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CMET Contractor Portal - External Site.

This guide provides essential insights into navigating the CMET Contractor Portal. It
enables contractors to efficiently manage their documents and communication. It
outlines how to track document statuses, upload new files, and update company
information.

1 To register for access to the CMET Contractor Portal contact your CMET admin

2 Users will receive an email in the following format. Follow the instructions below
to access the contractor portal.

https://www.transit9.ie
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3 The default view upon login is the documents dashboard. This provides
contractors with a overview of company information (Left side of the screen) and a
list of all documents and relevant status.

From the dashboard users can easily see what documents are approved, rejected,
awaiting verification or expired.

Users can search for a certain criteria ie: name, type of document or status using
the search field on the right side of the screen
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4 The counts at the top of the screen provide partners with an overview of the
following:

  1. Number of requested documents

  2. Number of approved documents

  3. Number of rejected documents

  4. Number of documents awaiting verification

  5. Documents due to expire in 60 days

  6. Documents due to expire in 30 days

  7. Documents expired

5 Partners can see the status of all documents submitted:

  • Requested (Not received)

  • Approved

  • Rejected

  • Awaiting Verification

  • Expired
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6 To view a document, click on the "View" action button below

7 The document details will be visible
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8 To upload a new file or update the version of a file previously uploaded click the
"Upload" button indicated below

9 Choose the document to upload and select "Save"
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10 To download a document click on the "Download" button indicated below. The file
will be downloaded and saved locally on the users device

11 To view the different versions on a document click the "Versions" button
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12 Users will be provided with a list detailing all of the various document versions,
the type of document, and who the document was uploaded by.

To view the document click the "View" action button indicated below

13 The lower section of the dashboard view provides contractors with all
communication contacts.

There are two action buttons, one to "View" the contact and the other is to
"Delete" the contact
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14 To add a new communication contact click on the blue +Add button

15 Enter all the relevant contact information and select save
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16 To view/edit a contact click the edit "Action" button

17 The contact information will be displayed. Make any required changes and select
"Save". The record will be updated



10

18 To delete a contact click the delete "Action" button

19 The following validation message will be displayed. Select "Yes delete it" and the
contact will be deleted. Select "Cancel" and no changes will be made to the record
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20 At the bottom of the dashboard users have an area where they can send
questions to CMET. Type the details of the question and select the "Send
Question" button. The question will then be sent to the CMET admin

Update Contractor details

21 Users can update certain company information by selecting the company name at
the top of the landing page.

The following dropdown menu will be visible. From here, users can update a
company site, people, notes, documents and upload a permit request
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Update Company Site

22 Each company must have a primary site. The primary site is indicated by the green
correct tick. To add a new site or update an existing company site, click into the
"Sites" tab

A list will be displayed of all company sites along with two action buttons. There
will be a green tick to indicate the "Primary Site"

To update a company site, click the blue "Edit" action button, make any required
changes then select save.
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23 To delete a company site, click the red "Delete" action button

The following validation message will be displayed. Select the "Yes, delete it"
button then the site will be deleted. Select the "Cancel" button and no change will
be made to the record
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24 To add a new site click the blue +Add button. Enter the relevant information and
select save. Use the checkbox to indicate if this is a Primary site.

Update People
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25 To add, update or delete a user from the people section click into the "People" tab.
A list will be displayed of all company people and two action buttons.

To update a record click the blue "View" action button, make any required
changes and select save.
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26 To delete a person click the red "Delete" action button

The following validation message will be displayed. Select the "Yes, delete it"
button then the record will be deleted. Select the "Cancel" button and no change
will be made to the record
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27 To add a new person click the blue +Add button. Enter all relevant information and
select save

Notes
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28 To view company notes click on the "Notes" tab. All external notes will be
displayed for contractors to view along with one action button.

To view notes click on the "View" action button below

29 The note will be displayed
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Documents

30 To view all existing company documents and status click into the "Documents" tab

A view of all company documents, the type and status will be displayed

31 To view the document, click on the + expand button. Then click the "View" action
button. The document will be displayed and users have the option to download,
upload a new version or view pervious versions.

Permits
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32 To add a new permit request, view the status of permits pending review, approved
or archived click on the "Permit" menu item indicated below.

33 The default view displays permits that have been submitted and are pending
review.
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34 To view the permit detail click on the +expand button. The following will be
displayed.

Two action buttons will be visible. One to "View" and one to "Request Linked
Permit"
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35 Upon clicking the "View" action button the following will be displayed.

  1. Permit Details

  2. Application

  3. Schedules

  4. Activations

  5. Attachments

  6. Notes

  7. Associated Permits

36 Permit Details: Lists the basic information regarding the permit, type, status,
approved details.
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37 Application : Lists all information completed on the permit application form
submission

38 Schedule: Lists any pending schedules for the chosen permit
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39 Activation: Lists any activation details for the chosen permit

40 Attachments: Lists all attachments upload for the permit record. From here users
can upload a new attachment or download the current attachments
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41 Notes: Provides a list of all notes relevant to the permit record

42 Notes: To add a new note click the +Note button. Enter required information and
select "Save"
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43 Associated Permit: This shows users any permits that are linked/associated with
the current permit record

Linking An Associated Permit

44 To link a permit to an associated permit click on the "Request Linked Permit"
action button.
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45 The current permit types will be displayed.

46 Select the required permit type and click "Ok"
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47 The permit request application will be displayed, complete all required fields and
select "Submit"

48 To newly linked permit will be displayed in the "Associated Permits" tab

Approved Permits
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49 To view approved permits click on the "Approved" icon below. A list will be
displayed of all permits with an "Approved" status

50 To view the permit details click on the expansion button and select the "View"
action button.

To request a linked permit click on the "Request linked permit" action button
below and complete steps.
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Archived Permits

51 To view previously archived permits click on the "Archived" tab below. A list will be
displayed of all archived permits.


