
How to Requalify  

Supplier Portal – Quick Reference Sheet 

Information and Technology Services Doc ID: SRM-QRS-VEN-036  
Page 1 of 6 Issue Date: 22 February 2021  
 

Overview 

This Quick Reference Sheet (QRS) demonstrates how to change and update your Health Safety and Environment 

(HSE) information, add categories you wish to be requalified for, or requalify due to expiration of existing 

prequalification status. 

Things You Need To Know 

• You will need to have the relevant documents complete before you start your requalification. 

• Adding new service categories may require further documentation. 

Features Covered 

• Access company details 

• Complete application to requalify 

• Attach documents 

• Submit requested further information documents  

Access company details  

The Supplier Profile transaction shows your current 

HSE Prequalification Information. 

 Click Supplier Profile. 

 

Complete application to requalify  

In this scenario the supplier HSE expiry date is approaching therefore a new application needs to be submitted. 
 

To requalify: 

 Click the Review/Submit Re-qualification 
button. 
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The HSE Re-qualification form appears in display 

mode and you can scroll down to view existing 

categories and information. 

 Click Edit. 

The form becomes active. 

 

 In the additional information section, tick the 
relevant checkbox if you have attained the listed 
certification(s).  

Note: This will update the Required documents 
section (below) where you will be requested to 
attach a copy of the certificate(s). 

 

In the Services you provide section: 

 Select the services you perform or materials you 
supply.  

Note: You can make multiple selections and 
these will determine the HSE requalification 
requirements. 

 

 

 

 Scroll down to the required documents section. 

  

Based on the previous selections you are required to 

provide all documents listed in this section.  

Note: There are a number of templates 
available and you may need to use the scroll 
bar to view all the listed documents.  

 

 

 

When applying for a requalification, documents from 

a previous application may exist and can be replaced 

with a more current version.  

Attach required documents  

 

Replace existing document 
 

 Select the  next to the document to be 

replaced. 

 Click Replace Attachment. 
 

 



How to Requalify  

Supplier Portal – Quick Reference Sheet 

Information and Technology Services Doc ID: SRM-QRS-VEN-036  
Page 3 of 6 Issue Date: 22 February 2021  
 

The Supplier Profile window appears. 

 Click  in the File Name. 

 Select the document from the dropdown list.  

Note: Each time a document is selected the 
dropdown list reduces and displays only the 
remaining documents to be uploaded. 

 

 

The File name displays the document to be 

uploaded. 

 In the Description field type the document 
name. 

 Click Browse. 

 

 Locate and select the document. 

 Click Open. 

 

 Click Add. 

 

The original document has been updated. 

 

Add a new document 
 

 Click Add Attachment. 
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 Click  in the File Name. 

 Select the document from the dropdown list.  

Note: Each time a document is selected the 
dropdown list reduces and displays only the 
remaining documents to be uploaded. 

 

The File name displays the document to be 

uploaded. 

 In the Description field type the document 
name. 

 Click Browse. 

 

 Locate and select the document. 

 Click Open. 

 

 Click Add. 

 

The new document has now been added. 

 

 Repeat the process until all documents have 
been uploaded. 

Note: Remember to utilise the dropdown 
feature to assist with tracking which documents 
still require uploading. 
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Submit HSE requalification  

The final step is to add any comments if required and submit the application. 

 Add any notes or comments in support of your 
application. 

 Click Submit for Requalification. 

 

A Success message appears.  

In the Supplier profile, only the HSE Status will 

change to SUBMITTED. 

Once the application has been assessed, the other 

details will be updated. 

 

Submit requested further information documents  

Additional information may be requested by HSE prequalification assessors. These documents need to be added to a 
zip file to enable uploading. 

Further Information requested 
 Create a zip file with all the requested 

documents including the company profile. 

Warning: The company profile document must 
be included in the zip file. 

 

 In the Upload required documents, click  

next to the current company profile. 

 

 Click Replace Attachment. 

 

 

The Supplier Profile window appears. 

 Type the description Further Information. 

 

 Click Browse. 
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 Locate and select the Zip file. 

 

 Click Open. 

 

The zip file displays in the File field. 

 Click Add. 

 

Note:  Selecting the file name will display the 
contents. 

 

 In Supplier Note: at the bottom of the page, list 
what documents have been included, e.g.: 

• Company profile (mandatory). 

• JSEA. 

• Chemical register. 

• Risk register. 

 

 

 

  Click Submit for Re-qualification. 
 

 
 

 


