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System Settings 
 

For the Fiori App to display date in the correct format, you will need to ensure your settings has 

English (Australia) as the default language.  

 

1. Open the following URL in Chrome 

chrome://settings/languages 

 

2. Add “English (Australia)”, if not present in the list. Click Add languages.  

 

 

chrome://settings/languages
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3. In the option on the right-hand side, select ‘Move to the top’ of the list.  
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4. Select ‘Display Google Chrome in this language’ 

 

 

5. Relaunch Google Chrome to show the language and date formats in English (Australia).  
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Logging into the System 
 

Prior to logging in, you will be sent a Powercor User Name and Password. If you are unsure of your 

User Name or Password, please contact contractorenquiries@powercor.com.au  

 

1. Launch URL https://flpnwc-sl0kv9jfoo.dispatcher.ap1.hana.ondemand.com/sites#Shell-

home in Google Chrome browser. 

 

2. Enter your User Name and Password and click the Log On button.  
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3. Once successfully logged on, you’ll see the below Home screen: 
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Contractor Onboarding 
 

The Contractor on-boarding tile is used for all new applications for your organisation. If an active 

record already exists for a worker, the system will prompt you to make the changes in the 

Contractor Change tile.  

 

 
 

Prior to on-boarding, please set workers up in ESI Worker ensuring all roles, mandatory 

competencies, including qualifications, licences, and relevant inductions have been uploaded. 

Verifiers check every document to ensure it is for the correct person, is valid, the dates entered 

match the evidence and applicable additional competencies are submitted. Verification may take up 

to 2 working days.  

 

1. Click on Contractor On-Boarding Icon  

 

 
2. The contractor on-boarding form is displayed. The form has mandatory (indicated by a red 

asterisk) and non-mandatory fields. Once all mandatory fields have been filled, you will be able 

to move to the next section. If there is any missing information, the Information icon at the 

bottom left of the screen will give you further details.  
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3. New Contractor Setup 

Your company will be displayed at the top of the screen. All relevant current contracts 
associated with your organisation will be displayed and are available for selection.  

a. If the new contractor is working for a subcontractor, you can select a subcontractor from 

the drop-down menu. If a subcontractor is not available on the list, please contact 

contractorenquiries@powercor.com.au to have the subcontractor added.  

 

  

b. Enter personal details of the contractor.  

i. Date of birth can be selected by opening the calendar and selecting year, month 

and date or type as DDMMYYYY e.g. 01062000 

ii. Select the position of the contractor. If the position is not available, please contact 

contractorenquiries@powercor.com.au to have the position added. 

mailto:contractorenquiries@powercor.com.au
mailto:contractorenquiries@powercor.com.au
mailto:contractorenquiries@powercor.com.au
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c. If applicable, attach supporting evidence e.g. a completed Log Book, Resume, induction 

record for a non-technical role.  

Note: training records shall be in ESI Worker and are not required to be attached. 

Supporting Evidence must be in pdf. format  

 

d. If applicable, attached a photo.  

Note: We can use the photo from ESI Worker system, only upload if you want the photo 

changed. The photo must be .jpg or .jpeg format.  

 

e. Once uploaded, proceed to click on “Step 2” 

 

 
4. Authorities and Key Requests 

a. Authorities and Keys 

All mandatory authorities for the role will be displayed here. For roles that do not have 

mandatory authorities, they will not display. You will need to add the date of training 

displayed on the certificate as well as the applicable Geographical and Functional 

Restrictions. If any Network Keys are required, they can be selected from the Keys 

required drop down.  

 

b. General Keys 

If general keys are required, they can be selected from the drop down.  

 

c. Depot Access 

If access to depots is required, a swipe card will be issued. Please advise if business 

hours or 24-hour access is necessary. For 24-hour access, a justification is required. If 

access to depots is not required, select Not Required. In this case, a Photo ID will be 

issued with no swipe capability.  
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5. Vehicle Signage 

a. Vehicle Signage 

Please indicate if vehicle signage is required for the contractor. Temporary (Magnetic) 

signage will be issued if this option is selected.  

 

b. Vehicle Details 

If vehicle signage is requested, vehicle details will be mandatory. Please enter vehicle 

registration, make/model, body type and colour.  
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6. Click on Review and get a summary of all the data previously entered in a read-only format. 

From here you can click ‘Edit’ to return to the request to make changes.  

 

 

 

7. Make sure all information has been added in correctly. Once you have reviewed, click on 

Submit. 
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8. Once the request is submitted, Click OK and you will be re-directed to the Home screen.  

 

 

 

9. To find instructions on how to view the status of the application, please move forward to Status 

of Application section of this User Guide.  
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Contractor Change 
The Contractor Change tile is used to make any changes to existing contractors. The Change tile 
can only be used for active contractors (those currently working for your oprganisation). If a 
contractor cannot be found in the Change tile, please use the ‘Advanced Search’ function. If still no 
results are found, the contractor will need to be onboarded via the Contractor Onboarding tile.  

The below instructions are step-by-step, displaying each individual functionality. For a contractor, 
any combination of the below is possible within one change request.  

Selecting a contractor 

1. From the Home screen, click on the Contractor Change icon. 

 

 

 

2. The next page will display all active contractors for your company, listed alphabetically.  
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3. Search for the person you want to request a change for; using his/her employee id, first name, 

last name or position in the search box and then click on search button. 

 

 
 

4. The results will be displayed.  

 

 
 

5. Select the contractor to display all the change options available on the right-hand side.  
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6. If an active contractor is transferring to your company from another company, you will need to 

use the ‘Advanced Search’ function to find contractors outside your organisation.  

Click on ‘Advanced Search’ button to open the search fields.  
 

 

 

7. Enter Last Name, Gender and Date of Birth to find the contractor.  

 

8. Once selected, Contract change will be the default change request. Any other changes will need 

to be selected as per the next sections of this User Guide.  
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Contract Change 

The Contract Change functionality is used to add contracts and subcontractors, remove contracts or 

subcontractors or to transfer between two subcontractors.  

1. When the contractor is selected, click on the Contract Change checkbox and click Create 

Request.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Click on the Create Request button at the bottom right corner of the screen. 
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3. The current contract is displayed with the ability to add another contract, delete an existing 

contract and update subcontractors.  

 

 

4. To delete the current contract, click the rubbish bin icon. A popup will display requesting reason 

for the contract removal. 
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5. Enter a valid reason and save. 

 

 

6. The state of the contract will now display as “Remove Contract”.  

 

7. To add a contract, click on the ‘+ Add contract’ button. All available contracts will be displayed.  
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8. Choose the required contract and select a relevant subcontractor (if required). If a subcontractor 
is not available on the list, please contact contractorenquiries@powercor.com.au to have the 
subcontractor added.  

9. Once complete, click Save. 

 

 

10. The state of the contract will now display as “New Contract”.  
 

 

 

mailto:contractorenquiries@powercor.com.au
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10. Click the Review button on the bottom right hand corner of your screen to review the changes 

made. From here you can click ‘Amend Request’ to return to the request to make changes.  

 

 

 

11. Once reviewed, click “Submit”. A confirmation pop-up is displayed.  
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12. Click on OK and wait while the system submits the changes for approval.  

 

 

13. Once complete, the Successfully submitted pop-up is displayed.  

 

 

14. Click OK to go back to the Home Screen.  
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Position Change 

The Position Change functionality is used to transfer a current contractor from one position to 

another. Prior to submitting a Position change request, ensure the new ESI worker role has been 

approved.  

 

1. When the contractor is selected, click on the Position Change checkbox and click Create 

Request.  

 

 

2. Position change screen is displayed with the current position and ability to choose new 

positions.  

 

 

3. Select the new position for the contractor. If the position is not available, please contact 

contractorenquiries@powercor.com.au to have the position added. 

mailto:contractorenquiries@powercor.com.au
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Once selected, enter the ‘Effective date from’. If ESI worker field is not populated, enter the ESI 

worker number (max. 12 numbers).  

 

 

4. For all technical positions, mandatory authority training details are required to be entered.  

Please enter the date of training, Functional and Geographical restrictions. If any Authority keys 

or General keys are required, select these from the drop-down.  
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5. Once complete, click on Review and check the summary of all changes made. From here you 

can click ‘Amend Request’ to return to the request to make changes. 

 

  

6. Once reviewed, click “Submit”. A confirmation pop-up is displayed 

 

 

7. Click on OK and wait while the system submits the changes for approval. 

 

  

8. Once complete, the successfully submitted pop-up is displayed.  
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9. Click OK to go back to the Home Screen.  
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Authority/Key Change 

The Authority/Key Change functionality is used to change existing authorities held by a contractor, 

or to request a new authority or general keys.  

1. When the contractor is selected, click on the Authority Change checkbox and click Create 

Request.  

 

2. Authority and Key Requests screen is displayed with the current authority and general keys. 

 

 

3. Make changes as required and once complete, click on Review and check the summary of all 

changes made. From here you can click ‘Amend Request’ to return to the request to make 

changes. 
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4. Once reviewed, click “Submit”. A confirmation pop-up is displayed 

 

 

5. Click on OK and wait while the system submits the changes for approval. 

 

 

6. Once complete, the successfully submitted pop-up is displayed.  
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7. Click OK to go back to the Home Screen.  
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Lost/Replacement Keys/Swipe Card 

The Lost/Replacement Keys/Swipe Card functionality is used to request new keys or swipe cards 

should they be lost, stolen or defective.  

 

This section is only for keys/swipe cards that have already been issued. For new keys, including 

Zone Substation Access, raise an Authority/Key Change Request. For a new swipe card, raise a 

Depot Access Change request.  

 

1. When the contractor is selected, click on the Lost/Replacement Keys/Swipe Card checkbox and 

click Create Request.  

 

 

2. The current General Keys, Swipe Cards and Authority Keys held by the contractor are 

displayed.  
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3. For changing “General Keys”, click on current key 

 

 

4. Choose the appropriate reason, either lost or defective. Download the relevant declaration and 

complete. Click Save.  

For lost keys, a Statutory Declaration must be attached. For defective or broken keys, the 

Broken Key Form must be attached, and the original keys returned to CitiPower and Powercor. 

Attach the relevant declaration with the form. 
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5. For changing “Swipe Cards”, click on current swipe card.   

 

 

 

6. Choose the appropriate reason, either lost or defective and save. For a lost swipe card, a 

Statutory Declaration must be attached. For defective or broken swipe card, they need to be 

returned to the CRO.  
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7. For changing “Authority Keys”, click on current key 

 

 

8. Choose the appropriate reason, either lost or defective. Download the relevant declaration and 

complete. Click Save.  

For lost keys, a Statutory Declaration must be attached. For defective or broken keys, the 

Broken Key Form must be attached, and the original keys returned to CitiPower and Powercor. 

Attach the relevant declaration with the form. 

 

 

9. Make changes as required and once complete, click on Review and check the summary of all 

changes made. From here you can click ‘Amend Request’ to return to the request to make 

changes. 
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10. Once reviewed, click “Submit”. A confirmation pop-up is displayed 

 

 

11. Click on OK and wait while the system submits the changes for approval. 

 

 

12. Once complete, the successfully submitted pop-up is displayed.  

 

 

13. Click OK to go back to the Home Screen.  
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Depot Access Change 

The Depot Access Change functionality is used to request swipe card access for a contractor or 

change the current depot access the contractor has with an existing swipe card.  

 

1. When the contractor is selected, click on the Depot Access Change checkbox and click Create 

Request.  

 

2. The Add Depot Access screen is displayed, showing existing access. 

 

 

3. Select Swipe Card Access Required during as either Business Hours (6am-6pm M-F) or 24x7 

access. If 24x7 access is requested, it is mandatory for the Reason Access Type is required 

field to be populated.  
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4. Make changes as required and once complete, click on Review and check the summary of all 

changes made. From here you can click ‘Amend Request’ to return to the request to make 

changes. 

 

5. Once reviewed, click “Submit”. A confirmation pop-up is displayed.  
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6. Click on OK and wait while the system submits the changes for approval. 

 

 

7. Once complete, the successfully submitted pop-up is displayed.  

 

 

8. Click OK to go back to the Home Screen.  
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Change Vehicle Details 

The Change Vehicle Details functionality is used to request vehicle signage for a current contractor.  

 

1. When the contractor is selected, click on the Change Vehicle Details checkbox and click Create 

Request.  

 

2. The Change Vehicle Details page is displayed, with the tick box defaulted to Yes.  
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3. Update the signage required and vehicle details. All fields in the Vehicle Details section are 

mandatory.  

 

 

 

4. Make changes as required and once complete, click on Review and check the summary of all 

changes made. From here you can click ‘Amend Request’ to return to the request to make 

changes. 
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5. Once reviewed, click “Submit”. A confirmation pop-up is displayed.  

 

 

6. Click on OK and wait while the system submits the changes for approval. 

 

 

7. Once complete, the successfully submitted pop-up is displayed.  

 



 

 

 

 
41  CitiPower Pty Ltd and Powercor Australia Ltd  FSCA Onboarding and Change March 2020 

 

9. Click OK to go back to the Home Screen.  
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Terminate Contractor 

The Terminate Contractor functionality is used to off-board any active contractors that are no longer 

with your company.  

 

1. When the contractor is selected, click on the Terminate Contractor checkbox and click Create 

Request.  

 

 

2. The Contracts to Offboard screen is displayed.  
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3. Bring up the calendar and choose the date of termination for each contract or type the date 

DDMMYYYY e.g. 01062020 

 

 

 

 

 

 

 

 

 

 

4. Make changes as required and once complete, click on Review and check the summary of all 

changes made. From here you can click ‘Amend Request’ to return to the request to make 

changes. 

 

 

5. Once reviewed, click “Submit”. A confirmation pop-up is displayed.  
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6. Click on OK and wait while the system submits the changes for approval. 

 

 

7. Once complete, the successfully submitted pop-up is displayed.  

 

 

8. Click OK to go back to the Home Screen.  
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Status of an application 
 

1. To check the status of your request, click on “Contractor Approval” Icon 

 

 

2. Search for the application by searing by last name, first name or SAP ID.   

 

 

 

3. Contractor onboarding status will be displayed.  

 



 

 

 

 
46  CitiPower Pty Ltd and Powercor Australia Ltd  FSCA Onboarding and Change March 2020 

 

4. Hover over the status of the application to see the person and contact details. 

 

 

5. Click on the form to get additional details about the application. 

 

6. Click back to return to the Awaiting Approval screen.  
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Need Assistance? 
 

Please contact Field Services Contractor Administration Team at 

contractorenquiries@powercor.com.au or your designated Contract 

Responsible Officer.  

mailto:contractorenquiries@powercor.com.au

