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Introduction

Welcome to the TRANSPORT FOR LONDON personalised Contractor Tracker system built
by Solution Technologies Ltd.

To get started we have detailed a step-by-step guide to using Contractor Tracker effectively. We
have included system screen shots with numbered instructions throughout this document to
help guide you through the system easily.

If you encounter any problems with the system please refer to this guide. If the guide does not
help find the answer please contact TFL direct (contact details are on the top right corner of the
system):

Getting Started

In order to access your Contractor Tracker system you have to log onto the web address
detailed in blue below. Please type this address into the top address bar. Do not access the
system via Google as this is a search engine and will only find the Contractor Tracker
marketing website. Thank you and enjoy your Contractor Tracker system experience.

Log onto: https://tfl.ctracker.co.uk

Login Details (for Contractors only)

Before you can use your Contractor Tracker system you will have to make a New Registration,
see New Registration > Step 1 of 2. When making this registration you will be asked to use
your email address as a user name and create a password. Please remember these details as
they are your only logins. If you wish you can note them below but please remember this is
confidential information.

Username (email address):

Password:




m Contractor Tracker Contractor User Guide

Contractors
Making a New Registration




g Contractor Tracker Contractor User Guide

New Registration

Making a New Registration on this Contractor Tracker system. All contractors must complete the following steps to
make a ‘one-off’ Registration. Once this procedure has been submitted the details will go to the TFL’s admins. You
must then wait for it to be approved by an admin. If it is approved you will receive an approval email from the TFL.
Once approved you will be a TFL registered contractor and ONLY then will you be able to make work requests.
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Welcome Page

Welcome to the ‘Transport for London’ Contractor
Tracker system. Please note your registration is
required only once.

Please complete the following 2 Steps.

New Registration: Click box

Step 1 0of 3

1. Please key in Your Company Details.
2. Create a Password. Please refer to the password
guidelines shown.

Step 2 of 3

3. Company Information
4. Company Address

> Continue

Step 3 0of 3

5. Insurance Document information: complete Public
Liability Insurance upload, Insurance Expiry Date and
Insurance Limit.

Insurance Policy Number: please add.

(Accepted file formats: Word, JPEG, PDF and Excel.
Keep upload file size to a minimum!

> Submit Registration for review.

Registration is now Complete
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*NB. This information has been sent to the appropriate
admins for review. It is up to their discretion when they
review it. If you think that it is taking too long please

contact TFL direct. Contact details can be found on the

system located within a top right hand corner. |
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Safety, Health and Environment
Questionnaire
- for Contractor

1. Safety, Health and Environment Questionnaire to
be completed by all contractors!

Contractors will receive an email from TFL’s admins
asking to complete the Safety, Health and Environment
Questionnaire. This email will be sent once stage one of
the Registration process is complete. The email includes
a link to the login page. Log into the system and fill out
the questionnaire.

Complete and submit. Admin will then check all uploads
and either Approve or Decline.

If Approved: you are now an Approved TFL contractor
and can now access and use the system.

If Declined: the system will notify you to amend your

questionnaire. Notification including a reason why will be
sent to you.

HSQ and Registration is now complete!

#  Contractor Tracker

Generated ‘H&S Competence Pre-Qualification emails

Email 1. Upon completion of the New Registration form a
Safety, Health and Environment Questionnaire email with a
link will be sent to the contractor which will include a link taking
them to the questionnaire page.

Email 2. When a Safety, Health and Environment
Questionnaire form is received from the contractor an email will
be sent to TFL admins stating this.

Email 3: The contractor will receive a further email when it has

been reviewed by TFL’s admin.
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Login: https://ifl.ctracker.co.uk

Enter this web address into the address bar at the top of the page.

(Do NOT type into Google as this is a search engine. Browser compatibility: IE10 and above, Safari and Firefox.

#  Contractor Tracker

TRANSPORT
FOR LONDON
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Login and Password Information

1. Enter your email address and password.
Login details were created at the Registration
stage.

*Your password has to be changed at least
every 40 days. Please use a different pass-
word every time as the system will disallow
use of your previous 8 passwords.

2. Forgotten Password: If you forget your
password please create another by using the
Forgotten password link shown on the login page.
*After 5 failed password attempts the user will
be locked out, if that happens please contact
a TFL admin who can unlock you.

Click Login to continue.

Contractor Profile Page

Access each section to update your Registration
information:

- Password Expiry Notifications

- Update Profile
Update your contact details.

- Manage Users
Update your users admins.

- Update Insurance Document
View or update the file uploaded at Registration.

- Update SHEQ
View or update your current SHEQ.

3. Request Access to Site
Select the ‘Request Access to Site’ button to start
the request procedure.

4. Please Note that 72 Hours (3 Working Days)
notice must be given!!!

A ‘repeat request’ question displays if it is a
repeat. Please answer Yes or No. *Please note
that ONLY 5 repeat requests are shown.

Click Continue to proceed.

Step 1 0of 5

Location Search

5. Select the location(s) from the drop down lists.
You can choose multiple locations by duplicating
this procedure. You can also ‘Remove’ them.

6. When you have chosen all locations click
‘Continue with these Locations’ to take you to
Step 2.
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Step 2 of 5

1. Your contractor access request now has a
unique ‘ID Number’ displayed on the top right
hand corner. This number is unique to this
request. If you have queries relating to this
request please quote this number.

Work Access Information
2. Complete all Company contact information and
description of work involved.

Work Sponsor Information
3. Complete all Sponsor contact information.

Access Requirement Information
4. Answer ‘Yes’, ‘No’ or ‘N/A’ to all work related
questions.

CDM Compliance
5. Please provide answers regarding CDM
Compliance regulations and upload file(s).

Personnel Attending Site
6. Please provide answers regarding who will be
attending site.

Vehicle Details
7. If you are bringing vehicle(s) please provide
vehicle information.

House Rules Confirmation

8. By clicking these boxes you are confirming
that all arrangements, Risk Assessments, etc.
are being adhered to and you are responsible
for these.

If you miss any of these questions the system will
highlight this to you. You cannot proceed if you
do not answer all questions.

Click Continue to proceed.

Step 3 of 5

Date and Time

9. Please select the required access dates from
one of the three options and ‘Confirm’. Choose
your dates and average arrival and departure
times for this request.

Emergency Works ONLY

10. If this request is an emergency please use
the ‘Emergency Bypass Code’ that you would
have received from the Work Sponsor. Click the
‘Bypass Code’ link to input the code.

Click Continue to proceed.

*Please Note Contractors:

- can add supplementary files to their access
request after submission.

- can change the access request when it is
Incomplete or Approved.

y
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‘The following Permits are required for this Contractor Access Request. Click on the buttons below to ‘Create’ the permit required.
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Permits

Step 4 of 5

1. Depending on the specific work answers to the
Step 2 questions, one or several permits will have
to be ‘Created’ for the work request.

There are 11 permits available listed left.

Confined Spaces

2. Please complete if required. A digital signature
must be completed before you can proceed with
the work.
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Electrical Systems

1. Please complete if required. A digital signature
must be completed before you can proceed with
the work.

Fire Systems

2. Please complete if required. A digital signature
must be completed before you can proceed with
the work.




Contractor Tracker Contractor User Guide

Parcied ek I s be claan 0 iy g ood” dompused

f

e
rink, |

i
i

atam
12 Fem 2020

B
= 5
A YOy You Ne A
&l » Ne
Wark Systams

wa You Ne L0y
You Ne oA
You L) A

Trees ot a1 e works i beng Undersken”
Yeu No WA
i
T e i will D BOSCA0Y verslindT You No LS
Condrad Stace hata s datied 5o sadeee’ Ve Ne Ly
o You N WA
e LS Yeu L LS
. =K

1T

g vy caing vosis. saers w?

fiffe tidd
FEFFF FEFTF
§EEEE gz

|

13T am
12Fab 2020

Pid
li§

Hazardous Works

1. Please complete if required. A digital signature
must be completed before you can proceed with
the work.

Intrusive Fabric

2. Please complete if required. A digital signature
must be completed before you can proceed with
the work.
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Isolation of any system or part thereof

1. Please complete if required. A digital signature
must be completed before you can proceed with
the work.

Isolation of Gas System

2. Please complete if required. A digital signature
must be completed before you can proceed with
the work.
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Lone Working

1. Please complete if required. A digital signature
must be completed before you can proceed with
the work.

Working at Height

2. Please complete if required. A digital signature
must be completed before you can proceed with
the work.
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Working in Communications Equipment Room
1. Please complete if required. A digital signature
must be completed before you can proceed with
the work.

Completed Permit List

2. When completed the permit list will view green
as shown left. You can ‘Edit’ any permit if the
works require it.

Continue to proceed.
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Request Complated
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Step 50of 5

RAMS

All documents are Compulsory. You can upload
multiple files.

1. Please upload all compulsory files that are
required for this request.

Upload Instructions:
Choose File or Drag and Drop file from your
desktop.

You can upload as many files as required using
the same procedure as above.

Please Note: keep document sizes to a minimum
(50gb max size).

Click ‘Submit Work Request for Review’.

Completed RAMS section

2. Once your documents have been uploaded
and named a ‘Remove’ button appears. You can
remove a file before you submit.

Request Completed

Your request is now complete and has been sent
to Transport for London. Their Admin Team will
review to let you know if it has been Approved or
Declined.

*Please Note: Emails are generated to both you and TFL Admins throughout the registration
and request procedures. TFL Admins will manage all registrations and requests.
If you have an issue with any information emails that you receive, eg Decline Request,

Registration Approval, etc, please contact the centre direct.
Their Contact us details are on the system website located on the top right hand corner.






