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1. PURPOSE

The BMD Contractor Management System (CMS) is designed to streamline BMD’s contractor approvals
process and provide access to the relevant BMD training to contractors prior to commencement on-site.

This guideline will assist in the creation of the company profile, provide information regarding your
responsibilities as the Contractor Company Administrator and explain how to add/manage your workers within
the CMS portal.

2. PROFILE COMPLETION

Before you can access the CMS portal, your company details must be in our CMS database and have a
Contractor Company Administrator nominated.

Note: Please contact a BMD Project Representative to have the company added to the CMS.

As the Contractor Company Administrator, you are responsible for creating a company profile in the CMS portal.
The Contractor Company Administrator is also responsible for adding their workers to the portal, and if you are
also required to work on-site there are additional steps in the CMS setup to create a ‘Worker’ profile for yourself.

The Contractor Company Administrator can also delegate the responsibility of adding workers to an Additional
Administrator. This is useful where a company has several offices and would like to have a dedicated
Administrator per office to assist.

Every administrator and worker must have their own profile in the CMS portal. The system does not accept
duplicate email addresses or mobile numbers; therefore, everyone must have an email address and mobile
number that is unique to the individual.

2.1. Subcontractor Outsourcing

Subcontractors who outsource labour to any company (e.g. Labour Hire, Plant Operators) must put those
outsourced workers in the portal under their company.

2.2. CMS Portal Registration

Once added to the system, an email will be sent from BMD’s Contractor Management System (CMS)
(contractor.noreply@bmd.com.au) providing an activation link for the individual to create their own profile.

The link in the email is unique to the individual and must not be forwarded to anyone else.

If you have not received the activation email, please contact CMS.Support@bmd.com.au.

Once the email is received, click on the green ‘Activate Account’ button.
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Hi Comic-Book

you

CTIVATE ACCOUNT

Thank you
BMD CMS Helpdesk

;.—M/-D New Account Activation

Your company Cosmic Planet Comics s subcontracted to 8 BMD Ste To enable
your company to commence work on o0 BMD Site, we require you to be on our BMD

Contractor Management System

A new account on the BMD Contractor Management System has been created for
Please octivate your account by chicking the button below

If the button does not work, please copy and paste this link to your internet browser

address bar, ot the top of the page

hitps Jicontractor bmd com au

Fig. 1

The ‘Redeem Invitation’ screen will display. Select the green ‘Register’ button.

‘#’ Contractor Management System

Sign up with an invitation code

Fig. 2

The ‘Register’ screen will display. Create a Username and Password and select the green ‘Register’ button.

BMD contractor Management System
-—

signin

=] Sign Register Redeem invitatios

egistration
ase nominate your username and password
- Email
* Username
* Password

* Confirm password

Fig. 3

You will be taken to the ‘Profile’ screen where you will be required to confirm your email address. Select the

‘Confirm Password’ button.

A second email with a link to complete their registration will be sent. Users must click on this link to confirm
their account before proceeding. Login details will not work until this step has been done.

Email Confirmation

Loamigbets Rl st

v i Can gy Tt B Barwerng URL 5ol it & vk yovus wh Eusamen

0 A P e oY R Y Ml Wi RS MR

sk e
BMI CMS Helpdesk

Your acceunt reguives confrmation. Plosse click Bre lnk below o complete regisiretion

ek ot oo g s cotn Acuounty MaraoeConi sl s il = 2ea5c0or Sebe sall s812
O e ey P TS5 NP o Bt P00 o L 5 Ty A Pl
DL A Y D PANONG T S cibUodt PR T S0ao g LU S0 B

Fig 4.
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3.CMS PORTAL LOGIN SCREEN

To access the CMS after profile creation, please use the below link:

e CMS Login Screen (https://contractor.omd.com.au/home/)

From this screen you will be required to sign in with your username and password. If you have forgotten your
password, please see Section 5 Forgotten Password.

4. CHANGE PASSWORD

Note: An individual can only change their own password, a password cannot be changed on behalf of
another person (i.e. a worker). If they have forgotten their password, please refer to Section 5
Forgotten Password.

Select the drop-down icon beside your name in the top left-hand corner, click ‘Profile’.

WORKERS | Wiolit -

Sign out

Fig. 5
Select ‘Change Password’ located under the ‘Security’ section.
& Security
LG Fassmeid
Charsps Emad

Fig. 6

Complete the details and select ‘Change Password’

Umar e
iy Panp e
M [

Conbirn Passsois

[==]

Fig. 7

5.FORGOTTEN PASSWORD

BMD cannot see user passwords and is unable to manually reset passwords. If you have forgotten your
password, please use the ‘Forgot your password?’ button on the CMS sign in screen.

Sign In

* Usemame
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6. CONTRACTOR COMPANY ADMINISTRATOR MAIN SCREEN

The ribbon across the top contains quick links to various tabs, these tabs are:

BOLT - link to the BMD portal login screen

HOME - returns you to the main screen

COMPANY PROFILE — contains details about your company

ADDITIONAL ADMINISTRATORS - add/manage additional administrator(s) for your company
WORKERS - add/manage your company’s workers

Fig. 9

The ‘HOME’ screen contains the question “Does your role require you to work on site?”. The default answer will
be ‘No’. However, if you are required to work onsite, please change the answer to ‘Yes’ and select ‘CONFIRM'.

*Does your role require you to work on site? Yes v
If your role with your company is purely office-based, please select ‘No". If, in addition to office-based tasks, you
will also have a role working on a BMD job site, please select ‘Yes', and complete Step 4.

This will display an additional step for you to complete a ‘Worker’ Profile.

STEP1 COMPLETE YOUR COMPANY ADMIN PROFILE

Fill out important information before adding workers

STEP2 ADD/MANAGE ADDITIONAL ADMIN

Add an additional admin and edit information

STEP3 ADD/MANAGE WORKER

Add a worker and edit information

E2Fagea

STEP4 COMPLETE OWN PROFILE AND DOCUMENTS
Fill out your worker profile, upload and update documents before commencing work >

on site

Fig. 11

7. COMPANY PROFILE

From the ‘HOME’ screen, select Step 1 to create your company profile.

7.1. Basic Information
Complete the required details regarding your company and a brief description of your business Select ‘Next’ to
continue.

CMS Guide - Contractor Company Admin Page 7 of 16
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Please take time to complete your profile before adding and managing workers.

Basic Information

Basic Information

Company Trading Name *

‘ Aunty Em's Tonic |

Legal Name *

Company &8N
[

cription of Business

= ]

Fig. 12
7.2. Contact Details

In the ‘Contact Details’ tab you can add additional addresses for the Company, this is typically used when you
have various offices around Australia.

Contact Details Company Address 2
Address Line 1
Contact Details Addrass Line 7
“Tess e requires fa ‘
Company Details S
i \
State.
I ]
| -
Company Primary Representative Email* ‘
[ meassegomazenay |
Posteed
Postal Address
Country
res

Fig. 13
7.3. Company Documents

Select your company type from the options in the drop down. This is a pre-populated list and cannot be
amended. Complete all mandatory questions in this section and select the Submit button.

Note: Internal Companies (BMD/JV) is only for the contracted Joint Venture Partners and not for
subcontractors working on a Joint Venture.
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Company Documents

Company Documents

*These ars required fields

If answering Yes to any of the below questons please upload the relevant supporting documentation

Company Type *

Plant & Equipment Hire v

Agencies/Government body

Consuhancy

Lsbour Hire Organisstion

Plant & Equipment Hire

Sole Trader

Intemnal Companies (SMDIJV)

Contractor

Suppiier

Fig. 14

Once you have submitted the information, the ‘Profile Completed’ screen will appear.

v Profile Completed

You have successfully completed your profile. You may now
proceed to adding state admins and workers.

Fig. 15
8. ADDING ADDITIONAL ADMINISTRATORS OR WORKERS

8.1. Adding Additional Administrators

Note: Additional Administrators can only add workers, they do not have the ability to amend the
company details or add other administrators.

From the ‘Home’ screen, select Step 2 ADD/MANAGE ADDITIONAL ADMIN.

STEP1 COMPLETE YOUR COMPANY ADMIN PROFILE .
Fill out important information before adding workers >
STEP2 ADD/MANAGE ADDITIONAL ADMIN .
Add an additional admin and edit information >
STEP3 ADD/MANAGE WORKER
Add a worker and edit information >
Fig. 16
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The ‘Additional Administrator’ screen will display all administrators for your company. To add an administrator,
select the ‘Add Additional Administrator’ button.

Additional Administrator

Company Name *

il | sttt |
Mame + St i E Mot
Ko Day-Hnight OLD (G atpazeiiy
vkl Beawregardes QLD (Gueensland) Lran ke Fbmd com.ay SEII6525

Complete the details and select ‘SAVE AND SEND EMAIL'. This will trigger the email notifications to the
administrator to create their profile in the system.

Create Additional Admin

Basic Information

Fig. 18

If the additional administrator is also required to work on-site, they will need to amend the ‘Does your role
require you to work on site?’ question to ‘Yes’ in their profile setup.

*Does your role require you to work on site? Yes v

Fig. 19

This will display an additional step for them to complete a ‘Worker* profile.

8.2. Adding a Worker

From the ‘HOME’ screen, select the applicable step.

i COMPLITE YOUR COMPARY ADMIN PROPILE . ETEF 1 ADDWORKERS
’ ADOWANAGE ADCHTICHAL ADS sTEry  MANAGE WORNER INFORMATION
P ADOWMANAGE WORKER l &TEP} COMPLETE OWM PROFILE AND DOCUMENTS

Fig. 20 Fig. 21
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The ‘Worker Details’ screen will display any workers for your company. Use the ‘Search’ button to search for
workers already in the portal for your company.

To search on parfial fext, use the
asterisk (*) wildcard character.
[E-a-.'—.u ch ] Q

Fig. 22

To add a worker, select the ‘Add Worker’ button.

Q Add Worker

Fig. 23
Complete the details and select ‘SAVE AND SEND EMAIL’. This will trigger the email notifications to the worker

to create their profile in the system.

Fig. 24

9. WORKER PROFILE

For administrators who have answered ‘Yes’ to the ‘Does your role require you to work on site?’ question, the
additional step will appear in the menu for them to now create your own ‘Worker’ profile. Select the step
“Complete Own Profile and Documents”.

STEP1 COMPLETE YOUR COMPANY ADMIN PROFILE
il 0t mi0rtantIforFAabGn BaTore 308N wokkers S
STEP2 ADD/MANAGE ADDITIONAL ADMIN .
dd an ackiional admin and edi informabon S

STEP3 ADD/MANAGE WORKER .
Add 2 workes and edit information S
STEP4 COMPLETE OWN PROFILE AND DOCUMENTS
il 0 i WAk BB, IO B UABIS DCUTSSAIS DeSors commMancng werk
i >

Fig. 25

Please refer to the CMS Guide for Workers (PDF) available on the bottom of the ‘HOME’ screen for instructions
on how to complete the ‘Worker’ profile.

Step by Step User Guide

Please refer to the following guides for assistance in
navigating and interacting with the website:

Guide for Workers [PDF]

Guide for Contractor Company Admin [PDF]

Fig. 26
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10. COMPLETING A PROFILE ON A WORKER’S BEHALF

You can assist in the initial setup of the worker’s profile on the system. However, the worker will still need to go
through the profile setup using the links sent to them in the registration email. Until the worker completes their
setup and confirms their account, BMD will not be able to find them in our system.

From the ‘Home Screen’, select the step ‘ADD/MANAGE WORKER'.
STEP1 COMPLETE YOUR COMPANY ADMIN PROFILE .
Fill g impordant information before adding workers >

sTEP2 ADD/MANAGE ADDITIONAL ADMIN .
Add an additional acmin and edil informakice >

STEP3 ADD/MANAGE WORKER .
Add a worker and adit information >

Fig. 27

The ‘Worker Details’ screen will display. Use the ‘Search’ button to search for the worker.
To search on partial fesdt, use the
asterisk (*) wildcard character.

Fig. 28

Once your worker is displayed, click the drop-down arrow beside the workers name and select ‘Complete
Worker Profile’.

Mike Teevee QLD (Gueensland) 236523698

Q

Complete Weorker Profile

Fig. 29

Please refer to the CMS Guide for Workers (PDF) available on the bottom of the ‘HOME’ screen for instructions
on how to complete the ‘Worker’ profile.

11. REMOVING WORKERS FROM THE CMS

If a worker is no longer employed by your company, please advise BMD by emailing
CMS.Support@bmd.com.au. As a Contractor Company Administrator or Additional Administrator, you do not
have the ability to remove people form the CMS, this action needs to be completed within BMD’s internal
system.

12. WHAT IS THE BOLT PORTAL?

The BMD BOLT portal is a learning management system (LMS) that allows accessible training for external
workers.

All workers will have access to the following courses only:

e BMD Global Core Induction (this is a mandatory course, and workers will be auto enrolled)
o Working Near Services-Fundamentals (self-enrol, when applicable)
o Working Near Services-Controller (self-enrol, when applicable).
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For instructions on how to navigate the BOLT Portal, please refer to the ‘Guide for Workers [PDF]’ which is
located at the bottom of the CMS portal login screen.

13. ACCESSING BOLT PORTAL

13.1.New Workers
Once a Worker completes their CMS profile, by selecting the green ‘Save Profile’ button in the CMS portal, a
‘Welcome’ email will be sent with a link to create their password.

The ‘Welcome’ email will come from “noreply@myabsorb.com.au’ and will look as per Fig. 30 below. It may go
to Junk/Spam/Clutter folders, and we advise the worker to check these email folders before contacting support.

Worker’s must receive the ‘Welcome’ email from the BOLT portal prior to attempting to log in. This email is
confirmation that you are registered in the BOLT portal.

13.2. Existing Workers
Note: This is a new portal, all workers will need to create a new account and password. Unfortunately,
previous passwords cannot be transferred to the new system.

For workers who completed their Global Core Induction in the previous platform, and it is not due to expire, they
will not be enrolled into the new system until 30 days prior to expiry.

For workers who were previously using the old portal and have not been on-site in the last six months,
successfully signing into Rapid will automatically start the enrolment process into the new portal.

Note: Logging into Rapid as a Visitor will not trigger the ‘Welcome Email’.

Welcome to BOLT (BMD's Online Training) Portal

BOLT Portal <noreply@myabsorb.com.au> © y | 6 A | e Ecreesd ﬂ n

BP
L]

This sender noreply@myabsorb.com.au Is from outside your organization.

PaBMD

Hi First Name,

To @ BMD Learning and Development Mon AM

Welcome to BMD’s BOLT Portal.

*** Please Note: BMD has moved its BOLT training platform to a new provider as of 14 April 2025. Please use the link below to setup your account and password for the new platform. ***
You are receiving this email because you are required to complete, or renew, the BMD Global Core Induction course.

When you're ready to start your training modules, complete your account setup by setting a password. You can do this by clicking on the following tink:

bmd.com. JKM2! MYXEMaFDOL-QUHZIaRYWNZMCxXehQ-NCOR2?
Unk=aHROCH| YOI 2XOLMNZC! YXUVYXBDLINCIO 3dvemOIemVZZXRZLOSYeTZL 1cUdpX0twWe TVNIM20SSnIOCD 181TVIYRU1hRm

This link will expire after 7 days. If 7 days have passed, you can click on the Forgot Password link at bolt,bmd,com.au and enter your email address to request a password reset link to be sent via email.

You can access your training dashboard at any time by using your (email) and atbolt.bmd.com.ay.
After signing in, you must complete the modules that correspond with your expected site activities. At a minimum, you must finish the BMD Global Core Induction to be granted access to any BMD site. Should you
require any support with the BOLT or CMS platform, please refer to the CMS Guide - Workers or contact the support team via (CMS. Support@bmd.com.au).

Note: This is a system-generated message. Please do not reply to this email

Fig. 30

14. FORGOT PASSWORD

The ‘Forgot Password’ option can be used for the following:

e User has already created a password in the new portal but is unable to remember it.

e User has deleted or unable to locate the ‘Welcome’ email.

e The link in the ‘Welcome’ email has expired (i.e. seven days has elapsed since the ‘Welcome’ email
was sent).
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Navigate to the ‘Login’ screen - https://bolt.bmd.com.au/#/login and select the ‘Forgot Password’ option in the
bottom right-hand corner.

Login
Login below to see all your courses.
Username Required
Password Required
Login
. Keep me logged in Forgot Password?
Fig. 31

Enter the email address and select ‘Reset Password’.

Forgot Password?

Enter your username or email address associated with
your account.

OR

Email Address

Reset Password

Fig 32

An email will be sent with a link to reset your password. Enter a new password and confirm password (Fig. 33).

Reset Password

Please enter 8 new password. Password must contain
atleast: 1 letter, 1 number and be at least 8 characters

in length
New Password Requred
Confiern Password Requred

Password reset successfully.

Fig. 33
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15. MOBILE ACCESS

At present, a mobile app is not available. Users wanting to access the portal via a mobile will need to do so
using the web browser on their mobile.

Due to issues that can occur with the display of the courses on the mobile, it is recommended that the user
access the portal on a computer or tablet instead.

16. SUPPORT

Please email CMS.Support@bmd.com.au.

Step by Step User Guide

Help Privacy Policy
Please refer to the following guides for assistance in
navigating and interacting with the website:

Guide for Workers [PDF]

Guide for Contractor Company Admin [PDF]

For technical issues or any difficulties: Please refer to
FAQs or email BMD CMS Helpdesk at BOLT Contractor Training
CMS. Support@bmd.com.au

Fig. 34
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