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1. Purpose

The purpose of this document is to provide instruction on the process undertaken for a Company to register for 
ANU Contractor Induction portal. 

2. Process

Please read all the instructions before undertaking the registration process. 

2.1 Company Registration 

Please take into account the following when completing the Company Registration: 

• Only one (1) registration should be completed per company.

• The person undertaking this registration process should be the main contact person or administrator for
the company.  It is suggested that the person that monitors the email that is associated with what was
provided as part of the Deed of Agreement/Initial Contract.

• Use full company names, as provided as part of Deed of Agreement/Initial Contract, this will avoid
confusion and the potential double-ups of company names (e.g. Anytime Constructions (Aust) Pty Ltd).
This will also make it easier for your sub-contractors.

• Use a generic email and non-personal password to register so that any notifications for inductions go
straight to this inbox and to allow you to have multiple users that can log in and view the Supplier
Dashboard.

2.1.1 Undertaking registration 

1. Click on the link Register Company
(https://www.onlineinduction.com/anuinduction/registercompany.php)

2. The link will take you to the Registration window.

3. Complete all of the details below to create your company account.

https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.onlineinduction.com%2Fanuinduction%2Fregistercompany.php&data=05%7C01%7Ckaren.roberts%40anu.edu.au%7Caa2495abe2ff452771ff08dac1176569%7Ce37d725cab5c46249ae5f0533e486437%7C0%7C0%7C638034603495964679%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=nV9BclvdXp9iGYsXKeWNFklfF8%2F5n82vluTYBOWzMPA%3D&reserved=0
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4. Ensure that tick, ‘By registering you consent to the collection of your personal information in
accordance with our Privacy Policy and you have read and accept the terms of our Privacy Policy and
Terms of Use.’

5. Click on the Register button

2.2 Dashboard 

After you have registered, when you login into your Company Profile you will see the Supplier dashboard.  As a 
company, you will need to provide documentation which is requirement under ANU WHSMS Handbook 3.6 
Contractor Safety Management. 

From the dashboard, as a company you can see: 

• Registered staff
• Registered sub-contractors
• Induction status of all staff and sub-contractors

1. As a company you will need to provide documents for the Prequalification form/questionnaire.



CAMPUS ENVIRONMENT DIVISION 
HOW TO REGISTER A COMPANY 

UNCONTROLLED WHEN PRINTED Page 3 of 5 

2. Once required documents are provided, please place a signature in the box and click Use This Signature
button and then click Submit button.

3. You will then get a window, thanking you for completing the prequalification form.

Once Staff and employees have registered (as per Step 2.3 below) you can check in the Company Dashboard which 
staff/employees have completed the induction, using the details you registered with.  On the left hand side of 
your screen you will see Inductees – select this and it will list all staff that have registered under the company 
name, if they have completed induction a certificate will be available to download. 

Once Sub-Contractors have registered (as per Step 2.4 below) you can check in the Company Dashboard to see 
which sub-contractors have completed the induction.  On the left hand side of your screen you will see 
Subcontractors – select this and it will list all subcontractors that have registered under the company name, if 
they have completed induction a certificate will be available to download. 



CAMPUS ENVIRONMENT DIVISION 
HOW TO REGISTER A COMPANY 

UNCONTROLLED WHEN PRINTED Page 4 of 5 

2.3 Staff and employees registration 

Click on the New Induction Link to copy the link to your clipboard, send this link to employees to complete their 
registration.  They will need to read the instructions to Complete Contractor Induction (PDF, 777KB) document, 
to carry out the Contractor Induction 

The induction registration page looks likes the following: 

• If employees do not have an email address, they can create a plain text word/ name email address to
use as their user name. For example Jane Smith could register under janesmith

If an email address is not available.  If plain text is used instead of an email address, the user will not
receive a copy of the completed induction certificate or future reminders.

Once registered there a number of licences/certificates that can be uploaded. If an employee does not 
require/need licences or certificates to undertake there work, they can scroll to the bottom of the page and click 
Submit. 

When employees have completed the induction and email will be sent to them and ANU Security.  If they 
require an access pass, these will be available to collect after 3 business days from the date induction was 
completed. These can be collected from Fulton Muir Building, 95 Daley Road, between 9.30am-4.00pm Monday 
to Friday. 

If there access pass requires to be renewed, this will updated and actioned within after 3 business days. 

2.4 Sub-contractor Registration 

1. Click on the https://www.onlineinduction.com/anuinduction/registercompany.php to copy the link to
your clipboard, send the link to all sub-contractors that will be working on Acton campus to complete
registration.  They will need to read the instructions on How to Register as a Sub-Contractor (PDF,
811KB)

https://imagedepot.anu.edu.au/fs/Contractor_induction/Complete_Contractor_Induction_and_Individual_Registration.pdf
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.onlineinduction.com%2Fanuinduction%2Fregistercompany.php&data=05%7C01%7Ckaren.roberts%40anu.edu.au%7Caa2495abe2ff452771ff08dac1176569%7Ce37d725cab5c46249ae5f0533e486437%7C0%7C0%7C638034603495964679%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=nV9BclvdXp9iGYsXKeWNFklfF8%2F5n82vluTYBOWzMPA%3D&reserved=0
https://imagedepot.anu.edu.au/fs/Contractor_induction/How_to_Register_as_a_Sub-Contractor.pdf
https://imagedepot.anu.edu.au/fs/Contractor_induction/How_to_Register_as_a_Sub-Contractor.pdf
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