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UPLOAD A CONTRACTOR CERTIFICATE

Contractors working on University premises may be required to upload a certificate prior to undertaking work. This
could include certificates such as COVID-19 Vaccination, Medical Exemption, Police Clearance or Working with
Children Check.

Information provided to the University in compliance with any policy or procedure will be stored securely and
treated confidentially, in accordance with relevant laws and the University's Privacy Policy.

UPLOAD A CERTIFICATEON A PC

« Go to the Register a contractor certificate page.

« Login using your FAN and password.

« Fill out the required details on the form.

« Upload the required certificates.

« Click submit. The details will then go to our Properties, Facilities and Development team for validating your
certificate.

UPLOAD A CERTIFICATE ON THE APP

* Login to your 'Service Now Agent' mobile app using your FAN and password.
« Select the three dots at the top-right of screen (iPhone) or the green + button

in the bottom-right corner (Android). My Work
» Select 'Register a Contractor certificate’ from the list that appears.
* Select certificate type. E] @
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« If the certificate has valid from and expiry dates, enter dates.
* Upload image of certificate which clearly shows all details.

* Answer question 'Have you attached the certificate'. S¢ @ Logacheckin all
* Click 'submit'. : )
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Your certificate will then be validated by our customer service team. @ Register a Contractor certificate
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FOR SUPPORT OR MORE INFORMATION

For technical support, including questions about your FAN, password or access to the system contact our IT service desk team on
(08) 8201 2345 during business hours. You can also log a request online using the IT help and support service in Service One.

For support with the contractor process, policy, work permits and permissions to proceed, or your work at Flinders, contact our
Properties, Facilities and Development team on (08) 8201 2733 during business hours or email pfd@flinders.edu.au.

FLINDERS.EDU.AU/CONTRACTORS

CRICOS No. 00114A | OF 2220907


https://flindersuni.service-now.com/csp?id=sc_cat_item&sys_id=ac1aa84f87c089106b9dca260cbb35ce&sysparm_category=952e63af8788011098a00e940cbb3504
https://flindersuni.service-now.com/csp?id=sc_cat_item&sys_id=ac1aa84f87c089106b9dca260cbb35ce&sysparm_category=952e63af8788011098a00e940cbb3504



