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Completing your registration on Calvary Supplier Central

Step 1:

Log in to Calvary Supplier Central. Look for a WELCOME email from do.not.reply@decisionmax.com.au,

which includes your username (your email address) and password. (Note: Please do not use Internet
Explorer as your browser when accessing Calvary Supplier Central.)

Step 2:
Step 3:
Step 4:
Step 5:

Step 6:

Verify company information and contact details and make any necessary updates.
Fill out the products or services you are contracted to supply and/or wish to offer.
Add the occupation skills you will offer.

Add contact details for key business representatives.

Upload your business insurance certificates and immunisation history statements for your
employees/subcontractors.

Home Page

These are the tiles that you will be able to
view when you log in.

You may be able to access some of these
tiles but you won’t have any functionality
enabled (blank screen/no content yet).
These are marked with a red cross. The
main tile to look at in this instance is the
On Boarding tile which will take you
through the steps you need to complete.

Manage Your Profile - Connect to Work Orders & Catalogues

List products List trade

Compliance

Pre-Qur .. *cations

Employee

Certificates Upload Certificate Status

Certificates

Administration

On Boarding Add User

Trade Check-Up

Change Password

You will be prompted to update your
password so please do so upon login. You
can also do this later on by:

Clicking on the My Details — Left hand side
menu.

You can change your Password though Edit
Login “Change Password” tile

Set your Secret Question.

Click: Save.

It looks like this: () My Details

Edit Login

Change

Password

It looks like this:
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As part of Calvary Supplier Central, you
will need to formally on-board.

Click on: Go To On-Boarding when you log
in or on the On Boarding tile.

This will take you through the steps to
check your data.

Each tab/step builds a map of your
company.

Welcome Aboard!

X

Please Complete your On-Boarding Process.

Note: Ensure your Payment Register Contacts are updated to
assist in orders and remittances.

Go To On-Boarding Ask Me Later

Administration

Upload

On Boarding Change Password

Documents

Validate / update / enter your company
details

Key fields: Your ABN, Entity Type, Business
Name and Trading Name. Check that we
have the correct Address and Phone
Number.

Enter your ABN in the Business Validation
box to the right if you need to check your
details. Press Check and your information
from the ABN website will be displayed.

Press NEXT to continue.

) Show Tabs Next

Fiih / Bt

step1 step. / Step -
Validate your company data.

‘Supplier Edit E]

Business Name DHAX Help Desk - DecisionMAX Software Pty Ltd Business Validation

5

Trading Nome
sen 91091379 136 Search By ABN Number © AR Name
Ao
Enter ABN Number Check | Check ith Histo
ity Tyoe Austalan Pivate Campany g 91091379136 vy
entty Name status Active efective from 18/04/2000 unti {current]
Adiress 70 80x 120
4
/ Business Names
aity vanly
State/ Postcode s 1655 -
orone B Trading Names DECISION MAX SOFTWARE PTY LTD effctive from 18/04/2000
Fox
4
ieb Address s deciionmarcom.au . .
Entity Names 'DECISION HAX SOFTWARE PTY,LTD. effectiv from 02/05/2002
Incorporaton Date =
Incorporation Country ustalia - Z
Region - entty Type Australian Private Company
Owner' Count ustrsia -
i Extraction Date 23j0s/2021 Last Updated =
# of Employees 59
Tumover =
indigenous Status =
Next

Click on the Add Industry Categories
button

In the Enter text here cell: Enter the name
of the product category you are
contracted or proposing to sell e.g.
Catering Services, Electronic Medical
Thermometers

Tick the options.

Note the name of some items may be
different to what you know - so try
different naming conventions

Repeat this until all your products and/or
services are mapped.

Press Save to post each set. Delete will
remove items.

You can add many items matching the
commodity list.

Press Next to continue.

Industry Category Selector

Select the Industry Categories you want. Then press Save to add them to your current selection.

ext ¢ corch, matching all words  [Options| | Select..  w | | Refresh || Customise | | Expand Al || Colapse Al | | Layout..

Code ¥l Industry Category
v

53000000 Apparel and Luggage and Personal Care Products

72000000 Building and Construction and Maintenance Services.

B8 B8

22000000 Building and Construction Machinery and Accessories

12000000

Chemicals including Bio Chemicals and Gas Materials.

B8

47000000 Cleaning Equipment and Supplies.

25000000 Commercial and Military and Private Vehicles and their Accessories and Components

46000000

Defense and Law Enforcement and Security and Safaty Equipment and Supplies

B8

40000000 Distribution and Conditioning Systems and Equipment and Components

52000000 Domestic Appliances and Supplies and Consumer Electronic Products

&

51000000 Drugs and Pharmaceutical Products.
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Click: Add Occupations

Key fields: Enter the trades / professions.
Tick the options.

Press NEXT to continue.

Occupation Selector
Select the Occupations you want. Then press Save to add them to your current selection.

Enter text here to search, matching all words [Options| | Select... . Expand All || Collapse All Layout...

Refresh || Customise

Code. Ivl Occupation

v v

CLERICAL AND ADMINISTRATIVE WORKERS

B E 6

COMMUNITY AND PERSONAL SERVICE WORKERS
Health Insurance supplier

LABOURERS

B @

MACHINERY OPERATORS AND DRIVERS

MANAGERS

PROFESSIONALS

)

SALES WORKERS

Click: Add New Contact

Key fields: Make sure to set each user a
Type of website Login. You can tick/untick
the box for “Login Access Required”
depending on whether your staff will need
access to the site. You may want to tick
this if you will ask your staff to upload
their own documents and select
Employee as the type of website login.

1. Supplier Admin - has access to view
and edit all company information
and contacts. You might want to
assign this to your
Accounts/Finance Representative,
and/or your Business Manager only.

2. Supplier Officer - does not receive
any notifications from the portal.

3.  Site Visitor, Subcontractor and
Employee will only see what you
link them to. Help Guide available
for Employee login type:
https://www.calvarycare.org.au/doc

ument/view?id=85

Press Save on top of the form.

Site Access — Go to the Occupations tab
for the individual.

IMPORTANT: You need to indicate
whether the person you have added is
coming onsite.

Press 0 to access the site access options to
indicate whether they will visit hospitals,
aged care facilities, community care
service centres and/or client homes,
National Office, or delivering goods only.

Tick all the site access options that apply
and Press Save.

Occupation for a person

In the search field enter your occupation
(doctor, nurse, podiatrist, plumber,
electrician, etc.) The system will
automatically allocate the requirements

) Show Tabs Prev Next. Finih / Ext

step1- step2 step3

Step -

Step 5 - Upload

Add your key staff and any staff members that will engage in any onsite service delivery. Tn addition, add your Purchase Order and Remittance contacts if not already listed as key staff. An

email link and password will be sent to each log in account.

Contacts for Supplier: DMAX Help Desk - DecisionMAX Software Pry Lid
Refresh || Customise Grid

Exportto | Excel Static Layout [~ | Bxoort | | Add New Contact

Actions. Complisnce Status (%) First Name

[ -~ | - |

= | Last Name =1 hone =) | Mobite )| email =1 | person Type

1| Date Added {

>

New Contact

Details

Login Access Required v

Type of website Login Administrative Officer Employee Site Visitor Sub Contractor

Title

First Name
Last Name
Job Title
Phone 02 99457603
Mobile

Email
Occupation Selector
Select the Occupations you want. Then press Save to add them to your current selection.

Enter text here to search, matching all words __|Options| | Select... v Refresh || Customise Expand All || Collapse All | | Layout..

~ (¥  Occupation i~
v e

Site Access Requirements Mandatory

e

1.1 Will your staff come onsite to Hospitals
1.2 Will your staff come onsite to Age Care Facilities
1.3 will your staff come onsite to Community Care Centers, And/ or Client Homes
1.4 Will your staff Come onsite to LCM National Office
1.5 Access will be as a Visitor / Delivery of Goods only
& MANAGERS
PROFESSIONALS

®

TECHNICIANS AND TRADES WORKERS

COMMUNITY AND PERSONAL SERVICE WORKERS

®
N s W N e

= CLERICAL AND ADMINISTRATIVE WORKERS
SALES WORKERS
= MACHINERY OPERATORS AND DRIVERS
= 8 LABOURERS
Page 1 of 1 (15 items) 1 Page size: 15 |w
[Come ) e
Cerftes  Status ¥ Expiy Date v Tipe ¥} Acton Fix W/ Your Ceticate Name ™ OurCerticate Name v/ Apples To

----__H
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. Certificates
Press Save, then Next to continue. '
‘Show Me All Compliance Requirements Refresh Customise Grid
. Clear Filters ~ Status ~ ¥ ExpiryDate ¥ Type fvl Action / Fix ¥l Your Certificate Name ~| Our Certificate Name ~| Applies To
Uploading your proof of COVID-19
vaccination - Individual o Cerestes o dialey
1. Go to the Certificates tab..
2. Click on Show Me All Compliance
. Details Occupations Certificates
Requirements.
. . . ertificates
3.  Click Press to Fix on the line for the | “*
. .. . Show Me All Compliance Requirements || Refresh || Customise Grid
|nd|V|dua| yOU are uploadlng the Clear Filters | Status ~ ¥l ExpiryDate (¥ Type ¥l | Action / Fix ~| Your Certificate Name ~|  Our Certificate Name ~
vaccination statement for. 5 &® eendng Covid Vaccination Reco... | i Press o ix COVID-15 Vaccination Individual
4. Click Browse and point to the .
certificate on your PC.
5. Enter the Certificate Name
6. Add an Expiry Date. This is the next s -
date that you will get a reminder. A
Current File Attached o
*If you have only received the first dose, Pending
please set the expiry date as 12 WEEKS sk on "Brouse” to upload =
. . . your Documen
from your first vaccination date. If you
have received both doses of COVID-19
Vaccination, please set the expiry date as '
In the Folder Certificates v What type of Certificate are you uploading? COVID-19 Vaccinatio
12 MONTHS from your second . )
. K usiness / Person the a Company CALVARY COMMUNITY C|= Person K Test
VaCc|nat|on date_ Certificate applies to (if l 3
applicable)
7 Press Upload / Save List all Certificate inclusions
. : or restrictions 4
. 7, Enter the Certificate / License Who issued the Certificate?
NOte' If you or your Staff member S Number or Enter "none” (Work cover, Insurance
COVID-19 vaccination appointment is still company name etc.)
in the future, please add any relevant Enter the website of the
Issuing body
notes in the List all Certificate inclusions oates Dote tesued . [Foom o |
or reStrICtlons ﬂeld’ then Set the Explry Notes that you feel are Individual cert wording X =
Date as the date Of their appointment. relevant Please upload a copy of the vaccination statement. If you have only received the first dose, please set the expiry -

This is so that you will receive a reminder
to upload their vaccination statement.

Press Next to continue.

Upload / Save Close

List all Certificate inclusions
or restrictions

For key contacts, select the Person and
Press: Change Role:

1. Select a Role for the person

2. Our system will now map this as
a key contact for Accounts,
Account Representative, WHS,
etc.

3. Press: Save.
Please provide these 3 main contacts:

Accounts / Finance (If different to Sales /
Purchase Orders)

Sales / Purchase Orders

Contract Representative and/or Account
Representative

Note: If you have different sales
representatives for each state, please
add each one.

Contact Role x

Role tl Save
Accounts / Finance (if different to Sales / Purchase Orders) =

ACT Account Representative

Business Manager

Contract Representative (if different to Account Representative)
National Account Representative

NSW Account Representative

NT Account Representative B
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Click: Upload Business Certificates
Click: Press to Fix to add the certificates.
On the document upload form:

Step 1 At the top of the form
Browse to your certificate

Step 2 Add a Name to describe the
certificate

Step 3 Add Policy Number & Issuer
of the certificate

Step 4 Add an expiry date
(mandatory)

Step 5 Press Upload/Save button.
(bottom right of screen)

Press Close — repeat for any other
requests. Select Finish / Exit.

Completing your COVID-19 Business
Acknowledgment

You are required to acknowledge that you
have been made aware of our
requirement that all supplier staff who are
accessing Calvary sites are vaccinated
against COVID-19.

1. Click on Press to Fix for this
entry.

2. The document upload form will
appear.

3. Go to the expiry date field and
enter the date you acknowledge
this requirement (e.g. today’s
date).

4. Once you hit Upload/Save, the
requirement will still appear as
Pending but please ignore this.
As long as there is a date
entered in the expiry date
entered then we can “approve”
this on our end and mark it as
completed.

Note: You do not need to upload an actual
document for this.

If you think a Certificate does not apply
to you, follow these steps:

1. Click on Press to Fix for the
certificate.

2. Type “NOT REQUIRED” in the
Certificate Name field.

3. Add a brief reason why this does
not apply to your business in the
List all Certificate inclusions or
restrictions field.

4. Press Upload/Save.

v/ Show Tabs Prev Finish

Step 2 - List the Commodities / Services You Offer  Step 3 - Contingent Labour Occupations  Step 4 - Adding Company Contacts  Step 5 - Upload Business Certificates ¢
For existing Certificates listed below, use the “Press to Fix" button; ensure you set the expiry date (where applicable). For Certificates not listed below, use the

“Upload” button on the right.

0 Certificates

Show Me All Compliance Requirements || Refresh || Customise Grid New Certificate
Clear Filters | Status « v} ExpiryDate vl Type v| Action/Fix  [vl Your Certificate Name ¥ | Our Certificate Name 2
i ® Pending Public &/or Products Li... Press to Fix Public 8/0r Products Liability
i ® pending Workers Compensation Press to Fix Workers Compensation
i ® pending Professional Indemnity Press to Fix Professional Indemnity RIS
i® pending Police Check/Stat Dec. Press to Fix Police Check/Stat Dec
i A4 pending Licence : Business Press to Fix License - Electrical
ie pending standard Press to Fix 1S0 9001:2015
v ¥ [CompanyFolderID] Equals '4' And [CertificateUserType] Equals 'Business' Clear

You will receive a confirmation email for your certificate uploads. No further
action will be required until you receive a reminder to update your document
shortly before its expiry date.

You will receive an email from do.not.reply@decisionmax.com.au asking you to complete
the COVID-19 Business acknowledgement and it will look like this:

Hello X Manager,
A New Certificate is requested.

Information about your Certificate

Name COVID-19 vaccination Business Acknowledgement
Type Certificate
Expiry Date

Approval Status Approval is Pending until a Certificate is uploaded

Comments

Show Me Al GomplanceRequremens | Refish || Cusomse Gid

v ExinyDate ¥ Tpe ) Acion  Fix ) Your Cerficae Name i Our Cetfcae Name

ie beding

i » Pending

Isurance - bl Bor Podue ity s oFi

Publc or rodcs Uiy

Prsstofic

i e Prestofix

i e resora

Prestofix

= =

+ 9 [Companyfole) Equ

¢ nd [CenfictelseType] guas Busiess'
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Who should I contact with questions or concerns?

For technical support on how to use the site please contact:
DecisionMAX Software Pty Ltd - Phone: (02) 9949 7603 or email: inquiry@decisionmax.com.au
Subject Line: Calvary Supplier Central: Lost login (etc.)

For other queries or concerns, please send an email to the National Procurement team and we will contact you:
nationalprocurement@calvarycare.org.au
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