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Resources Regulator Online Portal

Instructions for locating the new portal

The new portal is entirely web-based and is accessible using a suitable Internet browser.
We recommend using Google Chrome or Microsoft Internet Explorer to access the portal.

The URL you will need to use to locate the new portal is:

https://nswresourcesregqulator.service-now.com/requlator

Instructions for logging in to the new portal

When you navigate to the URL https://nswresourcesregulator.service-now.com/regulator you
will be prompted to provide log in details to access the system. If you forget your log in
details then you are able to use the reset password option. This will ask you some identifying
guestions prior to sending your new detalils.

By entering these two items of information into the appropriate fields on the log-in page and
clicking on the blue “Login” button, you should be taken to a landing page that looks similar
to the screen below (note that your own user name will be shown in the top right-hand corner

of the screen):
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If you do not have log in details, then you will need to contact the Regulator to request that a
user account be set up for you. You can do this either by visiting the public portal
https://nswresourcesregulator.service-now.com/public and submitting a “Request to add a
PCBU or Operator” form or by calling 1300 814 609.

What you will see when you first access the portal
The portal has the following key elements:
A search box

The search box is located in the centre of the dark blue band and has the phrase “How can
we help?” displayed on it:

By typing into the search box, you can locate relevant information available on the portal that
matches your search term. For example, by typing the word “Incident” into the search box,
you will see a list of corresponding items appear in a list below the search box.

Clicking on any item in the list will direct you to that specific item in the portal.
Action buttons

There are two action buttons located just under the search box:

o “Notify Resources Regulator”
o “PCBU Related Requests”
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The “Notify Resources Regulator” button

By clicking on the “Notify Resources Regulator” button, you will be directed to a page that
provides a number of catalogue items you can select from:

Home » ACES

Popular Items

PCBU Related Requests

There are two possible choices available in the catalogue at the moment:

e An incident or injury report form, and
¢ A High-Risk Activity notification form.

In due course, it is our intention to introduce a range of other forms to this catalogue and
users of the portal will be able to use these forms to provide a comprehensive range of
statutory notifications.

Further detail on the two forms currently accessible from the portal is provided in the New
Forms section of this document.

The “PCBU Related Requests” button

There are no forms or tools available at the moment. Further development coming soon.
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Task and other tool widgets

There are a series of other task and tool widgets located on the bottom half of the home
screen. They will be arranged similarly to the image below. Please note that this image has
been de-identified.

My Open Tasks. My Surveys

EhAnciliary -fire on Mobibe Piant
EXNOIDOEISES ~ DUl Tordiry

Bl Ancila lly ﬁll'l..rl Mabile Plant

EbAncitiary -In-service tallure of ExDES

CMOIDOEIRGS - DU N 130

! Announcements

No information availabde

First 50f 70 Wiew all
My Location PCAU's

My Completed Tasks

First 2of 5 Wiew all

First 5 of 453 View all

Designs

Mo reconds Townd

The items shown on these task and tool widgets will be customised based on your own user
profile and the items you have used within the portal.

((“’) NSW Resources Regulator 4
NSW

GOVERNMENT



NSW

RESOURCES
REGULATOR

The new forms

Incident notification form

The new Incident notification form replaces the Regulator’s previous electronic form. The
previous form was not authenticated, which means users need to provide their details on the
form. By introducing this authenticated portal, this will provide external users a streamlined
avenue to report Incident notifications.

To access the new Incident notification form, click on the tile headed “Incident” from the
service catalogue:

Home » ACES 2 Incident Notification Search Q

PCBU Related Requests

Incident

Report an incident or injul
' Incident Notification ' P jary

Event Notification

View Details

The following pop-up warning message will be displayed when you select this tile:

tortest.service-now.com/regulatorfid=sc_cat_item&sys_1id=b1cit1ag

15 Act M WHS (MPS)Act M WHSReg M WHS (MPS)Reg M Igfer

A project site
nswresourcesregulatortest.service-now.com says

Click "OK" if you are you reporting a:

- Death or

- Serious injury or

- Dangerous incident

within the meaning of section 14 of WHS(MPS)AT

Home 2 Service Catalog

Click "Cancel" to proceed to the notification form for all other

matters.

Categories PO p “ Cancel
PCBU Related Requests o .

Incident )
Incident Notification o Report an incident or injury Notification of your intent to perform a

High Risk Activity

Event Notification o

View Details View Details
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There have been no changes made to the statutory requirements for reporting.
Notification of some matters must still be made by contacting the Resources Regulator by
telephone on 1300 814 609. If you click “OK” on the pop-up message, the following
additional pop-up warning message will be displayed, selecting OK you will be returned to
the home page:

stservice-now.com/regulator?id=sc_cat_itemésys_id=61cf8 13 M5 SNV SR v PR

t M WHS (MPS) Act S WHS Reg M€ WHS (MPS)Reg M Ingel i
nswresourcesregulatortest.service-now.com says

Please immediately call 1300 814 609 and report this matter to the
Central Assessment Unit.

You cannot use this form for these matters,

Home 3 Service Catalog Click OK to dismiss this notice.

Pop ey

PCBU Related Requests o
Incident High Risk Activities (HRA)
Incident Notification o Report an incident or injury Motification of your intent to perform a
High Risk Activity
Event Notification [ 1]

View Details View Details
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If you click “Cancel” on the initial pop-up message, you will be directed to the new Incident
notification form, which looks similar to the image below:

Home » ACES » IncdentMotification >  Incident Search a

Incident
Bttt or oy [ sem

All notifiable incidents* must be notified to the regulator by calling 1300 814 609 (*notifiable Incident means: the death of a parson, or a
sarigus injury or Iliness of a person that ks presoribed, or a dangerous Incident prescribed)

Required information
["hina || incidant dato || Ths sats and tima you bacams awars of s incigent |

* Incident date Incident time accuracy

¥ the incigent fime: 5 uncarain L. fia fime s accorte o within

— None: —

* The date and time you became aware of the Incident

m

* Please provide a detalled description of the Incident

Speciic deais and crumstances Including what ccumed, when dhe ncien

was

Instructions to the Regulator

infarma st ihy ncing fhe sie (oSt eciant acss poinf} Gr confacting Giher sersans for fuiher Iormation (B&rson SUBMITNG the form, sie

Please select the lagislative reason for your report of this Incident to the regulator:
Medical treatment Injury (cl 128{1}{a})
High potential Incident (<l 128(1){b))
Loss or theft of explosives (cl 102)
Sertous Incident Involving explosives (cl 103)

Event at a mine rescue station (s 45)

Details

Describe the location of the Incident within the site

Humber injured

Humber exposed

Forms associated with an Incident notification

There are additional forms that are associated with an Incident notification and are required
to be completed subsequent to the Incident notification being submitted. To complete these
forms, you will need to access the previously submitted Incident notification and navigate to
the bottom of the Incident notification form. You can find previously lodged Incident
notifications on the home screen under “my open tasks”.

0“
“.(.!‘..’.)' NSW Resources Regulator 7
NSW

GOVERNMENT



NSW

RESOURCES
REGULATOR

Injury form

For each injured person, a separate injury form is required to be completed. To create a new
Injury form, navigate to the bottom of the previously lodged Incident notification form and
click on the ‘New’ button as shown below.

\Save Save (Ctrl +5)

Injury Incident Equipment

i Iﬂlur

No records in Injury using that filter

Incident Equipment form

For each item of equipment involved in and reported as a part of the Incident notification, a
separate Equipment form is required to be completed. To create a new Equipment form,
click on the ‘New’ button as shown below.

Injury Intidenl}quipmenl

= Incident Equlpmm

No records in Incident Equipment using that filter
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Ancillary reports associated with an Incident notification

Ancillary reports are required if an Incident natification involves a Fire on a Mobile Plant or
an In-service failure of EXDES. These will be available from your home page once the
Incident notification has been submitted.

Fire on Mobile Plant or In-service failure of ExXDES

To complete an Ancillary report, click on the blue link in the ‘My Surveys’ area of the home
screen as shown below. You will be directed to take a survey and will be required to click
‘Get Started'.

My Surveys

El) Ancillary - fire on Mobile Plant
IncMot0064882 « Due in 2d

El) Ancillary -In-service failure of ExDES
IncNot0064935 « Due in 10d
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High risk activity notification form

The new high-risk activity notification form accessible from the authenticated portal replaces
the previous paper-based notification form.

To access the new high-risk activity notification form, simply click on the tile labelled “High
Risk Activities (HRA)” from the service catalogue:

Search Q

Home » ACES » EventNotification

PCBU Related Requests High Risk Activities (HRA)

Notification of your intent to perform a

Incident Notificati
necen o earon High Risk Activity

(.Event Notification )
.

hs'

View Details

A form similar to the image below will be loaded when you make this selection:

Home » ACES » EventNotification » High Risk Activities (HRA) Search Q

High Risk Activities (HRA)
Notification of your intent to perform a High Risk Activity “

Section 1: What Type of HRA are you proposing to undertake? Required information
* Activity ==
==

Section 2: Details of mine or petroleum site

* Mine or Petroleum Site

Select the mine or petroleum site that the HRA relates to.

Should the mine or petroleum site not be listed please contact the Regulator to have the site linked to your user profile.

Section 3: Details of HRA

* Proposed commencement date

) Are you seeking a reduction of the waiting period

1. Describe the nature of the proposed high risk activity, including particulars of how the activity is to be carried out

) Q1 Attachment (if required)

Q1 Title of page or name of document (use a comma to separate multiple document names)
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Other navigation options
Returning to the home page

To return to the home page at any time, you can simply click on the NSW Government icon
located in the top left-hand corner of any page:

o Notify Resour Reoulat @ PCBU Related Requests
Here you can notify of a safiety incide other event Coméng Soon

Mandatory fields on forms

Any mandatory fields on forms in the portal may be identified by a small red asterisk
alongside the field label:

ction 1: What Type of HRA are you propaosing to undertake?

Section 2: Details of mine or petroleum site
* Mine or Petroleum Site

Select the mine or petroleum site that the HRA relates to.

Should the mine or petroleum site not be listed please contact the Regulator to have the site linked to your user profile.

Section 3: Details of HRA

* Proposed commencement date

Are you seeking a reduction of the waiting period
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Unfilled mandatory fields on any form will also be shown in the box labelled “Required
information” located in the right-hand side of the form:

Home 3 ACES 3 EventMotification >  HighHisk Activities [HRA) Q

Submit

Section 1: What Type of HRA are you proposing to undertake? Required infarmation

Section 2: Details of mine or petroleumn site

Section 3: Details of HRA

* Proposed commenc

As you fill the mandatory fields, the fields will be removed from the “Required information”
list.

If you fail to fill in @ mandatory field and attempt to submit the form, you will be provided with
an error message.

Adding attachments to forms

Attachments may be added to forms by clicking on the paperclip icon located at the bottom
of the forms:

Q5. Title of page or name of document (use a comma to separate multiple document names)

Section 5: Declaration

* Declaration

| I have authority from the person conducting a business or undertaking to complete and submit this notification on their behalf

| I consent to the Department making enquiries and exchanging information with other Work Health and Safety Regulators in this o
other states, other territories and/or the Commonwealth regarding any matter relevant to this notification

To the best of my knowledge, the information provided in this notification and any attachment to this notification, is true and correct
in every detail

NOTE: Giving false or misleading information is a serious offence under section 268 of the Work Health and safety Act 2011, and part 5A of
the Crimes Act 1800

@ Add attachments
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Using date and time choosers

A number of fields on the forms require the user to select a date and/or a time. Date and
time choosers are provided for making these selections — fields will have a calendar icon
located to the right of the field when the selector is available:

Section 3: Details of HRA

* Proposed commencement date

| Are you seeking a reduction of the waiting period

If you don’t use the date and time selector for these fields, you will need to ensure your entry
in the field is in the format DD MON YYYY, for example 17 OCT 2018.

If your date is some time in the past you can select the appropriate day and month via the
calendar icon and then manually adjust the year.
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Your feedback would be greatly appreciated

We always appreciate feedback on the authenticated portal as your feedback will help to
guide system improvements towards the future.

Providing feedback

Your feedback on the authenticated portal can be provided by calling the Regulator at 1300
814 609 or via email to:

cau@planning.nsw.gov.au
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