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STEP 1

Click Add new person

STEP 2

Enter the user's details
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plant MACHINES ~ PEOPLE  SITES  CONNECTIONS  LIBRARY  ACTIONS  DASHBOARDS - @ v |
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FERSON | @b Machines Adged L} (21)
5
2= Assessmaents (32)
Q . Ifril oo S EOIT
B Last Login - ze032025 )  Actions m
T FILTERBY - (&) Prestans fele o)
Matched 1 of 11 peaple
- N —
Grder By
Last Name A-Z v
Status
Active ~
Role .
A Roles -
[ EXPORT PEOPLE
2 ROLES 3. NOTIFICATIONS 4. EMPLOYEE LIBRARY
John Smith
First Name * John o
Last Name * Smith
Email [ohnsmith@gmail.com J
Date of Birth dd/mm/yyyy =]
Mobile No. ¥
Default Owner ~ Ghoose Cwner - ~
Address
city
State = v Post Code

Click NEXT to assign roles K
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https://plant.assessor.com.au/plantassessor/#/admin/people//

STEP 3

If you have Owners (Departments) setup and would like to assign this user as
a Default Owner, select from the drop down here.

To learn more about setting up owners click here.

Mobile No.
Default Owner

Address

City

State

STEP 4
Click Next
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0400000000

Department 1

Depot
Kenny Build It 4
r ‘
v Post Code ‘
John Smith
First Name * John [ 4
Last Name * Smith
Email * Johnsmith@gmail com
Date of Birth dd/mmyyyy =]
Mobile No 0400000000
Default Owner - Cheose Owner
Address
city
state = v Post Code
- Click NEXT to assign roles 7 @ v snve IPSUNDO!
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https://help.assessor.com.au/en/knowledge/adding-owners

STEP 5

On the Roles tab, you can assign a role to the user which determines their
permissions within Plant Assessor. You can choose between Admin, Operator
and Assessor.
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John Smith

Select Role(s)

ALl M. A0
AOMIN OPERATOR ASSESSOR

Glick NEXT to select notifications > [ alk]

STEP 6

Each role has its own default permissions. However you can modify the
permissions by ticking the applicable check boxes.

Advanced Options —

Admin Access

Manage users, plant owners, sites, library and connections
Manage assessment schedule

Manage sites

(] Document Reviewer

O Membership Administrator

Pre Start Access
Perform pre start checks
) Manage pre start issues / Create work orders
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STEP 7

On the notifications tab, you can select which Notifications and Reports the
user will receive.

1.DETAILS 2 ROLES 3 NOTIFIGATIONS 4. EMPLOYEE LIBRARY

John Smith

sskly Notifications ] Site Reporting
" Weeldy notfication sent on Monday morning  Asite report emalled daly - sent every moming at 10am
+ Contains a lst of any assessments ihat have been assigned to the assessor  Cantains a It of machines an sie - thelr pre start and assessment siatus, document compliance
 Contains details of assessments that are overdue or due this week Scgiicallacona
(] Monthly Notifications Premium Pre Starts
 Monthly notficatien sent on the 1st Monday v of every monin (L) Apro start report emallea dally - sent evory morning at 10am
+ Contains assessments statistics for the entire membership [ Receive an emall every time any v Issue ocours
 Contains a breakdown of those statistics by owner
[ Assessment Summary
+ Monthly owner/assessment summary - sent an the 15t Monday - of every month
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STEP 8

On the employee library tab, you can add documents that are specific to the
user. Select the document type and then record any relevant information or
expiry dates in the additional details section
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PAltanst @ Blcom 3 Confuence 4 Proiocts-Jra @ Plant AssessorHo. @ My Drive -Googie.. 00 AdsManager # PlantAssessor W) Evemate 4 Holp Center [ Marketing Road M.
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1.DETALS 2.RoLEs 3 NOTIFIGATIONS

John Smith

Employee Library Documents

ACCREDITATION
COMPETENGY RECORD
DRIVERS LICENCE

FIRSTAD

+ o+ o+

QUALIFICATION

= oo [ -
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Once saved, the user has been added to your account. They will receive an
email with instructions on how to create their password.
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Lt KENNY BUILD T
* ADD NEW PERSON Machines Added  {} {13)
Assessments -!_._'!- (1)
Keyword Search Q # EDIT
Last Login - 05/04/2023 Actions M
) Pre start: 10,
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Pre starts (T0)
Active ~
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