the right contractor profile
*Contractor ID
*Contractor FirstName
*Contractor LastName
*Date of Birth

Choose the datafield
the Contractor profile

‘EditField’

Submit

— s - —

You canreview all the
changes andthen click on

Confirm

Clickon Submit, once
all the required
changes are updated

Choose data field

be changed from the
dropdown list& clickon

R S

Enter
new value

Enter new value
B For name changes, you
will need to upload a
supporting identity
document for
Verification e.g Passport

of
to

&N

o Choose another
data field

o — ——

%

Choose anotherdata
fieldto be changed

from the dropdown list
and follow step 3

Field/
Button

Contractor
Name

+ Add New Contractor Profile # Submit Edit Request + Submit Deactivation Request

Search Profiles

Contractor Number Contractor Name

Please selecta status v ‘

Requested Date Created Date Status

ddimmiyyyy =] =]

BT T

Search Results

dd/mmiyyyy

Contractor

Number Contractor Name. Requested Date Created Date Created By Status.

5C0245533 asdasd asdasd May 92023 May 9, 2023

Amit Suman

Active

SC0245537 Test Crows May 4. 2023 Way 4. 2023

Actions
5C0245536 Test Right May 42023 May 42023 Active M
enu
MA0245535 ELIASAS NANCUCHEOY May 3.2023 May 3. 2023 Active m

Search Results

Cantractor
Number

Contractor Name Requested Date CrestedDate  Created By Status a

0245538 asdasd asdasd Way 9 2023 May 9.2023 :m':tiula;m > Aclive ::::: v | Submit
SC0245537 Test Crows May 4 2023 May 4 2023 Amit Suman Active gi:;;'cm‘ Ed I t
aritsuman@tbp.com STt |
50245536 Test Right Moy 4 2023 May 4. 2023 Amil Suman Aclive ;c . =) Re q ue St
Please enter the details of the contractor profile you would like updated e
* Contractor ID * Existing Contractor First Name  * Existing Contractor Last Name  * Date of Birth Use r P ro fl | e
300245538 asdasd asdasd 01/01/2000 3 ‘ ° Verified
Please enter the details of the contractor profile you would like updated User Profile
* Contractor 1D * Existing Contractor First Name  * Existing Contractor Last Name  * Date of Birth m NOt
MAO100018 Tos Person Verified

2000012022 @ °

Identify and Verify Contractor

Description

From Profile page, enter name and
contractor number (starting with SC)
of the contractor;

Click ‘Search’

Once contractor name appears in display
listbelow;

Click on dropdown menu on righthand
side called “Actions’

Select ‘Submit Edit Request’ from
dropdown menu

When the Submit Edit Request screen
loads and after entering all of the
informationagreentick  willappear
indicating the profile has been verified by
the system.

If the system is unable to verify the
profile a red cros <9 will appear indicating
that the profile cannot be verified and no
further action can be taken. Please check
all data entered again.
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HOW TO EDIT ACONTRACTOR PROFILES (2/2)

STEP 2

Profiles

Submit Edit Request

Please enter the details of the contractor profile you would like updated

* Existing Contractor First Name  * Existing Contractor Last Name  * Date of Birth

01012000 0 ‘ °
T T

* Contractor 1D
| scozass3s asdasd asdasd

*Please seleci a field 1o edit

Please sslect
| Personal Details -
Location Detadls [

First Name
Last Name
Address
Address Line 2
Suburb

State
Postcode

Please enter the details of the contractor profile you would like updated

* Contractor ID * Existing Contractor First Name  * Existing Contractor Last Name  * Date of Birth
1T

5C0245538 asdasd ‘ asdasd ‘ 01/0172000 O °

o Original location defails for this contractor have been pre-selecied where possibie n

“Please select a primary location @

Blackwater v e
Please select any additional location
= Adelaide ) Brisbane

L Broadmeadow

Caval Ridge Daunia Goonyella
Hay Point ) Melbourne Peak Downs
~ perth 1 sarajl

Don’t forget to
select the right
Department!

:

“Please select a department @
COM Warehousing Inventory & Logistics e

“Please select a field to edit

Roles 6

Filtered Roles (225) @ Assigned Roles (3) @

Administration Officer - Blast Controlier u -
Apprentice Bolermaker - Blast Guard n
Apprentice Electrical Operator Blast Crew u
Filtered Roles (225) @ Assigned Roles (3) @
Balt Splicer Lovel 2 . - Blast Controller u :
Balt Splicer Lovel 3 - Blast Sweapac a n
Operator Blast Crew n

== = @

Brake Analyser & Evaluator Heavy Vehice

Confirm Edit Request Submission

Contractor ID First Name Last Name Date of Birth
SC0245538 Asad Asad 01/012000
Eield to Update Value _
Rale @ Blast Controler

e ]

® Blast Sweeper

® Operator Blast Crew )_@
Edmary. Lacation Blackwater

Caval Ridge + Hay Point + Daunia

COM Warehousing Inventory & Logistics

| o

& All editrequests are subjecttointernal approval from
Training Administration

Choose DataField/s to Edit

Field/ Description
Button
o From the dropdown list select which
Data data field tobe changed e.g
Field ‘Location Details’
e_ Click ‘Edit Field’
Edit
Field
Select a new Primary Location from
9 the available list.
Change Note: The locations that will appear
Primary will be limited to the region and
Location commodity for contractors current
profile (e.g. Australia / BMA)
0 Choose any Additional Locations
that the contractor needs to be
A,‘O_Id assigned Multiple locations will
Additional 00 with a + separating them in
Locations  4pa confirmation screen.
e Select New Department
Add selection from the available list
Department

m If you do not need to make any additional edits, =
: the Confirm Edit Request Submission display :
= window will appear. Click ‘Confirm’. [
EEEEEEEEEEEEEEEEEEEEEEEEEEDS
e Additional fields can also be
Edit edited by selecting the options from
Additional the dropdown menu e.g Roles
Fields
a When selecting a role to be edited in
the Roles list; The role to be ‘Added’
Add Roles

will show as highlighted in [R&B and

Delete Roles  pgjations’ will be in

e Verify all the changes you have
Verify made in the Confirm Edit Request
Changes Submission display window. If you
need to make more changes you
can do so here.
9_ Click Confirm your submit the Edit
Confirm Request Submission/s

Edits
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HOW TO MANAGE CONTRACTOR ADMIN PROFILE

BHP Contractor Website can be found at (__] https://contractor.bhp.com
Onceyou ‘Login’, click on ‘My Account’ to manage Account details by:

* View & Edit Profile * Change Password * Forgot & Reset Password

View & Edit Profile — My Accounts Page

Company Name Business Registration Number : ) .
Test Company 0 51806777 665 Field/Button Description
Company Address BHP Vendor / C-Res number
123 Main St, Sydney, NSW mm
Company Representative Details q g g 5 .
sob T o Company Details Contract company information is displayed
Contractor Mananger
First Name Last Name | C R tati
ompany Representative ) )
: 9 pany e You can edit all own details

Contact Number Email

Details

0414141414 test@test.com

Change Password 3
Contract ow"er’m“se e Change Password User redirected to ‘Change Password’

* Job Title

BHP Employee
- First Name * Last Name e Contract Owner Details You can edit ‘Contract Owner Details’
Sharlene Hoffman
* Contact Number * Email . i
y— tesz@iestcon e Submit ‘Submit’ to successfully record changes

m
Change Password — My Accounts Page

Current Password Field/Button Description

o Current Password Enter ‘Current Password’

New Password

Confirm Password

| e New & Confirm Enter new password
Password

|m e | e Submit ‘Submit’ to successfully change password
[ ]
Forgot Password — Login Page

eld/B 0 De olife
ssword This redirects to ‘Forgot Password’ page
Eg;gsovtvord & After 5 unsuccessful Login attempts the account
Ty — will be locked for 30 minutes until next attempt
_ Email Enter registered Email

Email
| - | You will receive a mail with ‘Reset password’ link

Q e Submit with token no. in the registered Email ID. You are

auto redirected to ‘Reset Password’ page

Reset Password

Field/Button/Link Description
o Email Enter registered Email ID

Token

e Token Enter token details received in the Email

(1]

(2]

(3] | @ "sous
o |

i’assworu

Confirm Password

. Enter new password
Confirm Password P

[ cancet | o Submit ‘Submit’ to successfully ‘Reset Password’

For more information, refer to the work instruction on the ‘Resources’ section in the BHP Contractor Website or @Contractor Owners
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HOW TO SEARCH & DEACTIVATE PROFILE

BHP Contractor Website can be found at D https://contractor.bhp.com

-

@ _Search Profiles

Onceyou Login’, you will be redirected to Field/ Description
Profiles’ page where you can see ‘Search Button
Profiles’section :
Select from any of the below filters to
— — Search search a specific Contractor -
‘ | | | Flters Contractor Number, Contractor Name,
Requested Date Crested Dt st Requested Date, Created Date, Status
‘ ﬂ ‘ ﬂ Please select astatus v 1
Please select a stalus )
e 2 — Feving e Search Reloads the page with search result
Active
Inactive
Search Results Defered
Contrctor e Results List of contractors displayed in a tabular
Number ~ Contracter Name Requested Date Created Date Status 4 form at
Aug 2, 2018 New Aclions M
Duane Amsirong Aug2, 2018 Aug2, 2018 Pending Ackons v * ‘View’ opens the contractor info in read-
Aug 1,2018 New ) only format
iz 2018 Hew = 5 e Action . pyplicate’ redirects user to ‘Add New
Contractor Profile’ page with selected
contractor data
» ‘Edit’ redirects to ‘Submit Edit Request’
Page
* ‘Delete’

X} Submit Deactivation Request

Once you ‘Login’, you will be redirected to Field/ Description

Profiles’ page and then click on ‘Submit Button

Deactivation Request’ a Enter the contractor profile details -
Contractor Contractor ID, First Name Last Name &

* Contractor ID ~First Name “Last Name “Date of Birth profile Date of Birth

12345675 || e || smin IH Jan 1, 2018 ﬂ details

* Reason for Deactivation
2 Contractor no longer employed at Contracting Compan
2 Contractor no lenger required to work at a BHP locatis
© Contractor on extended leave W Select the appropriate reason for
® Other DeaC“Vathn deact“fa“on

Reason

Cancel 3 Submit

‘Submit’ redirects the Admin to ‘Confirm
l Submit Deactivation’ page

Confirm Deactivation Request e

Contractor ID First Name Last Name  Date of Birth
12345678 Joe Smith Jan 1, 2018 Confirm

The deactivation requestwill be sentto

the Training Administration team for approval

Reason for Deactivation
Other

(=[O

For more information, referto the work instruction on the ‘Resources’ section in the BHP Contractor Website or@ ontractor Owners

Deactivation requests are subject to internal
approval
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BHP

HOW TO CREATE CONTRACTOR PROFILE IN BULK (1/2)

BHP Contractor Website can be found atg https://contractor.bhp.com

STEP 1 Download Bulk Import Template
| BHP Field/ Description
ome Information FAQ Contact Profiles Resources My Account B Log Out Button
l iownioad femplaies . .
Once you ‘Login’, click the ‘Download
l Templates’ under the ‘Bulk Import’ menu
Download Bulk Import Template e T_(I?;;glate dSreOIe(cj:(t)v:/?port Profiles’ from
* Please select a template type @ P
meenrles _ e d e Region, |y order to download the right
* Please select a region COmmOd'ty, template, choose valid Reglon’
Austalia d Prlmgry Commodity and Primary Location
* Please select a commodity @ Location
el : _ 'e '] /A If a Contractor needs to enter different
* Please select a primary location © locations, a different template needs to be
Blackwater M | downloaded
e A ‘Bulk Import Template’
Download (spreadsheet) will be downloaded in
desktop

| R Freigs markea - are required. F|e|d/ DeSCI’i tion
3 Template Type Import 1 p
P ype Iz Department must match one of the values lisg

4 Template Version 2 1 B u tto n

5 |Region Australia AU ] Senoer mustcontain ither Male, Female, or

6 |Commodity Coal co 1

A ation T a0 All dates must be entered in YYYY-MI-DD forr

8 One of Home/Work/Mobile Phone is required| - B

E ! Read & comply instruction carefully &

T Do not edit the above values b 1 new tempiate file must be downloaded for 7 .

I late the ‘Bulk | rt T late’ h fil
r L populate the ‘Bulk Import Template’ with profile
. g & . . . ’ - s s =

12 Department First Name Last Name Date of Birth Address Line 1 Address (Thes Subur

13 |planning Octavio Otani 12/31/1981 9081 0ld York St. Doylestown data from columns ‘A’ to ‘W’

14 [Planning Demarcus Deem 1970-12-31 Iseymour

15 |Planning Bell Bierce 1980-12-31 8294 Church st. Rahway

16 Planning salley Segraves 1994-12-31 8548 N. Morris Ave Princeton

17|Planning Dorinda Dowdy 1960-12-31 71 Laurel Ave Tuckerton 1 i ( 1 i ) 1 6=y
18 |Planning Nakesha Nakashima 1975-12-31 4Clinton St Refer the instructions hlghllghted In CO|umnS F &
19 |Planning Madeleine Mcphatter 1985-12-31 578King St ottumwa e

20 Planning Marcus Murtha 1999-12-31 63 High Rd Manchester G Of the downloaded S preads heet

21 |Planning Dawne Desouza 1966-12-31 72 Pendergast Dr. Madisonville
| 22 |Planning Jerald Jakubowski 1977-12-31 95 Van Dyke Court Hopkinsville

Profilelmport - 20180807 @ ‘

STEP 3 Upload Bulk Import Template
'BHP Field/ Description

Home Information FAQ Contact Pr Julk Log Out Button

9 Once you populate the excel with all the
l' mandatory (*) fields, save the file and click ‘Upload
Profile Data’ under the ‘Bulk Import’ menu

* Please select a template type @

| impor Profies 2] v Template ggject \mport Profiles’ from dropdown

Template type is requirea Typ €

* Choose file (XL3X files only, 50MB max file size) h ‘Browse’ and select the populated 'Bulk

‘ Bulk_Import_Profiles xlsx e | Browse CFi(I)e? € Im port Template’ that was saved in your
computer

T @ |°Up|oad Click ‘Upload’ to upload the file

For more information, referto the workinstruction on the ‘Resources’ section in the BHP Contractor Website or @Contractor Owners
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BHP

HOW TO CREATE CONTRACTOR PROFILE IN BULK (2/2)

BHP Contractor Website can be found at D https://contractor.bhp.com

Fix ImportErrors

Import Errors Detected Field/ Description
Button

Please correctthe errors and re-upload the file
Row# Name DateofBirth ErrorLlist | !f there is any error in the Upload File, you will see this
13 Octavio Otani null : # Date of Birth: Invalid Date (12/31/1981] Import Errors Detected’ window

1
14 Demarcus Deem Dec 31, 1970 : ® Address Line 1: Required field empty The error list shows details - Row NO., Name, Date of
18 NakeshaNakashima Dec31,1975 | e Suburb: Required fiekd emply Birth, Error List (error description)

1
20 Marcus Murtha Dec 31, 1999 L- Post Code: Required field empty Fix the errors as per the error description, save the

The above personal detailsis dummyinformation used for |  template and then re-upload the ‘Bulk Import

explaining the system flow iTemplate'

Upload ID and Submit

Field/ Description
Button

If there are no errors, you will be redirected to
‘Upload ID & Submit’ page to upload the valid ID for

114 profiles imported each contractor
Row # Name Date of Birth Email 1D Type Attachment Action

| Submitted o ID Type Select‘ID type’ from dropdown

13 Octavia Otani  Dec 31, 1970 octavia@gmail.com | T ‘,| | ]

14 Demarcus Deem Dec 31, 1970 demarcus@gmail.eﬁmh oor ,eam Cefificale png I.m e Attach- Click on high"g_hted button to ‘Browse’
i ment & select the valid ID attachment
15 Bemy Veldovan Dec3, 1970 bery@gmailcom | Drivers L '| | P — I.m

1 &File must be either an image or PDF & size
I_._m should not exceed 3MB

16 Rafael Gomez Dec4 1970 rafa@gmail.com

| Passport '| | Passpori png

Click ‘Submit’ to submit individual
________ Q Submit  profile creation request and the status
i is changed to ‘Submitted’

&The above personal detailsis dummyinformation used for
explaining the system flow

Profile creation requests are subject to
internal approval

A Bulk Import Template Instructions

+ All fields marked in (*) are required

+ ‘Department’ must match one of the values - Major Projects, HSE, Office Based Workers, Engineering,
Maintenance, Planning, Production Coal,) Production Overburden, Supply, Technology Operations &
Infrastructure

* ‘Gender’ must be either Male, Female, or Indeterminate
+ All dates must be entered in YYYY-MM-DD format (e.g. 2018-12-31)

» Any one contact number type is required (Home / Work / Mobile Phone). More than one can be entered if
available

* A new template file must be downloaded for each location. This means if a contractor needs to be given two
site access then the profile data has to be populated in two different template files

* Itisrecommended to download the template each time you wish to upload new profiles as we may do
improvements and templates may have changed from the previous one

For more information, refer to the workinstruction on the ‘Resources’ section in the BHP Contractor Website or @Contractor Owners
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HOW TO EDIT CONTRACTOR PROFILES IN BULK (1/2)

(™=

STEP 1 Download Bulk Amend Template
BHP Field/ Description

Home Information FAQ Contact Profiles Resources My Account ulk Import - Log Out Button

"""" | 0 Once you ‘Login’, click the ‘Download
l Templates’ under the ‘Bulk Import’ menu
e Template Select ‘Amend Profiles’ from
Download Bulk Import Template Type  dropdown
" Please select a template type © _ In order to download the right
Amend Profiles Q '| e Region  template, choose valid ‘Region’

* Please select a region @

Australia 6 v| At atime you can amend profiles in bulk

belonging to same Region only.

A ‘Bulk Amend Template’
e Download (spreadsheet) will be downloaded
in desktop

Populate Bulk Amend Template

Bulk Amend Profiles - De SCri ptl on
; Template Type Amend :
L S = 1 s e o e, Read & comply instruction carefully &
= 1 L :
2 1 tamenans cenam e POPUlate the ‘Bulk Amend Template’ with the
1 .
5 g Hommeeesilraquired data and the amendments you want to
0 not edit the above values I Anewtempiate file must be downio
2 e — p e request from columns ‘A’ to ‘W’
12 * Contractor ID * Existing First Name * Existing Last Name * Existing Date of Birth Address Line 1 Address line 2 Surh|
13 SC5000157 Octavio Otani 1991-12-31 Unitl . . . . .
L < B Bz R IS Search the existing profile details using ‘Search &
15 SC5000155 Bell Bierce 1980-12-31
16 |SC5000154 Salley Segraves 1994-12-31 V| ew Proﬁ | e’
17 |SC5000153 Dorinda Dowdy 1960-12-31 Montclair
18 SC5000152 Nakesha Nakashima 1975-12-31
adeleine cphatter -12- . . .
s — e T You can refer the instructions in columns ‘F’ & ‘G’ of
B o e the downloaded spreadsheet

STEP 3 Upload Bulk Amend Template
BHP Field/ Description
Home Information FAQ Contact Profiles Resources My Account Bulk ot - Log Out Button
Ao oo Froie Dt o Once you populate the excel with all the
l mandatory (*) fields, save the file and click the
‘Upload Profile Data’ under the ‘Bulk Import’ menu
* Please select a template type © Template Select ‘Amend Profiles’ from
Amend Profiles e N Type dropdown
TZ:Z?:T'P‘;:)::EI::‘::::'; only, S0MB max file size) eChoose ‘Browse’ and select the pOpU|ated
. : : ’Bulk Amend Template’ that was
Bulk_Amend_Frofiles_TestData_1 xisx e m File saved in your compﬁter

°Upload

Click ‘Upload’ to upload the file

For more information, referto the workinstruction on the ‘Resources’ section in the BHP Contractor Website or @Contractor Owners
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HOW TO EDIT CONTRACTOR PROFILES IN BULK (2/2) =

BHP Contractor Website can be found at D https://contractor.bhp.com

Fix ImportErrors

Field/

Description
Button

Import Errors Detected

Please correctthe errors and re-upload the file
If there is any error in the Upload File, you will see

Row# Name Date of Birth | Error List S .
' this ‘Import Errors Detected’ window
13 Octavio Otani nuil 1 * Date of Birth: Invalid Date (12/31/1991) ) ]
H The error list shows details - Row No., Name, Date
14 Demarcus Deem  Dec 31,1970} # Contractor ID: Required field empty of Birth, Error List (error description)
I
I
N N i 7 : i . _
18 akesha Nakashima Dec 31, 19 5: ® Contractor ID: Required field empty Fix the errors as per the error descrlptlon, save the

|

____________________________ template and then re-upload the ‘Bulk Amend
&The above personal detailsis dummyinformation used for Template’
explaining the system flow

Submit Profile Amendments

Row # Contractor ID Name Date of Birth Amendments

:---: _ _ Field/ Description
117 & 1 SC5000153 Dorinda Dowdy Dec 31, 1960 & Suburb - Montclair Button
1
:13 v : SC5000152 MNakesha Nakashima Dec 31, 1975 ® Supenvisor First Name - Jenny
1 . .
119@ 15C5000151  Madeleine Mcphatter Dec 31,1985 @ Work Phone - 27772272 If there are no errors, you will be redirected to
1 ‘ . . )
1
120% : SC5000150  Marcus Murtha Dec 31,1999 e State - QLD Submit Profile Amendments page
1 . .
121 | SC5000149  Dawne Desouza Dec31,1966 ® Post Code - 4444 ReqUEStEd amendments are displayed against each
i ! o Start Date - Jan 1. 2019 profile
1
! 5C5000148  Jerald Jakubowski Dec 31,1977 ® Email - testuser@talen.com.au . .
- e Select the profiles by checking the box &

‘ heck

&The above personal detailsis dummyinformation used for & A ERE I UEES @ SUREET 1 IMiEine,

explaining the system flow i approval

/1% Bulk Amend TemplateInstructions

+ Allfields marked in (*) are required. For non-required fields, only enter values in the fields you want to amend.

» ‘Contractor Id’, ‘First Name’, ‘Last Name’, and ‘Date Of Birth’ are required fields and must match the current
contractor values. Search the existing details using ‘Search & View Profile’

+ Ifamending ‘Gender’, the values must be either Male, Female, or Indeterminate

+ If amending dates, the format must be entered in YYYY-MM-DD (e.g. 2018-12-31)

* A new template file must be downloaded for each region. This means if a contractor details has to be

updated who has access to 2 regions then the amendments has to be uploaded in two different template files per
region

* Itis recommended to download the template each time you wish to amend profiles as we may do
improvements and templates may have changed from the previous one

For more information, referto the workinstruction on the ‘Resources’ section in the BHP Contractor Website or @Contractor Owners
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HOW TO DEACTIVATE PROFILES IN BULK (1/2)

BHP Contractor Website can be found at D https://contractor.bhp.com

STEP 1 Download Bulk Deactivate Template

BHP Field/

Home Information FAQ Contact Profiles Resources My Account Bulk Import ~ Log Out Button
l Download Templates
4-_|'Upﬁa?%ﬁ'ﬁaﬁ' Once you ‘Login’, click the ‘Download
Templates’ under the ‘Bulk Import’ menu

Download Bulk Import Template e Template Select ‘Deactivate Profiles’ from
* Please select a template type ® Type dl’OdeWﬂ

‘ Deactivate Profiles 9 v

Description

A ‘Bulk Deactivate Template’

Cancel e Download (spreadsheet) will be downloaded in

desktop

B L € L D L L Il L
. e e ..

;: _ — : All fields markl::t‘":r::‘:: Descri ptl on
3 |Template Type Deactivate 1
4 [Template Version 2 J Dste of Birth - Must contai
5 format YYYY-MM-DD (e.g. i i
A T e«l A\ Read & comply instruction carefully &
. e renmonmurbedpopulate the ‘Bulk Deactivate Profiles Template’
s | number must correspond _ ; f I ‘A’ . E’
5| ressons speaiiedbelow: | With the required data from columns to
10| Do not edit the above values : q
11| 4 (Contractor no longer enf) . . .
12| *contractor D * First Name * Last Name * Date of Birth *Reason =cnntractingcnmpanv) SearCh the proﬁle detalls uSlng ‘Search & VIeW
13 [5C5000157 Octavio Otani 1991-12-31 fa 5 (Contractor no longer red)
14 [sc5000156 Demarcus Deem 1970-12-31 :5 J t2BHP location) Profile’
15 [$C5000155 Eell Bierce 1980-12-31 (3 6 (Contractor on extended| ~—
16 |SC5000154 Salley Segraves 1994-12-31 7 1 7 (Other)
17|scso00153 Dorinda Dowdy 1960-12-31 ] L . . . P -
18 [scso00152 Nakesha Nakashima 15751231 - ———— You can refer the instructions in columns ‘F’ to ‘I' of
19 [sc5000151 Madeleine Mcphatter 1985-12-31 (]
20|scs000150 T Murtha e 5 the downloaded spreadsheet
21 |SC5000143 Dawne Desouza 1966-12-31 :l
22 15C5000148 Jerald Jakubowski 1977:12:31 5

STEP 3 Upload Bulk Deactivate Template

BHP Field/

_ Description
Home Information FAQ Contact Profiles Resources My Account  Bulk Import - Log Out Button

Download Templates
--------

——@® Once you populate the excel with all the
l mandatory (*) fields, save the file and click the

‘Upload Profile Data’ under the ‘Bulk Import’ menu

" Please select a template type @ , e Template gelect ‘Deactivate Profiles’ from
Deactivate Profiles e v Type dropdown
TErmpie e i reguied e Choose  Browse’ and select the populated
’ H i)
- Choose file (XLSX files only, 50MB max file size) File Bulk Deactivate Template’ that
was saved in your computer
Bulk_Deactivate_Profiles_TestData_1.xisx e Browse y P

m e Upload  Click ‘Upload’ to upload the file

For more information, refer to the work instruction on the ‘Resources’ section in the BHP Contractor Website or @Contractor Owners
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HOW TO DEACTIVATE PROFILES IN BULK (2/2)

BHP Contractor Website can be found at (] https://contractor.bhp.com

STEP 4 Fix ImportErrors

‘ Field/ Description
Import Errors Detected Button

Please correctthe errors and re-upload the file

: If there is any error in the Upload File, you will see
Rew Contractor ID Name Date al'EInh: Errer List this ‘Import Errors Detected’ window

16 SC5000154  Salley Segraves null : * Date of Birth: Invalid Date (31/12/1994)

The error list shows details - Row No., Contractor ID
21 SC5000149 Dawne Desouza Dec 31 1963: ® Reason Invalid Reason (No longer employed) Name, Date of Birth, Error List (erl’OI’ description)

Fix the errors as per the error description, save the
________ .template and then re-upload the ‘Bulk Deactivate

&The above personal detailsis dummyinformation used for i Template’
explaining the system flow

Submit Deactivation Requests

Field/ Description
Button

Row Contractor ID Name Date of Birth Reason

:|9 v :SC5000151 Madeleine Mcphatter Dec 31, 1985 Contractor on extended leave

If there are no errors, you will be redirected to

1
Ipo « ISC5000150 Marcus Murtha Dec 31, 1999 Other i X A
‘Submit Deactivation Requests’ page

1
%1 :SC5000149 Dawne Desouza Dec 31, 1966 Contractor no longer employed at Contracting Company
1

1
R2 (0 1SC5000148 Jerald Jakubowski  Dec 31, 1977 Contractor no longer required to work at a BHP location
S e J

Profiles uploaded for deactivations are displayed

Select the profiles by checking the

m m Checkbox 5y and click ‘Submit’

& The above personal detailsis dummyinformation used for
explaining the system flow

71\ Bulk Deactivation TemplateInstructions

« Allfields marked in (*) are required.

/A Deactivation requests are subject to internal
approval

* ‘Contractor Id’, ‘First Name’, ‘Last Name’, and ‘Date Of Birth’ are required fields and must match the current
Contractor values. Search the existing details using ‘Search & View Profile’

» ‘Date Of Birth’ format must be entered in YYYY-MM-DD (e.g. 2018-12-31)

* ‘Reason’ is a mandatory field and must be a number. The number must correspond to one of the reasons
specified below: -
o 4 (Contractor no longer employed at Contracting Company)
o 5 (Contractor no longer required to work at a BHP location)
o 6 (Contractor on extended leave)
o 7 (Other)

* Itis recommended to download the template each time you wish to deactivate profiles as we may do
improvements and templates may have changed from the previous one

For more information, referto the workinstruction on the ‘Resources’ section in the BHP Contractor Website or @Contracter Owners
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APPENDIX - CHOOSING THE RIGHT POSITION TITLE

When creating a contractor profile, choose the appropriate ‘Position Title’ so that the contractor receives the
correct training to operate safely on a BHP site.

Choose the ‘Position Title’ from the drop-down menu. The list includes the role description below:

Cargo Descripcion

Administrator

Analyst

Business User

Contractor
Administrator

Engineer

ITO (Building
Inspector)
Maintenance

Manager

Operations

Specialist HSE

Superintendent
Supenvisor
Visitor

Warehouse
Operations

Work
Management

For example:

Operates technology systems that support processes or provide assistance in the field

Ofrece senvicios de datos y andlisis en oficinas (por ej.: Tecnologia, Finanzas, Mejora
Operativa, etc.)

Offers data senices and analysis in offices (for example: Technology, Finances, Operational
Improvement, etc.)

In charge of a contract and meets with representatives of BHP, in general it is the external
link in a contractual agreement.

Supenises the design, documentation, mapping, etc., of various operations on the site.

Verifies that the works comply with the regulations, norms and approved permits.

Performs maintenance work on equipment and machinery.
Manager, department head, general manager or executive responsible for a group of

contractors in a department or function; In general, they perform strategic tasks.
Operates equipment and machinery.

Supenises systems and processes related to health, safety and the environment.

& In Chile, HSE contractors should be certified by SERNAGEOMIN (Senicio Nacional de
Geologia y Mineria)

Responsible for several people in different teams and who coordinates their activities
Professional who is a team leader within a group of contractors in a BHP site
Person who needs to visit a BHP site for a defined and usually brief period

Work in the warehouses, provide cleaning or care senices (e.g., food preparation, cooking,
beverages)

Provides planning, programming, budgeting, forecasting and cost control senvices for
upcoming operational activities

* Please select a department ©

Maintenance - Crushing and Belting

When selecting the department of ‘Maintenance:
Crushing and Belting' the job you must choose and

Personal Details

* Position Title

Maintenance

enter is 'Maintenance'.
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