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‘HOW TO’ GUIDE FOR CONTRACTORS

New Plymouth District Council (NPDC) is committed to providing a healthy and safe
environment for our workers and other stakeholders that come into contact with us and our
activities.

This user guide contains instructions for using the Pinnacle system to complete H&S
prequalification and manage your assigned tasks.

Note: To become ‘H&S prequalified’ you must have an active supplier account, please ask the
person you are supplying services to at the Council for a ‘new supplier’ pack to complete.

Quick Links

Logging in for the First Time
Assigned Tasks

Completing Pre-qualification
Contractor Review Meetings
Uploading Insurance Documents
Help & Support

For any questions, please don’t hesitate to contact us:

Health and Safety Team, NPDC

Phone: 06-759-6060
Email: hswteam@npdc.govt.nz

NPDC Website: Contractor Information
Pinnacle system URL: https://live.ecoportal.com/o/npdc_pinnacle

ABOUT THE PINNACLE SYSTEM

You can:

e Complete Pre-Qualification
You’ll receive notification from NPDC to login to Pinnacle to complete the prequalification
online. Follow the guide on the next page to learn how to do this.

e Complete Contractor Review Meetings Online
Once you’re engaged for work, we conduct regular contractor review meetings. These are
managed online via the Pinnacle system. You'll find instructions in this guide which will help
you understand how to use this.
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LOGGING IN FOR THE FIRST TIME

1. You'll receive email notification to advise that you have a task pending to complete. If you're
logging in for the first time you’ll see the screens below.
Note: We recommend you use either a Chrome or Edge browser
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lanne.torres@npdc.govt.nz
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Click ‘Next’.
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You’re now logged in and will Good ¢
see your dashboard. Tasks are G - Prequalfcat B O
Fa © e, VEEAGUATES (SHOW 1 MORE)

assigned in your ‘To Do List’.
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ASSIGNED TASKS

During the contractor review process, NPDC may create a task for the contractor to complete. You’ll
receive a notification email with a link to access this, and the task will show on your dashboard as
below:

Lo New pymouth X ° §

District Council

Click on the task to

et bex < To Do List

view it or mark it

i LS as complete when
r tails - do bet
KB) started 16¢ done.
. Last Reminder: Reminder for checklist
task 'do better’ (10 days agx asdf - Cont gs-
. Good
mml - . Prequalificat - COMMUNITY AND CUSTORMER VE AQUATIC CPERATIONS.

VEEAQUATIES  (SHOW 1 MORE)
Mouse - Prequalification - Pending

m wereby - Contractor > HEATHESAFETY  ORCANSLATIONAL DEVELOPM.

ntractor Feedback PIOPLE L WELLBEWG

drfgs - Prequalification - Pending

— MLATH L SAFITY  ORCANCATIONAL DOVILOMM.

Once the task is complete, it will no longer show on your dashboard.

COMPLETING PRE-QUALIFICATION

1. You'll receive an email which includes the following message to login to complete pre-
qualification. Note: We recommend you use either a Chrome or Edge browser.

Pinnacle, supported by ecoPortal £ New plymouth

District Coundcil

Your To Do List

Click on the link

‘Prequalification

9 m the Prequalification & Agreement siSgds & Agreement’
the Contractor Prequalification CON-00078 Test notification
emails - Prequalification - Pending (assigned by David Bird)

2. If this is the first time logging in, please see directions in the previous section. If this is not the
first time, the ‘Prequalification & Agreement’ link will take you directly to this form:
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é?-\ Nlew Plymouth X Testnotification emails - Prequalification - Pending ﬂ e @

District Council

- Pinnacle =is

TOOL BOK = B

W Tatk Manager

Test notification emails -
Prequalification - Pending

UIDS: CON-O00TE  Created Sep 18,2021  Updated Sep 16,2021 N upioming svents
A red icon
indicates the
section is not

o Contractor Details a Prequalification & Agreement

O si

>

New Plymouth District Council is committed to providing a healthy and safe working envinonment. We are committed to doing all

com plete, W AR 1o ensure our contracters and subcontractors ane sale and healthy whilst undertaking work on our behalf.
m ASSIGH TR 5 G SRS

3. Follow the prompts and complete the sections. Sections with a red bar indicate they’re
mandatory sections to complete.

Test notification emails - Prequalification - Pending Q 0 @

:ﬁ Test notification emails - Prequalification - Pending :
" abaove conditions, and bath my workers and | will " - N - 7
B, eyt haakn s sty tartada o B3 #ia7sep2on Once you’ve

required, -
completed the
-

Contractor representative Contractor schnowledgenment: 1= section S, the ‘Save

Joe Blogs

and Submit’ icon

P @? has turned blue.

HES manager .
Signed,witnessed by Test Contractor on 17/08/2021, YOU Can now CI ICk
e this to submit the
SIGH AGAIN CLEAR . .
application.

ASKIGN TO SAVE PROCETSS SAVE & SUBMIT

4. Upon submitting, NPDC will review the information. If any further information is required, NPDC
will reject the application which will send it back to the contractor to revise and resubmit with
further detail or documentation. You’ll receive an email that looks like this:

Pinnacle, supported by ecoPortal £ New plymouth

District Council

Your To Do List Click the link to
login to Pinnacle

to revise your
o the Prequalification & Agreement sta y

for the Contractor Prequalification CON-00078 Test notification application.
emails - Prequalification - Pending

Reviewer message: "see comment”
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5. If NPDC make changes or add comments to your application you’ll receive notifications, which
may look like the following. Click the link to view the comment.

Pinnacle, supported by ecoPortal AN New Ptymouth

New Comment

David Bird commented on Test notification emails - You've been

assigned a
comment within a
particular page.

Prequalification - Pending

(You are assigned)

+peciebird@gmail.com Please upload new insurance

6. When the final 'sign off' decision is made, you'll receive an ‘Approved’ email.
Pinnacle, supported by ecoPortal 4o New Plymouth
New Activity

David Bird updated CON-00078 Test notification emails -
Prequalification - Approved Congratulations!

Sign-Off Decision on CON-00078 Test notification emails - Prequalificati
Approved has completed
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CONTRACTOR REVIEW MEETINGS

1. You'll receive an email which includes a message to login to complete the Contractor Review.
Note: We recommend you use either a Chrome or Edge browser.

2. If this is the first time logging in, please see directions on page 2. If this is not the first time, the
‘Contractor Feedback’ link will take you directly to this form to complete.

£\ New Plymout L SPEEREIIET  Click this tile to take vou to the dashboard. & e @

= District Council .
A Pinnacle i35,

TOOL BOX by

M @ test - Contractor Review Meetings

i

UID#: CONPOST-00041 Created Sep 2,2021 Updated Sep 2,2021 No upcoming events

A red icon

indicates the ° Details e Contractor Feedback o Summary & Sign Off

.. ©
section is not
let Contractor Feedback .
complete. All red sections
I Contractor representative: are mandatory
fields.
Fittin| B
HETO SAVE PROGRESS SAVE & SUBMIT

3. Complete the section of the form and submit to NPDC. Note: You may need to share login
details with the staff member who needs to complete this on your behalf.
&0 &

e Kaunihera-d-Rohe o Ngamolu - (s | act - Contractor Review Meetings -
A New Plymouth
= District Council
ﬁ, test - Contractor Review Meetings - z
TOOL BOX % ©
GOOD SATISFACTORY UNSATISFACTORY POOR N/A

V Task Manager

. . Contractor's Specific Feedback
Click here to view
a” taSkS and * What happened the way you thought it would happen?

* What surprised you?
* What hazards did we identify and what hazards did we miss?

* Where did you have to "make do', improvise or adapt?

reviews, current
or previous.

b provide:

Please, feel free to specify any relevant issues, concerns or positive When ] ” SectionS
are filled out you

can ‘Save and
Submit’. o

SAVE & SUBMIT

‘Save Progress’

allows you to save
and come back to it : e B
later to complete.

4. once you’ve submitted your feedback, NPDC and your representative will meet to review, assign
any corrective actions and sign it off. You'll receive email notification to confirm that the review

has been signed off.
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UPLOADING INSURANCE DOCUMENTS

1. Log into Pinnacle

2- Click on ° Prequalification & Agreement

3. switch to Edit Mode (top right corner)

Healh, St
¥ Envionenc

NPDC . Pinnacle

McClutchie Contracting [orvceration 7] -

. Limited - Prequalification -
Approved

UID#: CON-00227  Created 5th Oct 2021 Updated Aug 25,2022 2 upcoming events

@ contractor Details @ rrequalification & Agreement @ sign-oft decision
@w @

Contractor Details

4. scroll down to Insurance Section

Insurance

Public liability or generalliability insurance:

@ SMARTpak Liability Certificate of Insurance McClutchie Contracting Limited 2022 generic.pdf

39 KB - Last updated 25 August 2022, 03:21 PM

UPLOAD NEWFILE  ATTACH EXISTING FILE

Public liability or general liability insurance expiry date:

':l Fri, 25 Aug 2023 -

mnity insurance

UPLOAD NEW FILE  ATTACH EXISTING FILE

Professional indemnity insurance expiry date:

B3 Fri, 25 Aug 2023 -

5. select ‘choose file’ to upload new insurance certificate

Upload new File(s)

STEP 1 - SELECT/SPECIFY THE FILE(S)

You can upload files.... ... or you can specify a URL

(hold ctrl key to select multiple files)

6. Choose the File from your computer and then click Open. Note: The file may take a few
seconds to upload. You’ll get a notification in a box. At this point Click on NEXT
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CHOOSE FILES

COMPLETED FILES

Vehicle COC Insurance cert McClutchie

Contracting Ltd.pdf

Created: 26 August 2022 07:33:15

75.80 KB

Ceri BosleyBrady

7. This will take you to another box. If you are happy that this is the file you want - Click on
FINISH.

Upload new File(s)

STEP 2 - PERMISSION YOUR FILE(S) (OPTIONAL)

By adding permissions to your files, those people with access to the files manager will be able to see and download your file. For files
attached to a page, anyone who can see the page can download it from the page.

© Set Direct Permissions

+ PERSON

© Choose Tags

@*LL‘LLLA‘L‘L'.‘_.__’L\‘.G EDIT

BACK FINISH

8. You will need to also update the expiry date of the insurance. By Clicking on the dropdown
you’ll bring up a calendar. Make sure you change the year first and then add the date.

Public liability or general liability insurance expiry date:

™ Fri, 25 Aug 2023 - CLEA

A

Professional indemnity insurance (optional):

August 20230

Mo Tue Wed i Fri ix Suwn
1 2 3 q 5 B
8 ] [ 3
4 15 16 1 - 9 0
F. id 13 P Ll 2
18 29 |

9. save changes — bottom right of the page
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9 Completion progress:

100

CAantracrtar Aavranamant

SAVE CHANGES.

HELP AND SUPPPORT

For help on using the system or technical issues, please contact the HSE team. Contact details and
references to links are found on page 1 of this document.
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