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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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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.

W WHS MONITOR
[ooees ]

ROYAL AGRICULTURAL SOCIETY OF VICTORIA Contractor Registration

Step 1 - Register Steg 2 - Versy {Check emat to vent

ACCOUNT INFORMATION

COMPANY DETAILS

14N BUSINESS NUMBER * AUSTRALIAN COMPANY NUMBER

BUSINESE HUMEER DATE OF INCORPORATION

PLACE OF INCORPORATION

OFFICE PHOKE QFFICE THOME 2 Fax

PRINCIFAL PLACE OF BUSINESS ADDRESS (NG PO OR GPO BOXES] *

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 +— arrow 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 *
OMROMRS O MS O OTHER
FIRST NAME *
LAST NAME *

MIDDLE NAME

EMAIL ADDRESS *

SCBE S BV «—— REGISTER NOW button
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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

i : - . | &y = .
Royal Agricultural Society of Victoria Admin <info@whsmonitor.ce ¥
To @ Rensta Knupintka 303 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 RASY 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 \'spp whemonitor com awlcreaisterfegVerify aspatic=3C417517-3830-4539-98C1 -690 2 DAEE | (068&ve-FIER]BC4- 2054, < Verification link
AED3- -CF &

Best Regan: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.
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2.1

2.2

2.3

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.

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

L. Contractor Profile <«— Click on Contractor Profile
i Admin Profile

t Waorkers

‘... Account Info

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.

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
Type - Public Liability Insurance < .
Description © Public Liability Insurance folder icon to
Comments upIOCId your
Type : Workers Compensation .

Description : Workers Compensation Insurances

Comments

JUo events
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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
area.

ADD/EDIT DOCUMENT
Required Document Description

Puhlic Luability Insurance

Oncumnent Tifle * Description &) Document Type *
Decument Date & Expiry Date * L Expiry Date Mot Applicabie?
5 a | =
Upboad Document * (7 T Upioad Documant Nat Applicable?
Select r

2.5 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
Msmonitoroomay X +
om.au/App/WorkOrder/ContractorDetails.aspy?page - 806 Ssiteinder =0

app.whsmonitor.com.au says
Record has been successfully saved.
ADD/EDIT DOCUMENT .
Saquired Dasumant Deacnption o
Public Lishiity Insuiance
Eun;lc':lll:rnl;aurlnuauumunr o e
Docwre Date

2.6 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
information displayed in the Required Documents section.

Required Docaments Cony Upk P
Typet | Pubc Liabisty Insurance Pubisc Liatilty Intsra SOE02Z 100 JOTI Q & 1 &
Dencription - Pubiks: Liakbdity knsursnce nce Bocument 243 aM .
Comments
Type : Workers Compensation =
Description - Workers Compensalion
Commenis
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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 demonsirated below:

Required Inductions

Description Clients Site Name Launch  Induction Dase  ExpiryDste  Result  Induction iD

1D IDNR-13 Roval Agriculhuersl Sccicty of Victora g : C"Ck On 1‘he
Deseription : Incident Regorting & Emargency Frocedurss

Type Frimigeities icon to launch

Comments

1D IDNR-4 Roval Agricutlural Scelety of Victaria ] i
Bescription | Sile Safely Rules the first

Type  Hilc Fuks . .
conments induction
D IDKRB Roval Agricullursl Seciety of Wiciria 3
Descriptian i Slntds mod ule
Type: Site Stancards

Comments

10 IDNAR-12 Ruyal Agricullusst Secisly of Vicors
Description © Working Sately 2t RAsy

Type - Safe Work Practces

Comments
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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

LastName Krupinska
Company Name Renzta's Company
Email Address renata@melbourneshowgrounds com
Phone Number

Position / Job

Job Location

Manager / Supervisor

Click on the
Save & Next
button once all
details marked

<——* gre provided

3.5 Read through each page and answer all questions

Incident Reporting & Emergency Procedures [ 6. Questions

Questions

@

Select Value

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

U TruelJ False

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

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

Induction Result

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

NUMEBER OF REQUIRED QUESTIONS : &

MUMBER OF REQUIRED QUESTIONS ANSWERED CORRECTLY : &
PASSING MARK : 100 %

YOUR SCORE : 100 %

RESULT : Pass

INDUCTION ID : 2916115168

EXPIRATION DATE : 09/06/2023

Please click the LAUNCH NEXT button to complete Site Standards induction.
LAUNCH NEXT

Please note that some induction modules require 100% score to pass.

Click on the LAUNCH NEXT
button to load the next
induction module
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3.7 Once you have completed all the required induction modules, your screen
should look like the image below:

Required Inductions

Description

ID : IDNR-13

Description : Incident Reporting & Emergency Procedu
res

Type - Emergencies

Comments

1D : 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

09/06/202
3

09/06/202
3

elbourne

Result

Pass
100% (6/
6)

Pass
100% (6/
6)

Pass
100% (5/
5)

Pass
100% (8/
8)

Induction 1D

2916118168

291614668
0

291613672
0

291618798
5
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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.

4.1 On the WHS porial, scroll up and in the top right corner of your screen, click
the yellow Submit Registration button
Save  Submit Registration Q—CIICk on Submit
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
28 458 458 758 &
4.2 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
to receive the confirmation email.
4.3 Once your account is approved, you will receive an email with a link as
shown in the image below:
Company Registration Approved
@ Royal Agricultural Society of Victona Admin <info@whsmonitc 1 i A K il i
To © Renats Knpinska Mon 13/06/2022 745 PM
Dear Renata,
Your organisations’ registration to access RASV has been approved and your worker unique QR Code ks 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 ento your workersfemployees 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 ooour to ensure all those
working onsite have completed their onling induction. . ' .
Link in email after
;:f;:if::;;::;;;n;&ném-ourn-ﬂﬂf’crggm erfregistercontracton.aspafle=3CA17517- 38304985 880 1 6202DAEE1096Ruc=337BADDE-CFDE- 4108 — OCCOUnt is Opproved
St by the OHS manager
Royal Agricultural Society of Victoria Admin
"\ Where
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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 QR 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.'F‘ESF‘J'.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:
Y WHS MONITOR ¥ WHS MONITOR
Sign In Sign In
renata@melbourneshowgrounds.com Va
ks Clicking Next will e
Next take yOU fo the [ Remember me
Sorgot Username following page.
Sign In
e Forgotssuory e Cl|ick 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

WORKPLACE SAFETY SYSTEM

WHS MONITOR » 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 Phone Add to
Site it i Emall Address gzl Reg Status Acct Status  Manage pird

Rayal Agricullural Society of Viet  Renata Krupinska AA@MEIBOUMEShOWGOUNdS Admin A Active

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

Fiva Vst Pluse bl e
k1l Lrnall &ddress Hep Status ALCE I TAanage

Mame Wame: Humbes J o sl
Husgl fgiulond Suaey vl A Henala Kruprses EAE Eere g RIS TR [FT] H A S e Al /
R wun L

5. If an employees’/workers’ Account Status shows ‘Unapproved’, this means they
have not completed the required induction modules.
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5.5 | 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:
hittps://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.

Click the blue
<«—— Update Site
(B G button to
update

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

5.6 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.
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