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1 Introduction

The TfNSW Technical Supplier Portal allows you to provide and maintain the latest information about your company to
TINSW, and to request and manage AEO authorisation assessment.

If you have any questions or need support, contact the Authorisation Team via
AuthorisationAudit@transport.nsw.gov.au.

Version Control

Version Modified By Description
1.0 18 June 2021 Ria L. Pulumbarit New document
2.0 22 Feb 2022 Julie Mao - Updated Section 3 to show

current process.

- Updated Section 4.2 to include
‘updating Primary
Contact/Functional Manager’

3.0 24 May 2022 Nishanth Sridhara - Updated Contents to include
Version Control and updated
section numbers.

- Modified Section 3 by changing
order of steps and added new
steps 1-2 to incorporate SIDC
portal invite steps for user
registration process.

4.0 01 September Nishanth Sridhara - Updated Section 3
2022

4.1 21 March 2023 Nishanth Sridhara / - Updated Section 3
Varun Thakur

4.2 12 October 2023 Agnes Yee / Varun - Added Section 5 - Registration
Thakur Requests vs Assessment

Requests.

4.3 20 May 2024 Varun Thakur / - Added Note in Section 4
Agnes Yee

4.4 06 June 2024 Varun Thakur / - Added Section 4.4 - Remove
Agnes Yee Contact

4.5 14 June 2024 Varun Thakur - Added step 5in Section 2

- Added AMR reminders related
note in Section 11

4.6 07 August 2024 Varun Thakur / - Added Section 8.3 - Addressing
Agnes Yee assessment recommendation
when assessment, scope /
system groups, scope / system
questions are ‘Being Assessed’
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4.7 17 September Varun Thakur / Added Note 2 in Section 3 step 1
2024 Agnes Yee
4.8 24 September Agnes Yee User Guide updated for
2024 Accessibility and WCAG
compliance.
4.9 18 February 2025 Agnes Yee Added ‘Official’ sensitivity label
to whole document.
Added Image and Note in
Section 2 step 2.
Added Note in Section 3 step 1.
5.0 19 February 2025 Varun Thakur Updated Sections 7.2, 7.3, 8, 8.3
and 12
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2 User Guide: How to submit a registration
request

Step Guidance

1. Open the latest version of Google Chrome and  enter
https://techsupplier.transport.nsw.gov.au for TINSW Technical Supplier Portal and click
on ‘New Supplier Registration’:

gl'mnsw CortactUs | Home | Signin
NEW SUPPLIER REGISTRATION
REQUEST REGISTRATION TO THE
CONCESSIONS PORTAL

Nate: Concessions Portal is under pifog, please don't

proceed unless you have been asked (o participate in

Ihe pilot - please contact

standavds@transport.nsw gov.au for maore information

2. Note 1: An asterisk * is
used to mark
Summary r_nandatory registration
SUPPLIER INFORMATION HEAD OFFICE ADDRESS KEY CONTACTS flelds :
("nluvs"im' Steeet 1 Senior Manaper
A T Note 2: If you do
2 [ Cociod ot happen to submit the
T:-‘:l.f”'w’"““" - n form without Completing
emas mandatory fields, the
o system will prevent

o o
T submission and alert

Country

" you to the fields that
require completion. See
example below:

e ORGANISATION'S MAMAGEMENT SYSTEMS
................. 0 ey © The form could not be submitted for the follo:
. e o .

ABN or ACN if applicable (or W/a) is  required field.

: You will be able to re-
R submit after completing
mandatory fields.

Note 3: For Company
Name in the
Registration request,
no special characters
are to be used because
it conflicts with the
portal related coding
syntax. Examples of
special characters are:
l@#&*

DESCRIPTION

NOTE: Enter Company information. Please respond to all questions, provide the
requested information. All mandatory fields marked by an asterisk * need to be
completed prior to submitting.

3. Enter the code from the image into the text box: Note 1: Code entered
is used to verify human

6
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Generate a new image  Play the audio code

Enter the code from the image

interaction. If you enter
an incorrect code
system will alert and
allow you to resubmit.

Note 2: Verification
code can be (1)
observed visually or (2)
played as audio.

4, Click on the ‘Submit’ button:

SUBMIT

Note: After successful
registration submission,
system will display
acknowledgement
message and you will
receive an automated
acknowledgment email.

From this point on the
TfNSW Authorisation
team will assess your
request and assist you
with the next steps.

5. If a registration request is rejected, the supplier will receive an email that the

7 Email from: 2 TINSW Supplier Portal Closed

Your Company Registration Request is not approved

Dear ‘i

Your Company registration request RR-1593 has not been approved.

Reason:
Duplicate RR - Company already exists

Please email authorisationaudit@transport.nsw.gov.au if you need further information.

Regards,
TINSW Authorisation team

registration request has been cancelled along with the relevant applicable reason.

Note: if further
clarification is needed,
please email
authorisationaudit@tra
nsport.nsw.gov.au
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3 User Guide: How to complete registration
process

Upon the Company registration request being approved, TINSW Authorisation team will send an email invitation with an
activation link to your Primary Organisational Contact and Secondary Contact (if identified) to logon to the supplier portal.
The below steps need to be carried out in the same order to set up the account and login to the tech supplier portal.

\ Guidance

Steps to redeem registration link sent by TINSW authorisation team:

Note 1: When a
company account is
created, the Primary
Organisational
Contact is
automatically
assigned the
Company Admin role
that provides full
control over the portal
including the right to
create new contacts

1. Both the Primary Organisational Contact and the Secondary Contact (if specified in
the Registration Request) will receive emails, with Subject: “Your Company
Registration Request is approved’ with a link to be only used once to complete their
registration.

Follow the hyperlink in the email received with Subject: “Your Company Registration
Request is approved’:

Dear William Bar,

Yeur Company registration request has been appreved. Please complete your regisiration on the TRNSW Technical Supplier Portal via the unique link below,

follow prampls on scréen and the Suppber User Guide provided.

Once vou have conpletsd authentication u the system, please update vous profile and the Company profile, You can also add Contacts and assign Roles
(Company Aémin or Authorization Uzer) 1o them

and assign roles;
Secondary Contact
will have access until
the role is assigned by

the Company Admin.
See more details on

NOTE: you must have at least one Company Adhmin role which 15 ineally ssssgned 10 vou. All ocher conracts will have ad-only socess unnl dee Cormpany Roles in Section 4

Admin assigns arols to them.

The Authorization User role is able 10 submit an assessment request

IE-E" stralipe bk (b be o jag.mﬁl

Plzase email authonisationaudit@transportnsw.gov.zu if you hzve amy questions,

Kind Regards,

The Autharisation Team

NOTE: When registering using the invitation link please use your company email
address and not common mailbox. For example, if your name is ‘John Smith’, please use
your company email address that would be John.Smith@xyz.com. Common mailbox
addresses like ‘admin@xyz.com’ or ‘enquiries@xyz.com’ cannot be used for
authentication and logging in. However, you can nominate a common mailbox to receive
correspondence but not for logging In. User will have to use their own email address for
that purpose.

2. Let“l have an existing account” be unticked and click on register
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™
A | Transport

| )
@‘ferNSW Contact Us ‘ Home | Signin

#JSignin ~ Redeem invitation

Sign up with an invitation code

* Invitation code | SHomojWdMIclXe4cGDyKIdLTDE IXFXAZxzB-oW03a59ju5girdgSGKmmMSTIeBEGWIWCEZL QriOSGABUSEWMBOOTY25X5CRa:

O 1 havean existing account

REGISTER

Click on “Click Here to login”

dlis

NSW

Transport ContactUs | Home | Signin

for NSW

#)Signin  Redeem nvitation

Redeeming code: f-6Qxk3MTYmymnO9TKO-nJI1GFTU9KHy9uoAg-ORNjAqwaaxNyQ-
BiTHubLDCQzNCriwOrgxRmc4GPArXons70saUUSIApD3Mtt55kOTXibHjR}YpQWulBGsphTh97mFSclOgQiPYUMIsncflyAV-3bg0Qt21caVui-hP8KXeC1y-

Register using an external account

CLICKHERE TO LOGIN

4,

Sign in by following on-screen prompts: (enter your company email and click next):

r Al TRANSPORT
Sign in

komeone@example.com

Can’t access your account?

Next

Q,

Sign-in options

Note 1: Enter your
company email address
and password if it is a
Microsoft account.
Authentication is carried
out through the Microsoft
cloud. Password entered
will not be captured in
TINSW.

Note 2: If you do not
have a Microsoft account,
the system will send a
code to your email to
confirm the account.

Official




Transport

for NSW

It will prompt for password if it is a Microsoft Account or it will send code to your email
address if it is a Non-Microsoft Account.

Enter password as shown in below figure and proceed to step 7.
Or enter code as in step 6.

B™ Microsoft
N i—
Enter password

|Pa ssword

Forgotten your password?

Email code to unsnieenSRE.

6.

Please enter the code received in your email account and click sign in.

B Microsoft
< et e——
Enter code

We've emailed a code to

— Please enter the code

to sign in.

){X){){X){){|

Use your password instead

7.

If it prompts you to stay signed in, tick the ‘Don’t show this again’ option and proceed
to click ‘Yes’.

Official
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B Microsoft

L
Stay signed in?

Stay signed in so you don't have to sign in again
next time.

Don't show this again

No Yes

8. Click ‘Accept’ if prompted.

B™ Microsoft
.
Permission requested by:

T | Transport for NSW

TranspeortCloud.onmicrosoft.com
By accepting, you allow this organisation to:

~ Receive your profile data

Your profile data means your name, email address, and
rhoto

~ Collect and log your activity

Your activity data means your access, usage, and content
associated with their apps and rescurces

~ Use your profile data and activity data

This data may be used with your access and use of their
apps and resources, as well as to create, control, and
administer an account according to their policies

You should only accept if you trust Transport for N5W. Read
Transport for NSW's privacy statement. You can update these

permissions at https://myaccount.microsoft.com/forganizations
Learn More

This resource is not shared by Microsoft.

9. As a security requirement you need to set up Multi factor authentication using your
phone. Proceed to click ‘Next’
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<Al TRANSPORT

S
More information required

Your organisation needs more information to keep
your account secure. Before making changes to your
security info you must complete multifactor
authentication.

Use a different account

Learn more

Next

10. At this step, if you have a Smart phone, please download the Microsoft Authenticator | Note: If you do not
App to your phone by clicking on ‘Download now’ which will open a new browser tab have a Smart
as in step 11. Phone, please
proceed directly to
step 17

Microsoft Authenticator

Start by getting the app

On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose
"Next".

Next

| want to set up a different method

11. Scan the QR code for ‘Google Play’ or ‘App Store’ to install the Microsoft
Authenticator App depending on whether you have an Android phone or an iPhone.
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B2 Microsoft | Microsoft Security

Download Microsoft
Authenticator

L it Fat, and Hghly sexire ba Factir susbhericaton 3o apps.

rstail the 3pp

Get the app on your phone*

Sean the QR code with your Andreid or 105 mobile device

Google Play App Store

12. After installing the Authenticator App, click ‘Next’ on the screen below which was in
step 10

piAll TRANSPORT ?

Keep your account secure

Your organisation requires you to set up the following methods of proving who you are.

Microsoft Authenticator

Start by getting the app

On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose
"Next".

Next

I want to set up a different method

13. Click “next’ as shown below.

Official

13



Transport
for NSW

R4l TRANSPORT 7

Keep your account secure

Your organisation reguires you to set up the following methods of preving who you are.

Microsoft Authenticator

Set up your account

If prompted, allow notifications. Then add an account, and select "Work or
school”.

L want to set up a different method

14. Open the Microsoft Authenticator App on your phone and click ‘+” on right top corner
of the App and choose ‘work or school account’.

It will prompt a pop-up asking you to ‘sign in’ or ‘'scan QR Code’. Select ‘Scan QR
Code’ and scan the QR code on the screen on your computer as shown below.
Click ‘Next’ to proceed.

Microsoft Authenticator

Scan the QR code

Use the Microsoft Authenticator app to scan the QR code. This will connect the Microsoft
Authenticator app with your account.

After you scan the QR cade, choase "Next".

o | I

L want to set up a different method

Official
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15. Approve the Microsoft Authenticator notification received on your phone and click
‘Next’ and click 'Done’ as shown below. This will direct you to the homepage.

Al TRANSPORT

Keep your account secure

Your organisation requires you to set up the following methads of proving whe you are.

Microsoft Authenticator

O Notification approved

v

L want to set up a different method

oAl TRANSPORT ?

Keep your account secure

Your organisation requires you to set up the following methods of proving who you are.

Success!

Great job! You have successfully set up your security info. Choose "Done" to continue signing in.

Default sign-in method:

6 Micrasoft Authenticator
¥ iPhone 14 Pro

PN
Microsoft Authenticator

Official
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16. Homepage — Successful Registration

ContactUs | Home | Assessmenss- | ag

B | Transport
o | T

TfNSW Technical Supplier Portal

Iwant to...
Company Information

CREATE NEW CONTACT

_
VIEW ALL CONTACTS UPDATE COMPANY DETAILS

Assessment

CREATE NEW ASSESSMENT REQUEST VIEW EXISTING ASSESSMENTS

Audit

VIEW AUDIT REQUESTS

Action Management Plan

VIEW ACTION

Note: If your screen
shows ‘Sign in
failed’ at the end of
Microsoft
authentication,
please close all
browsers and start
again. You will see
that the registration
was complete, and
screen will direct
straight into the
portal.

[yp—
59 for NSW

Sign in failed.

17. If you do not have a smart phone, click ‘l want to set up a different method’ at the
bottom left of the screen as shown.

il TRANSPORT ?

Keep your account secure
Your organisation requires you to set up the following methods of proving who you are.

Microsoft Authenticator

Start by getting the app

On your phone, install the Microsoft Authenticator app. Download now

After you install the Microsoft Authenticator app on your device, choose "Next".

| want to set up a different method

18. Choose Phone from the drop-down options shown on the screen as below.

Official

16



Transport
for NSW

Choose a different method X

Which method would you like to use?

Choose a method e
Phone

Authenticator app

19. After you have selected phone from the drop-down options click ‘Confirm’

Choose a different method X

Which method would you like to use?

Phone

20. Enter your phone number in the given space and select Australia (+61) from the
drop-down option listed beside the phone number. Click ‘Next’ to proceed.

Official
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ol TRANSPORT

Keep your account secure

Your organisation requires you to set up the following methods of proving who you are.

Phone

You can prove who you are by texting a code to your phone.

What phone number would you like to use?

Australia (+61) V‘ | knter phone number

@ Text me a code

Message and data rates may apply. Choosing Next means that you agree to the Terms of service and
Privacy and cookies statement.

21. Enter the 6-digit code received on your phone and click ‘Next’

podl TRANSPORT

Keep your account secure

Your organisation requires you to set up the following methods of proving who you are.

Phone

We just sent a 6 digit code to +61 SN Fnter the code below.

Enter code

Resend code

22. Click ‘Next’ and “Done’ as shown in below screens.
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Rl TRANSPORT ?

Keep your account secure

Your organisation requires you to set up the following methods of proving who you are.

Phone

° SMS verified. Your phone was registered successfully.

oAl TRANSPORT

Keep your account secure

Your arganisation requires you to set up the following methods of proving who you are.

Success!

Great job! You have successfully set up your security info. Choose "Done" to continue signing in.

Default sign-in method:

&9 Phone
+6' A

23. Enter the received code and click ‘Verify’. This will direct you to Home screen.

oMl TRANSPORT
ol ——
Enter code

[ We've texted your phone +XX XXXXXXX62.
Please enter the code to sign in.

kode

More information

Official
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24. The page will automatically log you in automatically and take you to the following
screen:

b Bt . N —
NSW | forNew, ContactUcl [ Fome [ Arcecsmentz = |

TfNSW Technical Supplier Portal

I want to...

Company Information

VIEW ALL CONTACTS UPDATE COMPANY DETAILS

Assessment
Audit

VIEW AUDIT REQUESTS

Action Management Plan

VIEW ACTION
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4 User Guide: Managing Contacts and Company
Profile - How to update My Profile, Company

Details, Create New Contact, Remove Contact,

and User Role

User roles associated with your company portal are ‘Company Admin’ and ‘Authorisation User’. ‘Company Admin’ role is
automatically assigned to the Primary Organisational Contact who administers company portal registration.

This section explains the ‘Company Admin’ role. Details on ‘Authorisation User’ role are explained in Section 5.
IMPORTANT NOTE: There should always be at least one ‘Company Admin’ user in your company account.

As a ‘Company Admin’ user you can:

4.1 Update ‘My Profile’ (including update your own role)

4.2 Update ‘Company Details’ (including updating Primary Contact / Functional Manager)

4.3 ‘Create New Contact’ (including update user role and contact information)
4.4 ‘Remove Contact’

NOTE:

When a new contact is added in your company profile, please notify the relevant Authorisation Facilitator or Auditor to send

an activation link to the new contact.

4.1.

1. On the TINSW Supplier Portal landing page ‘Home > Profile’, edit your profile
and click ‘Update’ button.

In the ‘Profile’ page, you can edit your personal details:

Hame > Profile

Profile

Taupdate Robes, piesse contacty

Your Information

First e * Company Hame.

Witiam

is Autherisation User

ts Camparry Adein

Update My Profile (including update your own role)

Step Guidance

Note 1: Alternate flow to
access the ‘Profile’ page is
from ‘Update Profile’
button in the Homepage:

e il ppbe Rl

Note 2: Alternate flow to
access the ‘Profile’ page is
from the Global Navigation
section under login user:

GOl William Bar ~

My Contacts

My Company Details

Sign out

Note 3: Some fields are
read-only and can only be
edited through ‘My
Contacts’

Official
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NSW | for NSW

Only Authorisation User can create, track, and manage Authorisation
Assessment.

To assign this Role to yourself or to another authenticated contact, go to ‘View
All Contacts’:

Transport ContactUs | Home | Assessments +

TfNSW Technical Supplier Portal

I want to...

Company Information

CREATE NEW CONTACT UPDATE MY PROFILE
VIEW ALL CONTACTS UPDATE COMPANY DETAILS

This page lists all Contacts for your company and their Roles profile
marked with Yes or No:

some > View My Contacts

View My Contacts
- Emai Conmany Name ;—|
willam ga R PUaM bl 00 I ST ARSON COFP s o [+

Click on the dropdown arrow to edit Role:

Is Company Admin Is Authorisation User

Yes
@ view details ‘

No
I

4.

After edit, the page will take you to the ‘Edit Contact’ screen.

Tick ‘Is Authorisation User’ under Roles:

Edit Contact

Summary

Contact information Address

Rol ek Is. Admin’ until you le 1o another Contact )

Note 1: Selecting ‘Is
Authorisation User’ and
updating the Contact
profile will add options to
the menu for the impacted
Contact allowing to
manage TINSW
authorisation on the portal.

System notification will
appear acknowledging
update taking place:

Your profile has been updated successfully.

Note 2: Do not uncheck
‘Is Company Admin’ until
you assign this role to
another authenticated
Contact. The system
requires a minimum of one
user to be a Company
Admin.

Official
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After completing the information, click on the ‘Save’ button:

After successful save, the Homepage is displayed.

|
oW

Additional menus will appear on the Homepage - featuring assessment related
options:

Transport
forNew

TFNSW Technical Supplier Portal

I want to...

Company Information

UPDATE MY PROFILE
UPDATE COMPANY DETAILS

VIEW EXISTING ASSESSMENTS

VIEW ALL CONTACTS
Assessment

CREATE NEW ASSESSMENT REQUEST

Audit

VIEW AUDIT REQUESTS

Action Management Plan

VIEW ACTION

Note 1: As an authorised
user, system enables you
to view and access
additional menu selections
including ‘Create new
assessment request’ and
‘View existing
assessments’.

More details are covered
in Section 4.

Note 2: The additional

features are also made
available in the Global

Navigation section:

Home | Ham e

Assessments

Assessment Requests

Contact/Functional Manager)

4.2. Update Company Details (including updating Primary

1.

3
NSw

On the TINSW Supplier Portal landing page, click on the ‘Update Company
Details’ button:

Transport Assessments +

forNew

ContactUs | Home

TFNSW Technical Supplier Portal

I want to...

Company Information

VIEW ALL CONTACTS

UPDATE MY PROFILE
UPDATE COMPANY DETAILS

VIEW EXISTING ASSESSMENTS

Assessment

CREATE NEW ASSESSMENT REQUEST

Audit

VIEW AUDIT REQUESTS

Action Management Plan

VIEW ACTION

Note: Alternate flow to
access the ‘My Company’
page is from the Global
Navigation section under
login user:

Home I William Bar ~

Profile

My Contacts

My Company Details

Sign out

2.

You can update the information shown on the following page then Save:

Official
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ey

My Company

summary
SUPLIERINFCRNATION

HEAD OFFICE ADDRESS

p—

ORGANFSATION'S MANAGEMENT SYSTENS
et 50 1451

et vy e

After successful save, the Homepage is displayed.

Manager

Hame > My Company.

My Company|

Summary

SUPPLIER INFORMATION
Company Hama *

M Enginserng 2

Company Type
B or ACH [ appBcable)

123123

Emall

Frovide a telephone rumber

HEAD OFFICE ADDRESS
stroaty

100 Heip Street

aty

Past Cado
n

Country
mstealis

ORGANISATION'S MANAGEMENT SYSTEMS.

3. On the right-hand section, you can update Primary Contact and Functional

KEY CONTACTS
Primary Contact
addam smith
Business Email
algtuansparcom

Businass Phone
Di2MsTI9

Functionsl Manager

sanewnite

Business Email

Business Phone
P

U3 ansport o grean

KEY CONTACTS

Primary Contact
Adam Smith

Business Email *

af@transport.com

buslness Phone
0123456789

4. Click on the Magnify glass button

Official
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5.

Select the person you would like to nominate from your existing Contact list

Lookup records

Search

¥ Rllbame Address iy Address i Phose.

[ 2w Mame 2t ame

Note: see Section 4.3 on
how to create Contacts.

button:

ContactUs | Home | Assessments- | Ad

TFNSW Technical Supplier Portal

I want to...

Company Information

CREATE NEW CONTACT UPDATE MY PROFILE

UPDATE COMPANY DETAILS
VIEW EXISTING ASSESSMENTS

VIEW ALL CONTACTS

Assessment

CREATE NEW ASSESSMENT REQUEST

Audit

VIEW AUDIT REQUESTS

Action Management Plan

VIEW ACTION

4.3. Create New Contact (including update user role and contact
information)
\ Step \ Guidance
1. On the TINSW Supplier Portal landing page, click on the ‘Create New Contact’ | Note: Alternate flow to

access the ‘My Contacts’
page is from the Global
Navigation section under
login user:

CCICSN  William Bar ~

Profile

My Contacts

My Company Details

Sign out

Then click on the Create
button:

2.

Complete the information for a new contact:

Note 1: An asterisk * is used
to mark mandatory
registration fields.

Note 2: If you do happen to
submit the form without
completing mandatory fields,
the system will prevent
submission and alert you to
the fields that require

Official
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Homa W Wy Coniacs

> Creste Cantact

Create Contact

Summary
Contact Information
Campany

Address
S
Ftama ey
StateiProdince

ot ot

Commary rgion

Roles (Do not uncheck Is Company Admin’ until you assign this fole to anather Contact.)
[o———
Fax [E—

completion. See example
below:

© The form could not be submitted for the following reasons:

You will be able to re-submit
after completing mandatory
fields.

3. Make sure the new user has the correct role(s), tick ‘Is Company Admin’

or/and ‘Is Authorisation User’ as required:

1 |s Company Admin

! |s Autherisation User

Roles (Do not uncheck ‘ls Company Admin’ until you assign this role to another Contact.)

Note: 'Is a Company Admin'
must be ticked if this is the
last and only one such role
assigned.

4. After completing the information, click on the ‘Save’ button:

After successful save, the contact is displayed in ‘View My Contacts’ page.

Note: Make sure each
Contact has got a unique
email address. It is used in
the authentication process.

5. View the new contact details on the ‘View My Contacts’ page:

View My Contacts

Note: When a new contact is
added in your company
profile, please notify the
relevant Authorisation
Facilitator or Auditor to send
an activation link to the new
contact.

6. You can edit your Contacts’ information at any time by clicking on the Edit

option:

A e —

View My Contacts

Full me

Bt

il

4.4. Remove Contact

Step

Official

\ Guidance

26



Transport

for NSW

1. On the TINSW Technical Supplier Portal landing page, click on the ‘View All Note: Alternate flow to
Contacts’ button: access the ‘My Contacts
page is from the Global
2% | = | e | == |l Navigation section under
TFNSW Technical Supplier Portal login user:
Iwant to... Ascpssments = | E
Company Information 2
My Contact
My Company Details
Assessment
Audit
VIEW AUDIT REQUESTS
Action Management Plan
2. Click on the down arrow:
Row | jranseort ContactUs | Homa | Assessments- |
Home > View My Centacts
View My Contacts
Is s Is
Full Name Company  Business Company Authorisation Auditing
Email Hame Phane Admin User User
&daha Smith Testl23 021234 Y Yes Ne I I
est i 4 es [+
3. Select and click on ‘Remove Contact'”:
g{% Eﬁg&ﬂ ContactUs | Home | Assessments~ |
Home = View My Contacts
View My Contacts
Is Is Is
Full name Company  Business Company Autherisation Auditing
+ Email Name Phone Admin User User
A John Smith Test123 02 1234 Yes ‘es Na
5673 m -
i Edit
Remove Contact
4. Click ‘Remove’:
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C @ %5 techsupplier.transportnsw.gov.au/contacts/

® Findan AED Trans.. @ Howto

Remove Contact

Are you sure you want to remove the selected contact?

5. The ‘View My Contacts’ page will no longer display the Contact:

Home = View My Contacts

View My Contacts

The record has been removed.

Is s
Full Harme Company  Business Company  Authorisation Auditing
+ Email Hame Phone Admin User User

288 bmmtenmban®  deads Sme | eemias amd firme e e e m e FenAR e e

[t
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5 Registration Requests vs Assessment Requests

51 What is a Registration Request?

A Registration Request is a request from a company who does not have an existing profile / account in the
Technical Supplier Portal. Upon the company registration request being approved, they will receive an
activation link to their organisational contact/s to logon to the Technical Supplier Portal to complete their
registration process.

Contact Us | Home [ Signin

NEW SUPPLIER REGISTRATION

REQUEST REGISTRATION TO THE

CONCESSIONS PORTAL

Note: Concessions Portal is under pilot, please don’t
proceed unless you have been asked to participate in
the pilot - please contact
standards@transport.nsw.gov.au for more information

LOGIN

52 What is an Assessment Request?

An Assessment Request is a request from a company that is registered in the Technical Supplier Portal. This
company has an existing profile / account. When the company’s assessment request is approved, they will be
invited to submit the proposed scope of their assessment.

h§l'k‘|’3'ﬁ§ﬁr" ContactUs | Home | Assessments- | Ag

TfNSW Technical Supplier Portal

I want to...

Company Information

CREATE NEW CONTACT UPDATE MY PROFILE
VIEW ALL CONTACTS UPDATE COMPANY DETAILS
Assessment

CREATE NEW ASSESSMENT REQUEST VIEW EXISTING ASSESSMENTS

Audit

VIEW AUDIT REQUESTS

Action Management Plan

VIEW ACTION

29
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6 User Guide: Create New Assessment Request

(Authorisation user)

As an ‘Authorisation User’, you can create, track, and manage your Authorisation Assessment. An initial step is to
create a new Assessment Request.

\ Step

1.

On the TINSW Supplier Portal landing page, click on ‘Create new assessment
request’ button:

% | gronspore

ComtactUs | Home | Assessments -

forNSW

TFNSW Technical Supplier Portal

I want to...

Company Information

VIEW ALL CONTACTS UPDATE COMPANY DETAILS

Assessment

CREATE NEW ASSESSMENT REQUEST VIEW EXISTING ASSESSMENTS

Audit

VIEW AUDIT REQUESTS

Action Management Plan

VIEW ACTION

\ Guidance

2.

On the ‘Create New Assessment Request’ page, complete information relating
to the assessment request:

Create Assessment Request

Engineering Services Application

Asason foe applying for assessmant

Dotails of tha TPNSIW peojectred od roquestig; 4is assassmant can be Hij

For Engineering Services Matrix, use lookup icon to select relevant template
(Rail or Maritime)

Note 1: An asterisk * is
used to mark mandatory
registration fields.

Note 2: If you submit the
form without completing
mandatory fields, the
system will prevent
submission and alert you
to the fields that require
completion.

Note 3: After successful
registration submission,
the system will display an
acknowledgment message
and you will receive an
automated email.

The TINSW Authorisation
Team will get in touch with
you and guide you through
the next steps.

Official
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Engineering Services Application
Select Engineering Services Matrix Template *
Lookup records u
= B
. -
= [
(] s

For date related fields, use look up icon to select relevant date values:

Tender Close Date (if applicable)

< June 2021 >
Su Mo Tu We Th Fr Sa
30 31 1 2 3 4 5
6 T g, 9 0 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
T 28 29 30 1 2 3

B OO

~
&
@
-
o
©
5

3. After completing the information, click on the ‘Submit’ button:

SUBMIT

After successful submission, the request is displayed in ‘View Assessment
Request’ page.

4. View ‘Assessment Request’: Note 1: After successful
e el submission of a new
assessment request, user
is presented with the
Assessment Requests

page

exmant Begeasts

View Assessment Requests

Note 2: The record status
of the request is ‘Under
Review’
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7 Update Assessment Details (Add Scope Area,
Submit Scope/System Question Response)

7.1 Add Scope Area
\ Step
1 When your Assessment Request is approved, you will receive an email
inviting you to submit proposed scope for your assessment. The assigned
Facilitator for your assessment is also included in this email.
2 Onthe TINSW Supplier Portal landing page, click on the ‘View existing

assessment’ button:

ContactUs | Home | Assessments- | Ad

TFNSW Technical Supplier Portal

I want to...

Company Information

CREATE NEW CONTACT UPDATE MY PROFILE
VIEW ALL CONTACTS UPDATE COMPANY DETAILS
Assessment

CREATENEN HSSESSHENT REQUEST @

Audit

VIEW AUDIT REQUESTS

Action Management Plan

VIEW ACTION

\ Guidance

Note: An automated
notification email is sent to
the Supplier to submit scope.

3  Click on the ‘Step

1: Click for Scope Areas’ button:

o » Ve R > Besnsmand sl

Assessment Details

General Actions.

o Types Fitnse |
B Rabn

4 On the ‘Scope Area’ page, scroll to “Asset Scope Areas” or “Non Asset
Scope Areas” that are applicable to your application, complete
information

From Asset Scope Areas, locate the ‘Sub-discipline’ applicable to your
business. To edit, click on the dropdown arrow next to the ‘Discipline’
selected:
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Asset Scope Areas

Transport needs analysis, model or plan
Operations concept development
Maintenance concept development
Optianeering

BRS or user requirements

Single option development

SRS development

Concept or reference design

Design

Material procurement

Manufacturing or fabrication
Construction or installation
Subsystem int

Testing and commissioning
Acceptance services

Plan asset maintenance

Maintain or upgrade assets

Conduct asset condition surveys

Plan decommissioning or disposal
Conduct decommissioning o disposal

Discipline +  Sub Discipline

[v] Civilandrelated Engineering

surveying
G Edit
| @ View details Geotechnical
[——

v| Civilandrelated  Tunnelling

engineering

v| Cuiland related  Bridges and
T engineering structures

v | Civiland related  Earthworks

engineering
[v] Ciilandrelated  Roads and
engineering pavements

Civiland related ~ Combined services

[<]

5  After click ‘Edit’, a pop-up screen will appear on the page, prompt you to
select related Asset Lifecycle Activities:

Make your selection using the check-box provided; you can add a note to your selection by clicking on the lifecycle stage

Roling sock

Sub Biscipline
Freght veicies

Asset Specific Areas

DEMAND, NEED, PLAN
© Transport nvods andysis, model o pan
© Opmomesing

ACQUIRE

© Desgn
Consruction ornstakation
Acceptance sarvices

OPFRATF AND MAINTAIN

Tick the applicable asset lifecycle activity:
G Edit

Asset Specific Areas
DEMAND, NEED, PLAN

ransport needs analysis, model or plan
Optioneering
O SRS development

Add notes or comments where applicable by clicking the asset lifecycle
activity hyperlink:
& Edit

Asset Specific Areas

DEMAND, NEED, PLAN
quon needs analysis, model or ;ml
= .

P 13
O SRS development

After clicking the hyperlink, ‘Add Notes’ is displayed

Note 1: An asterisk * is used
to mark mandatory
registration fields.

Note 2: If you do happen to
submit the form without
completing mandatory fields,
the system will prevent
submission and alert you to
the fields that require
completion. See example
below:

O Thef Id not be subi d for the foll g reasons:

Business/Entity Name 12 required field,
AN or ACN ifapplicable (or N/A} is 2 required field

You will be able to re-submit
after completing mandatory
fields.
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G Edit

Add Notes

Tranport Notes|

& Edit

) Acceptance services
OPERATE AND MAINTAIN

) Plan asset maintenance

DISPOSE

© Plan decommissioning or disposal

Notes

1) Transport needs analysis, model or plan : Tranport Notes

SAVE

After typing your notes, click on the ‘Add’ button:

The texts typed in the ‘Add Notes’ pop-up screen will be shown as read-only in
the ‘Notes’ section. To edit, click the asset lifecycle link again.

Select the asset lifecycle activities that are applicable and add notes to give
more information then click on the ‘Save’ button:

After successful save, the ‘Scope Areas’ page is displayed.

Home > Viw Msessments > Assessrwnt Dessls > Scope Aress

Scope Areas

General

Assessrmant*
AARON CORP - AS 06-2601 4147

Asset Scope Areas

Discipioe # Sub Discipline

(5] Cvisndmistod  Engnosing
e ———

(3] Ovtmdreted  Gaotschial
enpnecring

[¥] emandrsated Temvoting
Pt

(5] Ovimdrined  Bridges st
wopeewieg sroctnes

[¥] Ovtandreated  Exvtrmorts
enpreceig

Singie sption deveiopment

55 development

Matrix Type
s

Concast or reterence desgn
Materialprocuremment
Manuacturing orabricatien
Conarualon ornsaliaton
P—
Testing s0d commissoning
ecastance svices

| Design

Plan asset mintenance

| Malntain o upgrade assets

6 View the changes in the ‘Scope Areas’ page.

‘Conduct azset candtion surveys.

The asset lifecycle activities selected are marked with ‘X’ and the notes added
are copied in the Notes section at the bottom of the Scope Areas page:

an decommissisaing or disposal
| Conduct decsmmmissioning or ispesal

Note: Due to the length of
the page, the screen capture
in Step 6 shows the top half
of the page, the ‘X’ mark and
the ‘Notes’ section.
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[] ok Ovsbetming
angesarng

[T ——

[5] Mogsock  Rallbound

Notes

Disciptine + SubDiscipline Comments

Rolling stock Freight vehicies 1) Transport needs snaiysis,mocel of plan Traesport Notes

= T

Note 1: If you still plan to
make changes in the Scope

SUBMIT FOR REVIEW Area, click on the ‘Save
button:
SAVE

7  Click on the ‘Submit for Review’ button:

After click of ‘Submit for Review’, a warning message is displayed:

Thank you for submitting your scope for review. Please do not make Note 2: After successful
further changes; discuss with your Facilitator if required. submission, the assigned
Facilitator will receive an
“ automated email to review
your scope.

Click on the ‘OK’ button.

8 Submit the agreed scope.

Once the scope has been agreed between you, the Supplier, and the
Facilitator, click on the ‘Lock Scope’ button:

LOCK SCOPE

After click of ‘Lock Scope’ a warning message is displayed:

Submit -

Once submitted the scope areas will be locked, do youwant to continue?

Click on the 'OK’ button.

7.2 Submit Scope Questions Response

\ Guidance

1. After Scope Areas are defined and locked, you will be invited to respond to
requirement questions and submit evidence files.

35
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Follow the hyperlink in the email received with Subject: ‘Invitation to proceed
with application submission’:

Dear <Supplier>

The scope of your assessment <ID> is now defined and locked. To progress to the
next stage of authorisation process, you are invited to respond to requirement
questions via the online portal. You are also expected to upload evidence files at the
same time. Please follow the instructions and discuss details with your Authorisation
Facilitator if needed.

Note that we have strict rules and necessary technology in place that protect the
information you provide, which, in any form, will not be used for any purpose other than
this authorisation assessment and will not be disclosed to anybody else unless it is
required by legislation or court order.

Please log in to TINSW Technical Supplier Portal, under ‘View Existing Assessment’
and complete “Step 2A: Click for Scope Groups” and "Step 2B: Click for System
Groups".

TfNSW Technical Supplier Portal <link>

Regards,
<Facilitator Name>

2. Click on the Assessment hyperlink:

Hame > View Assessments

View Assessments

Application & Application Type Assessment Status Matrix Type Facilitator Created On 4

AS-02-2025-1708 Expansion n Preparation For Stage 1 Rail sve_adso365_dev # 27/02/2025 304 PM

3. Click on the ‘Step 2A: Click for Scope Groups’ button:

Assessment Details

General

Application ¥
AS-02-2025-1708

Actions

STEP 1: CLICK FOR SCOPE AREAS

Assessment Status

in Prepasation Far Stage 1
Matrix Type * Facilitator *
Rail sve_adsa365_dev ¢

STEP 28: CLICK FOR SYSTEM GROUPS

Note: Assessment Status is
‘In Preparation for Stage 1'.

4. Atfter click on the ‘Step 2A: Click for Scope Groups’, the ‘Scope Groups’ page
loads.

Click on the hyperlink or click on the ‘Edit’ next to the sub-discipline to submit
a response:

Note 1: If there are many
sub-disciplines belonging to
the group, they will be listed
here, and you must submit
aresponse to each one by
clicking ‘Edit’ next to the sub-
discipline.

Note 2: Record status is
‘New'.

5. After click of ‘Edit’, the ‘Scope Requirements’ page loads:

Note 1: Scope Question
status is ‘New’.
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Click on the ‘Upload Attachments’ to submit a file that is applicable to the sub-
discipline:

Upload
Attachments

Click ‘Choose File’ to select the file from your local directory and enter File
Name in the ‘Evidence Name/Title’ then click on ‘Upload’:

Add Attachment

Evidence
Name/Title

Attach afile
(less than
50MB)

Choose File | No file chosen

UPLOAD CANCEL

Note 2: To delete an
attachment, click on the
dropdown arrow in
‘Evidences’ section and
select ‘Delete’:

Evidences
Gdaysagn  FILES
Willam Bar

8 ATTACHMENT 3.2 (530 KE)

To confirm the deletion, click
on the ‘Remove’ button:

Remove Attachment

e you stre you want to remave this attachment?

[=1=]

Note 3: Multiple uploads of
documents is allowed but
with a file size of 50MB or
less per document.

Note 4: For the documents
being uploaded, File Names
must not have special
characters because it
conflicts with the directory’s
related coding syntax.
Examples of special
charactersare: ! @ # & *

Navigate to ‘Edit Scope Requirement’ page and complete information relating
to the scope requirement:

Click on the ‘Edit’ next to the asset lifecycle stage to submit a response:

Asset Life Cycle Stage 4 Scope Question Status

Transport needs analysis, model or plan New

Edit the ‘Supporting comments and List of evidence’ section using the default
narrative as guide for the information requested:
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Supporting comments and List of evidence

<Replace this text with the required information as guided in this instruction.

1. Refer to TS 06197.1:1.0 TAQ Authorisation Requirements and other information materials and advice you have

received for guidance on requirement applicability and evidence details to be uploaded on this page and explained in

this section.

2. Explain briefly, in just a few paragraphs, how the organisation meets the requirement. Comment should be concise

and specific to the requirement. If you think the requirement is not applicable to the scope, enter N/A for further
consideration.

3. Provide a list of organisation's documented systems and deployed/executed practices that you are uploading or
intend to present during assessment interview. Evidence of documented systems may include various project

planning templates, organisational policies, processes, procedures, work instructions, checklists and other templates

and forms which demonstrate capability to address the requirement. Evidence of requirement deployment may
include actual project plans, records of implementation of processes or plans, relevant reports, other records and

evidence of actual delivery of engineering services in accordance with the best industry practice for the requirement.

4. Select “Documented” and “Deployed” self-rating based on guidance in TS 06197.2 TAO Authorisation Scheme,
Section 8.>

Click on the ‘Upload Attachments’ to submit a file that is applicable to the
asset lifecycle stage:

Upload
Attachments

Click ‘Choose File’ to select the file from your local directory and enter File
Name in the ‘Evidence Name/Title’ then click on the ‘Upload’:

Add Attachment

Evidence
Name/Title

Attach a file
(less than
50MB)

Choose File | No file chosen

UPLOAD CANCEL

7.

Click on the ‘Submit’ button:

SUBMIT

After click of ‘Submit’ a warning message is displayed

Submit Scope Requirement

Do you want to submit this scope requirement for review?

Click on the ‘Submit’ button if the Scope Requirement entries are final, or
‘Cancel’ button to make changes.

Note 1: An asterisk * is used
to mark mandatory
registration fields.

Note 2: If you do happen to
submit the form without
completing mandatory fields,
the system will prevent
submission and alert you to
the fields that require
completion. See example
below:

© The form could not be submitted for the following reasons:

Business/Entity Name i3  requited fisid.
ABN o1 ACH if applicable {or W/A) is a required field.

You will be able to re-submit
after completing mandatory
fields.
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Note 3: If you are still going
to make changes in the
Scope Requirement, click on
the ‘Save’ button in the ‘Edit
Scope Requirement’ page
instead.
8. After successful submit, the ‘Scope Question Status’ in ‘Scope Requirements’
page is updated to ‘Response Submitted’.
Vome | Ausssmeets + | Willan Bar -
Click on the ‘Save’ button to save the changes:
After successful save, the ‘Scope Groups’ page is displayed. Once ALL the
‘Scope Question Status’ have been updated to ‘Response Submitted’, the
group record status will also be updated to ‘Response Submitted’:
Scope Groups
[~ it MAC CORP: A5-6- 0310122
7.3 Submit System Questions Response
‘ Step ‘ Guidance
1. On the ‘View Assessments’ page, click on the Assessment hyperlink:
View Assessments
e = —a e — —
2. Click on the ‘Step 2B: Click for System Groups’ button:
Assessment Details
General Actions
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3. After click on the ‘Step 2B: Click for System Groups’, the ‘System Groups’
page loads.

Click on the hyperlink or click on ‘Edit’ next to the requirement to submit a
response:

Wime > Yiew Aesksents > Assesimont D > Sy Greups

System Groups

Jro—
AARON CORP A 06 25211122

et [
[ T e ——— [~
] e [T ——— [

S et

Note: If there are many
requirements belonging to
the group, they will be listed
here, and you must submit
aresponse to each one by
clicking ‘Edit’ next to the
requirement.

Syem Croe  Systam Bagaramants

System Requirements

System Groups

e e Graus. Bubderses
[n——
- Thersae g st o

gkt

FreFnETs

Click on the ‘Upload Attachments’ to submit a file that is applicable to all
requirements:

Upload
Attachments

Click ‘Choose File’ to select the file from your local directory and enter File
Name in the ‘Evidence Name/Title’ then click on the ‘Upload’:

Add Attachment

Evidence
Name/Title

Attach a file
(less than
50ME)

Choose Filg | No file chosen

UPLOAD CANCEL

Click on the ‘Edit’ next to the asset lifecycle stage to submit a response:

Note: System Question
status is ‘New'.
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Ak | Transpont
NSW | for NSW

Home > ViewAs

System Requirements

System Groups
Assessment t Requirement Group

AARON CORP - AS-06-2021-1122 Competence Management
Requirement 4 Assessment System Question Status
& Pl (Competency Management) New
| tency Management) New
[>]  cPM3(Competency Management) New

On the ‘Edit System Requirement’ page, complete information relating to the
system requirement:

Click on the ‘Upload Attachments’ to submit a file that is applicable to this
particular requirement:

Upload
Attachments

Click ‘Choose File’ to select the file from your local directory and enter File
Name in the ‘Evidence Name/Title’ then click on the ‘Upload’:

Add Attachment

Evidence
Name/Title

Attach afile Choose File | No file chosen
(less than
50MB)

UPLOAD CANCEL

Edit the ‘Supporting comments and List of evidence’ section using the default
narrative as guide for the information requested:
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Supporting comments and List of evidence

<Replace this text with the required information as guided in this instruction.

1. Refer to TS 06197.1:1.0 TAO Authorisation Requirements and other information materials and advice you have
received for guidance on requirement applicability and evidence details to be uploaded on this page and explained in
this section.

2. Explain briefly, in just a few paragraphs, how the organisation meets the requirement. Comment should be concise
and specific to the requirement. If you think the requirement is not applicable to the scope, enter N/A for further
consideration.

3. Provide a list of organisation’s documented systems and deployed/executed practices that you are uploading or
intend to present during assessment interview. Evidence of documented systems may include various project
planning templates, organisational policies, processes, procedures, work instructions, checklists and other templates
and forms which demonstrate capability to address the requirement. Evidence of requirement deployment may
include actual project plans, records of implementation of processes or plans, relevant reports, other records and
evidence of actual delivery of engineering services in accordance with the best industry practice for the requirement.

4. Select “Documented” and “Deployed” self-rating based on guidance in TS 06197.2 TAO Authorisation Scheme,
Section 8.>

6.

Click on the ‘Submit’ button:

SUBMIT

After click of ‘Submit’ a warning message is displayed

Submit System Requirement

Do you want to submit this system requirement for review?

Click on the ‘Submit’ button if the Scope Requirement entries are final, or
‘Cancel’ button to make changes.

Note 1: An asterisk * is used
to mark mandatory
registration fields.

Note 2: If you do happen to
submit the form without
completing mandatory fields,
the system will prevent
submission and alert you to
the fields that require
completion. See example
below:

O The f Rinot b bt for the foll

ing reasons:

B or ACH if applicable or N/A) i arequired fild

You will be able to re-submit
after completing mandatory
fields.

Note 3: If you are still going
to make changes in the
Scope Requirement, click on
the ‘Save’ button in the ‘Edit
System Requirement’ page
instead.

After successful submit, the ‘Assessment System Question Status’ in
‘Systems Requirements’ page is updated to ‘Response Submitted’:

> AssessmentDetalls > System Groups = System Requirements

System Requirements

System Groups

AARON CORP - AS-06-2021-1122

Requirement +

Deployed process

self rating
[¥]  CPML(Competency Management)
~]  CPM2(Competency Management)

Official

42



Transport
for NSW

Click on the ‘Save’ button to save the changes:

‘Response Submitted’:

Home > WewAssesiments > Ausasioraon Dvals > Systom Grouga

System Groups

Aseviment
NASON CORP S 6 3311122

When all questions in a requirement group are responded, the ‘System
Requirements’ page is displayed and the ‘Record Status’ is updated to

Hara +

[
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8 User Guide: How to do a resubmission

When an assessment for a particular group or question has been completed by TfNSW, there will be various statuses
that may appear in the Supplier portal. Here are some of the statuses and a brief description:

SME Review Completed denotes that the scope/system group assessment has been completed
Being Assessed Stage 1, denotes that the scope/system group Stage 1 assessment is in progress
Stage 1 Feedback Provided, denotes that scope/system question has been assessed

Supplier to Resubmit, denotes that the scope/system question has been assessed with an action item

8.1 Resubmit a Question Response

\ Step \ Guidance ‘
1. Follow the hyperlink in the email received with Subject: ‘Question(s) reopen Supplier will receive
for resubmission’: notification when

Scope/System questions are
moved to ‘Supplier to
Resubmit’.

2. Navigate to scope/system question group with status ‘Supplier to Resubmit’:

In the scope/group page, click ‘Edit’ for the group with status of ‘Supplier to
Resubmit’:

Scope Groups
pom— Mt
R — al
you pr whick, i amy form, wil ot be usedfor sy purpose other than this autherisation
o i
Name * Hrcund Szatus.
=l Exemeseing sarenying - E5 CORPORATION - AS06.J023-1144 suwwwnwuml

After clicking ‘Edit’, the ‘Scope/System Requirements’ page is displayed. Click
‘Edit”:

44

Official



Transport

for NSW

Home > View Assessments > AssessmentDetails > Scope Groups >JScope Requirements

Scope Requirements

Assessment *
RES CORPORATION - AS-06-2021-1144

Assessment Scope Group
Engineering surveying - RES CORPORATION - AS-06-2021-1144

ife Cycle Stage 4

Matrix Type *
Rail

Scope Question Status

Supplier to Resubmit

After clicking ‘Edit’, the ‘Edit Scope/System Requirements’ page is displayed:

)IEdit‘ pe Req :

Home > View Assessments > AssessmentDetails > Scope Groups > Scop

Edit Scope Requirement

General

Assessment

RES CORPORATION - AS-06-2021-1144
Sub Discipline

Engineering surveying

Assessment Scope Group
Engineering surveying - RES CORPORATION - AS-06-2021-1144

Check the feedback received and address the action item:

Scroll down and check the Stage 1 Assessment recommendations at the

bottom of this page:

Assessor's Comments

Stage 1 Assessment Recommendation

Need more evidence -

Stage 2 Assessment Recommendation

In the Evidences section, upload additional files or delete existing files as

needed:

Scope Question Status
Supplier to Resubmit

Asset Life Cycle Stage
Design

Evidences

FILE1

William Bar

B ATTACHMENTLtxt (11 bytes)

Upload
Attachments

[]

M Delete

Note 1: Deleting an
attachment triggers a pop-up
screen confirming the action:

Remove Attachment n

Are you sure you want to remove this attachment?

Note 2: For ‘Edit Scope
Requirement’ page, the
ratings are not applicable.
The section would display
like this:

Note 3: Upon Submit, A
notification email is sent to
the Facilitator, about the
resubmission.
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Update the ‘Supporting comments and List of evidence’ section as needed:

Supporting comments and List of evidence

Evidence attached

Click on the ‘Submit’ button:

SUBMIT

After click of ‘Submit’ a warning message is displayed:

Submit Scope Requirement

Do you want to submit this scope requirement for review?

Click on the ‘Submit’ button if the entries are final, or ‘Cancel’ button to make
changes.

After successful submit, ‘Scope/System Requirements’ page is displayed, and
the scope/system question status is updated to ‘Response Re-submitted’:

Wari Type Eridences

There s o ks o il

Aaset Lt Cpta Stagn #

D

8.2 Upload additional documents/evidence

Guidance
1. From the scope/system group page, navigate to the specific scope/system Note: The scope/system
group page where additional documents/evidence is requested by TINSW. group level attachment will
remain open while being
Go to scope/system group page, select the group where additional assessed. This enables the
documents/evidence is requested, and click ‘Edit’: Supplier to submit additional

documents or evidence
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Home > View hiscismants > Adsessment Dot
System Groups

After click of ‘Edit’, the scope/system group page is displayed. The ‘Upload
Attachment’ in the ‘Evidences’ section remains open for any additional upload:

hemem Detals + Sptem Groags > System Bequirements

System Requirements

System Groups
P
ARRON CORP - A5.06-2021 1143

Fogirema Group Endencas
St ity Desgn T ]

requested by TINSW to
complete the assessment.

Upload the requested document/evidence.
Click on the ‘Upload Attachments’:

Upload
Attachments

Click ‘Choose File’ to select the file from your local directory and enter File
Name in the ‘Evidence Name/Title’ then click on the ‘Upload’:

Add Attachenent

Ledara e
arnr! T die

i T
LT T
‘AR

[= = F R SR S

Click on the ‘Save’ button:

SAVE

After successful save, the previous page is displayed.

Note 1: To delete an
attachment, click on the
dropdown arrow in
‘Evidences’ section and
select ‘Delete’:

Evidences
ddayiagn  FILES

8 ATTACHMENT 3.2 (530 KE)

To confirm the deletion, click
on the ‘Remove’ button:

Remove Attachment

youwant to remove this attachment?

[ o

Ao you sure

Note 2: Multiple uploads of
documents is allowed but
with a file size of 50MB or
less per document.

Note 3: For the documents
being uploaded, File Names
must not have special
characters because it
conflicts with the directory’s
related coding syntax.
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‘Being Assessed Stage 2’
\ Step

e The assessment recommendations are visible when the assessment is in
‘Being Assessed stage 2'.

Scope Requirements
Assessment *
VT-Rail - AS-02-2025-1698

Note Text

There are no notes to display.
Assessment Scope Group
Heavy commuter electric multiple units or diesel multiple units - VT-Rail - A5-02-2025-1698 Unload
ploac
Attachments

Asset Life Cycle Stage 4 Scope Question Status
E Material procurement Being Assessed Stage 2
E SRS development Being Assessed Stage 2

o If additional response has been requested, use the Supporting Comments
text box to add additional responses and click ‘Save’.

Assessment Scope Question Status
VT-Rail - AS-02-2025-1698 Being Assessed Stage 2
Sub Discipline Asset Life Cycle Stage

Heavy commuter electric multiple units or diesel multiple units Material procurement

Assessment Scope Group
Heavy commuter electric multiple units or diesel multiple units - VT-Rail - AS-02-2025-1698

Evidences

There are no notes to display.

Supporting comments and List of evidence

Upload
Live interaction while being Assessed Stage 2 Attachments
Click 'Save' to save responsesl
Assessor's Comments
Stage 1 Assessment Recommendation Stage 2 Assessment Recommendation

Stage 2 Assessment Assessor comments visible here -

8.3 Addressing Stage 2 assessment recommendations when
assessment, scope / system groups, scope / system questions are

\ Guidance

Official

49



Transport
for NSW

9 User Guide: How to address the findings for the
assessment

TfNSW Authorisation team will email the Supplier when the assessment outcome, including any finding, is made available
in the portal. Check the finding’s details by clicking on the ‘Step 3: Click for Findings’ button in the ‘Assessment Details’
page.

Step \ Guidance

1. Navigate to ‘Assessment Details’ page.

After login to TINSW Technical Supplier Portal, from the Homepage, click on
the ‘View Existing Assessments’ button, click on the assessment hyperlink,
then click on the ‘Step 3: Click for Findings’ button:

Assessment Details

General
Application # Assessment Status
40220251706 Assessment Findings _
STEP 1: CLICK FOR SCOPE AREAS
Matrix Type * Facilitator *
ail L
2. View the logged findings linked to the assessment. Note: Only when a finding

has ‘Finding Status’ of
Click ‘Edit’ for the finding with ‘Finding Status’ of ‘Pending for action from the ‘Pending for action from the
Supplier”:

Supplier’ will enable the
Supplier to edit the finding.

Findings

After clicking Edit, the Edit pop-up screen is displayed:
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G Edit

General

Finding Summary * Action Due Date *

Scope Mot Clear =
Assessmen t Finding Date

NEMO CORPORATION - AS-06-2021-1145 16/06/2021 Action Required by Supplier *

stem Question * Finding St
%
Pending for action from Supplier

Scope Question* Finding Category
gy veying - NEMO CORPORATION - AS-06-2021-1146 A0C

3. Edit the details of a finding.
Based on the agreed action points with the Facilitator, enter ‘Due Date’:

Action Due Date *

it

List/Type the agreed action points in the ‘Action Required by Supplier’:

Action Required by Supplier *

Click on the ‘Submit’ button:

After successful submit, ‘View Findings’ page is displayed and the ‘Finding

Status’ is uEdated to ‘Action Resgonded‘:

View Findings

Findings

Finng samesry Finding Camments Flading Ctegery Finting e

Note: Click ‘Submit’ only if
the updates made are
complete/finalised because
this will update the ‘Finding
Status’ and publish all the
updates to the Facilitator.
Click ‘Save’ to not lose the

updates and not publish yet.
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10 User Guide: How to address an Action

Findings and associated Actions which remain against a TAO either from an Assessment or from an Audit will need to be
addressed in accordance with its Action Due date. To do this, the TAO can use the external supplier portal to review the

details of the action/s at any time, as well as address any criteria that may be present.
An Action will go through various internal statuses designed to review and approve the action from its conception to its

close out. Once the Finding status has been set internally to ‘Ready for Action Management’, the Finding and the
associated Action will be presented to the TAO via the External Portal. The TAO will be notified an Action is pending their

review, and they should navigate to the portal.

Step \ Guidance

1. The TAO will access the External Portal and login using their assigned Note: These are the same
credentials used each time a

credentials.
TAO accesses the Portal.

2. Upon login, they will be faced with the following:

Cotacrts | Mome | Arsameres « | Amar bosey -

TINSW Technical Supplier Portal

Iwantto...

Company Informatien

“ i

Assessment
CREATE NEW ASSESSMENT REQUEST. VIEW EXISTING ASSESSMENTS
Audit

Action Managﬂmei; >

3. The TAO will be faced with a number of options, including the section to Note: Multiple Actions may
show against a TAO, each

‘View Action’. . .
with varying due dates.

Click on this option to access all Findings and associated Actions which
have passed through the ‘Ready for Action Management’ status.

& »0a

Action View
[aSw—— r— [T
[A— [ P—— Jras— -
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4. To access the Finding, click on the Finding Summary.

This will present the TAO with an option to comment against that Finding,
as well as add evidence, or to request an extension.

commen | vone | hesmers - |

Arerrw sy -

Home > Adis hew > dction Detalls

Action Details
TioName Fidig ot
sty A Senen - Actions
equtements
Bl Engresing anegenens UPLOAD ACTION EVIDENCE
Fiangsumnary
Fotngscesat st
Flndig ategery Fonfigbate UPDATE ACTION REQUEST EXTENSION
Wy Iy
Project/ 'VIEW ACTION SUMMARY
Potantizl C jact/ Program | Transport Sy I 2 ON SUMMARY
Finding Comments

Findng Comments
uaprimasy

Note: 6 weeks from the due
date a notification will be
sent to the TAO reminding
them of the pending Actions.
Follow up emails will be sent
every two weeks until the
due date occurs

5. If the TAO wishes to upload evidence to support the close out of their
Actions, click on the ‘Upload Action Evidence’ button.

This will be present the TAO with options do address their Action.

@ Acton Erderce M Spel X 4 wos ok
aw+ »0a

5711500 10224818733

@ Coometiena | @ Prjenesiy § Mostiuen-tm (| 283 @ Rempmeian

Gttt | Home | Mmemerts - | dodwisey -

Action Evidence

ToMme
estng- A S [

Evidence uplaad
[

penements Thoe 2 s il

]
Fadng Surmary” i
Ftingesany Tedt

FldngCaegy Findog s
“ i Evidence Review

Potentlal Consequenca/s on Project  Program / Transport System Outcames

Finding Comments
Fidng Comests
uaperindrg

eten Dwe Dt
-

Acscn Requedy Seppies
s g,

SHEReviom Conments

TAO to upload documentation to support their Action and update the
comments section addressing the Action.

Once documents have been uploaded, press to ‘Submit’ the Action

Note: Once the Action has
been submitted, the TAO will
not be able to access this
functionality. They will be
able to view a summary of
the Action however, by
selecting ‘View Action
Summary’ from the Action
main page.

Once the TAO has submitted
their evidence via the
External Portal, the Finding
status will be updated
internally to reflect that
evidence has been
submitted. A notification will
be sent to the Action
Coordinator notifying them of
the submission.
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11 User Guide: How to request an extension to an
Action

If the due date of an Action is upcoming, and the TAO is not in a position to close out the Action, a request can be submitted
by the TAO to the Action Coordinator for a date extension. This is done via the External Portal.

\ Step \ Guidance
1. The TAO will access the External Portal and login using their assigned Note: These are the same
credentials. credentials used each time a
TAO accesses the Portal.
2. Upon login, they will be faced with the following:
@ Actonbrderce WS Supele X 4 v - 8 X
csep TS 2B aEt N0 4 i
O ComimgeMerw [E. (@ ProjetWebpp  § AuPromc-Son. (| 234 [ Recorlpmerlesms
EI.”.?:‘ s | vome | rmesmens. | marvms
Action Evidence
Tokame Flning S Evidenceupload
ey A scenars peee Motz Text
m’;:"i“w e —
Finding Category Flncing Date
'"‘ i Evidence Review

Potentizl Consequencafs on Project { Program | Transport System Outcomes

Supprercommenns

Finding Comments
PadrgCommes
e

The TAO will be faced with a number of options, including the section to
‘View Action’.

Click on this option to access all Findings and associated Actions which
have passed through the ‘Ready for Action Management’ status.

Action View

g sy

[——

Note: Multiple Actions may
show against a TAO, each
with varying due dates.

4.

To access the Finding, click on the Finding Summary.
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This will present the TAO with an option to request an extension.

Home > ActionView > Action Details

Action Details

TAO Name Finding Status
Testng -PAQ Scerrio Rolease Actions

i 190072022

Bequirements
e UPLOAD ACTION EVIDENCE

Finding summary -

Finding Sceearo st

Finding Categoey Fining Oate UPDATE ACTION REQUEST EXTENSION

Potential Consequence/s on Project / Program / Transport System Outcomes I

 VIEW ACTION SUMMARY

I

consequence/s

Finding Comments
Finding Comments
WoorFinding

to support this request.

5. The TAO will be presented with the summary of their Action as well as the
option to select a new due date. They will also need to add commentary

@ Action Reguast Exenion TSI X
€ 2 C 0 @ tiswaeo-portal-uatpowerappsportals.com/actioniewactiondetaits/actionrequestext/2id=26572a 1 ba3T-ed11-6d01-00224316a733

Q ConciergeMenulE. [ ProctViebdop § uitProject-Sau.. [ 464 b Record yourTeams...

Action Request Extension
General
THO Mame Finding Status.
Testing- PAQ Scenario Rekase
ENML {Engineering Mznagement)
par—
Finding Scenario Test
[— Focingte
L dy/wn

Potential Consequencefs on Project / Program { Transport System Qutcomes

Finding Comments
Finding Comments.
NajorFindng.

will notify the Action Coordinator.

Once the date and rationale have been entered, Submit the request. This

Note: If the Action
Coordinator accepts this
request, they will place the
Finding back into the ‘Ready
for Action Management’
status. This will open it up to
the External Portal once
more, as well as notify the
TAO of the new Action Date.

If an extension is rejected,
the Action Coordinator will
communicate the rationale
for this decision to the TAO
outside of the application.
They will place the Finding
back into its original status
and proceed with the original
due date.

Note: Supplier will receive pending action reminder notifications 2 weeks in advance of the due date, on the due date

and when the due date has passed.
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12 Information: ‘No Reply Email’ Sent to the

Supplier

List of the different system generated emails sent to the Supplier.

\ Emails

\ Guidance

1.

Subject: ‘Your Registration Request has been received.’

Note: Triggered when
Supplier submits
Registration Request.

2.

Subject: ‘Your Company Registration Request is approved’

Dear <contact name>

a role to them.

Your Company registration request has been approved. Please complete your
registration on the TINSW Technical Supplier Portal via the unique link below, follow
prompts on screen and the Supplier User Guide provided.

Once you have completed authentication in the system, please update your profile
and the Company profile. You can also add Contacts and assign Roles (Company
Admin or Authorisation User) to them.

NOTE: you must have at least one Company Admin role which is initially assigned to
you. All other contacts will have read-only access until the Company Admin assigns

The Authorisation User role is able to submit an assessment request.

Reqistration link (to be only used once)

Kind Regards,
1The Authorisation Team

Please email authorisationaudit@transport.nsw.gov.au if you have any questions.

Note: Triggered when
TINSW Team creates a
Portal User Registration
for the Primary
Organisational Contact —
Supplier.

Subject: “Your Company Registration Request is approved’

Dear <contact name>

details.

Kind Regards,
The Authorisation Team

Your Company registration request has been approved. Please complete your
authentication on the TINSW Technical Supplier Portal via the unigue link below.

NOTE: As a secondary contact, you will initially have read-only access to the portal
until the Company Admin assigns a role to you. Refer to the Supplier User Guide for
Your personal authentication link (to be only used once)

Please email authorisationaudit@transport.nsw.gov.au if you have any questions.

Note: Triggered when
TfNSW Team creates a
Portal User Registration
for the Secondary Contact
— Supplier.
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Note: Triggered when
TINSW Manager rejects
the Registration Request.

Note: Triggered when
Supplier submits
Assessment request.

Note: Triggered when
TINSW System is open for
Scoping.

Note: Triggered when
TNSW System is open for
requirement response and
evidence resubmission.

for NSW

4. Subject: “Your Company Registration Request is NOT approved’
Dear <Primary contact name>
Your Company registration request has NOT been approved.
Please email authorisationaudit@transport.nsw.gov.au if you need further
information.
Kind Regards,

4 The Authorisation Team

5. Subject: ‘Your Assessment Request is received’
Dear <contact name>
Your assessment request has been received and is under review. A response will be
provided within 5 days.
If you have not received any communication within this timeframe please email
authorisationaudit@transport.nsw.gov.au
Kind regards,
The Authorisation Team

6. Subject: ‘Invitation to submit proposed scope for your assessment’
Dear <Contact Name>
You are now invited to submit the engineering services scope for assessment <ID>.
Please log in to TEINSW Technical Supplier Portal, under ‘View Existing Assessment’,
to complete “Step 1: Click for Scope Areas”.
TfNSW Technical Supplier Portal
Please make sure to discuss the proposed scope with your Authorisation Facilitator
<insert AF name and email address> before submission.
Kind regards,
The Authorisation Team

7. Subject: ‘{Application #(Assessment)} - Invitation to proceed with application

submission’
Dear <Supplier>
The scope of your assessment <ID> is now defined and locked. To progress to the
next stage of authorisation process, you are invited to respond to requirement
questions via the online portal. You are also expected to upload evidence files at the
same time. Please follow the instructions and discuss details with your Authorisation
Facilitator if needed.
Note that we have strict rules and necessary technology in place that protect the
information you provide, which, in any form, will not be used for any purpose other
than this authorisation assessment and will not be disclosed to anybody else unless
it is required by legislation or court order.
Please log in to TEINSW Technical Supplier Portal, under ‘View Existing Assessment’
and complete “Step 2A: Click for Scope Groups” and "Step 2B: Click for System
Groups".
TfNSW Technical Supplier Portal <link>
Regards,
2<Faci|itator Name>
8. Subject: ‘Response Received Incomplete’

Note: Manually emailed by
the Facilitator when
submitted responses are
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Dear <Supplier>,

We are reviewing responses you have provided for assessment <ID> .

We have identified that response submitted to <Questions number> requires
resubmission. Please check details on the Supplier Portal and discuss with your

Authorisation Facilitator before resubmission if necessary.

Regards,
The Authorisation Team

not adequate to start pre-
assessment.

10.

Subject: ‘Pre-assessment outcome available for review’

10.

Dear <Supplier>

The pre-assessment outcome of Assessment <ID> is available for your review.
Please log in to TENSW Technical Supplier Portal to view details. Your Facilitator
<name> will contact you in regards to the next steps.

TfNSW Technical Supplier Portal <link>

Regards,
SharePoint

Note: Triggered when Pre-
Assessment ‘Scope
Question Status’ or
‘Assessment System
Question Status’ at sub-
discipline or system group
levels is Stage 1 Feedback
Provided.

11.

Subject: ‘Question(s) reopen for resubmission’

Subject:
Dear <Supplier>,

One or more questions in <Group Name> in your assessment <ID> require
resubmission. Please log in to TINSW Technical Supplier Portal to review pre-
assessment comments and update your response/evidence accordingly.

TfNSW Technical Supplier Portal <link>

Regards,
SharePoint

Note: Triggered when an
outcome of ‘Resubmit’ is
set during Stage 1
Assessment.

12.

Subject: ‘Assessment outcome available for review’

Dear <Supplier>

The outcome of Assessment <ID> and Findings are available for your review. Please
log in to TINSW Technical Supplier Portal to view details. Your Facilitator <name>
will contact you in regards to the next steps.

TfNSW Technical Supplier Portal

Kind regards,
SharePoint

Note: Manually emailed by
the Facilitator when
Assessment Comments &
Findings are available for
view.
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