CMET Contractor Portal - External Site. transit

transport operations

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

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

You are invited to join Partner Portal.
Here's how to log in to your account:

« 1. Go to Partner Portal.
« 2.5ignin using your email address Test2023@test.com1. Use this temporary password below.

QY313)*g

« 3. After signing in, you will be prompted to change your password. Please complete this action.
« 4. After changing your password, you would be redirected to the portal's Dashboard.

MNote: This is a system-generated email. For any concerns, reach out to our customer support.


https://www.transit9.ie

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

transit
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(@) pashboard ) Broadway Maintenance v

Contractor Portal - Dashboard

Documents Status

Requested Approved

~ B 6

Your Company Details

Company Name Broadway Maintenance
Trading As Broadway Ltd.
Company Type Trust
start Date 5/31/202412:00:00 AM
Company Code 123
Business Number 122
Tax Number 1488
Country HQ Ireland
Language English (Ireland)

Rejected Verification

3 2

List of your documents

Name
(4] Training certificatel
©  Insurance document
©  Articles of association
©  Articles of association2
©  Has Document uploaded Right Away

©  HasNo Document uploaded

60 Days

Type
Training
Other
Other
Qther
Other

Other

Home Contractor

Nichela Martin ~

Portal - Dashboard

30 Days Expired
- P

Search...

Status

Requested

06-01-2025 09:35

15-10-202410:18

09-12-202415:05

09-12-2024 1510

1-12-2024 04:37



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

transit¢ =~ DD g* Nichola Martin ~
transport operations
(@) Dashboard 5 sroadway Maintenance v
Contractor Portal - Dashboard Home  Contractor Portal - Dashboard
Documents Status
Requested Approved Rejected Verification 60 Days 30 Days Expired
-~
ll 6 3 2 2 2 2
Your Company Details List of your documents
Company Name Broadway Maintenance
10 v Search...
Trading As Broadway Ltd.
Name Type - Status Ri ted
Company Type Trust YP st

Start Date 5/31/2024 12:00.00 AM (4] Training certificatel Training Requested 06-01-2025 09:35
Company Code 123 ©  Insurance document Other 15-10-2024 10:18
Business Number 122 ©  Articles of association Other 09-12-2024 15:08
Tax Number 141 N -
o8 (4] Articles of association2 Other Rejected 08-12-2024 1510

Country HQ Ireland .

©  HasDocument uploaded Right Away ~ Other

©  Has No Document uploaded Other 11-12-2024 04:37

Language English (Ireland)

5 Partners can see the status of all documents submitted:

» Requested (Not received)
» Approved

* Rejected

» Awaiting Verification

* Expired



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

List of your documents

10 v Search...
Narme Type d Status Requested
& Training certificatel Training 06-01-2025 09:35
Actions
V4

7  The document details will be visible

View Dgcumenit %
Name Nichola Testing Type Training -
it ; Does not expire
Description Nichola Testing description field
Expiration Date ddfmm/yyyy
Requested dd/mm/yyyy Recieved 27/03/2025
Approved dd/mm/yyyy Rejected dd/mm/yyyy
Approval Comment Rejection Comment
“ “

SEipiond



8 To upload a new file or update the version of a file previously uploaded click the
"Upload" button indicated below

1 Document x
ame Nichola Testing Type Training -
N . Gt 5 Does not expire
escription Nichola Testing description field
Expiration Date dd/mm/yyyy
|uested dd/mm/yyyy Recieved 27/03/2025
yroved dd/mm/yyyy Rejected dd/mm/yyyy
sroval Comment Rejection Comment
“ “
= m~ P ~ ~ ™ ~ rn

9 Choose the document to upload and select "Save"

Upload a File

Choose file to upload Choose File  No file chosen




10

To download a document click on the "Download" button indicated below. The file
will be downloaded and saved locally on the users device

sument

Comment

11

Nichola Testing

Nichola Testing description field

dd/mm/yyyy

dd/mm/yyyy

Type
Does not expire

Expiration Date

Recieved

Rejected

Rejection Comment

Training -

dd/mm/yyyy

27/03/2025

dd/mm/yyyy

4

& péwnioad | & upioad

To view the different versions on a document click the "Versions" button

acument

iption

ted

2d

al Comment

Nichola Testing

Nichola Testing description field

dd/mm/yyyy

dd/mm/yyyy

Type
Does not expire

Expiration Date

Recieved

Rejected

Rejection Comment

Training v

dd/mm/yyyy

27/03/2025

dd/mm/yyyy

“

S Doenbel i yploud



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

Upload Versions x
10 v Search...
Version ! Type Uploaded By Uploaded Actions
1 Training Kathrina McKenzie O

Showing 1to 1 of 1 entries -

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

() Dashboard 9 stR-Murphy and Co

Document 2 HR 2
Doc 8 HR Rejected 24-04-202511:29 &
Showing 1to 10 of 14 entries - 2 Next

Communication Contacts m

10 v Search
Primary Type Name T Contact No Email Actions
Point of Contact Alan Byrne 9898989 alan@transit9.ie v
Project Manager Johnny Gerard 0973838383 jonny@murhpyco.com a
CEO Nichela Martin 123456 nichola@transit9.ie iz
Project Manager Nichola Martin 123456 nicholo@transit9.ie a



14 To add a new communication contact click on the blue +Add button

Sashboard 5 SLR-Murphy and Co. v

Document 2 HR 2

Doc8 HR 24-04-2025 1128 2

Showing 11to 10 of 14 entries - 2 Next

mmunication Contacts m

L Search..
Primary Type Name t Contact No Email Actions
Point of Contact Alan Byrne 9898989 alan@transit9.ie 2 |
Project Manager Johnny Gerard 0973838383 jonny@murhpyco.com 2 0

CEO Nichola Martin 123456 nichola@transit9.ie

)
(]

Project Manager Nichola Martin 123456 nichola@transit9.ie

I
b

15 Enter all the relevant contact information and select save

Add Contact “ %

Primary Contact D

Type CEO -
First Name

Last Name

Contact No

Email

Comments




16  To view/edit a contact click the edit "Action" button

ashboard 5 StR-Murphy and Co. +~

mmunication Contacts

b v Search..
Primary Type Name t.  cContact No Email Actions
Point of Contact Alan Byrne 9898989 alan@transit9.ie (E) 0
Project Manager Johnny Gerard 0973838383 jonny@murhpyco.com 74 0
CEO Nichola Martin 123456 nichola@transit9.ie 2 5|
Project Manager Nichola Martin 123456 nichola@transit9.ie &2 N |
(V] Sales Manager Nichola Martin 123456 nicholo@transitd.ie 2| 0
Point of Contact nichola testing nichola testing 12345 nicholamartin@hotmail.com I N |
Sales Manager test test test 12345 nicholamartin@hotmail.com ik O

The contact information will be displayed. Make any required changes and select
17 7, ;
Save". The record will be updated

View Contact

Primary Contact ]

Type Point of Contact

First Name Alan

Last Name Byrne

Contact No

9898989

Email alan@transita.e

Comments GOMmPGRE




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

dashboard () SLR-Murphy and Co. v

mmunication Contacts

b v Search...
Primary Type Name t.  cContact No Email l Actions .
Point of Contact Alan Byrne 9898989 alan@transit9.ie 174 @
Project Manager Johnny Gerard 0973838383 jonny@murhpyco.com 74 O
CEO Nichola Martin 123456 nichola@transit9.ie Z || O
Project Manager Nichola Martin 123456 nichola@transit9.ie . N |
(V] Sales Manager Nichola Martin 123456 nichola@transit9.ie Z || O
Point of Contact nichola testing nichola testing 12345 nicholamartin@hotmail.com I N |
Sales Manager test test test 12345 nicholamartin@hotmail.com Z |0

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

0

~

Are you sure you want to
DELETE this?

Yes, DELETE it!




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

Director test test test 12345 nichola@transit9.ie

I

CEO testl testl 9898989 testi@test.gmail.com

showing 1 to 8 of 9 entries .

1

Ask a Question

If your query is not in our FAQ, please type and send your question below. Our customer support will help you.

Send Question

Copyright © 2024 Transit9. All rights reserved

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

transit
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[V V]

Nichola Martin ~

2 ¢l
16
o

@ Dashboard ET Broadway Maintenance ~

Contractor Porta Home - Contractor Portal - Dashboard

Documents Status

‘ \pproved Rejected Verification 60 Days 30 Days Expired

3 3 2 2 2 2

Your Company Details List of your documents

Company Name Broadway Maintenance

Search.

11



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.

Pr.a nSlt = E & ) Nichola Martin v

B SIR-Murphy and Co. v

SLR-Murphy and Co.

Sites
_——
reh,

Primary Ty Country Postcode Actions

[v] Billing Ireland 4221234567 2

HQ Ireland Dl1uUB76 I

Communications Ireland d123456 4
Showing 1 to 3 of 3 entries n

12



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

Are you sure you want to
DELETE this?

Yes, DELETE it! Cancel

13



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.
Add Site

Primary Site
Site Type

Street

Town/City

County/State

Postcode/Zip

Seanting Afghanistan

Update People



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.

transit¢

(@ Dashboard

People

Active

P StR-Murphy and Co. v

Employee ID 1

2

44

1234

9876543

First Name 1

Nichola

Alan

Matt

Alice

Danaan

TestActive

Last Name

Martin

Byrne

Tracey

Travolta

Marasigan

Lawton

TestActive

Contact Number

222222222

mmm

nmm

08737737

nma222

0423392447

nmm

Role

Administrator

Admin

Finance director

user

Admin

B 0 £l Nichola Martin ~

SLR-Murphy and Co. People

search..
Email Actions
nichola@transit9.ie &
alan@transit9.ie Z

matt@transitd.ie 4
john@travolta.com 2
alice@transit9.ie 2
danaan.lawton@transdev.com.au Q
Test2023@test.coml 4

15



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

Are you sure you want to
DELETE this?

Yes, DELETE it! Cancel

16



27

Notes

To add a new person click the blue +Add button. Enter all relevant information and
select save

Add Person

Active @

Employee ID

Role

First Name

Last Name

Contact No

Email

Systermn Role

17



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

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

transit
transport operations
L Dashboard E SLR-Murphy and Co. +~
Notes
10 b
Type Content
Comment Nichola Testing PP

Showing 1to 1 of | entries

29 The note will be displayed

View Note

Type Co

Mote

Nichola Testir

Created By

Nichola Martin

Not

=4 & 3 Nichola Mart
SIR-Murphy and Co.
Search.
Created On 1 Actions

27-03-2025 08:09
[Of

18



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

transit

transport operations

31

@ Dashboard

«  Sites

Documents

« People
o« Notes
« Documents

o« Permits

Name

Training certificatel

Insurance document

Articles of association

Articles of association2

Has Document uploaded Right Away

© © ©¢ © o ¢©

Has No Document uploaded

5] Broadway Maintenance ~

Type

Training

Other

Other

Other

Other

Other

Status

Requested

06-01-2025 09:35

15-10-2024 1018

09-12-2024 15:05

09-12-2024 1510

11-12-2024 04:37

-
Received
12-11-202417:34

09-12-202415:10

11-12-2024 04:37

£ a Nichela Martin ~
Home Documents
Search
Approved Rejected
12-1-202417:35
05-01-2025 22:00
16-01-2025 17:51

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.

Documents

Name
@  Training certificatel

Expiry Date

Actions

174

Permits

Type

Training

Status

Requested 06-01-2025 09:35

Requested

Received

Home

Documents

Search...

Approved Rejected

19



To add a new permit request, view the status of permits pending review, approved

32 or archived click on the "Permit" menu item indicated below.

(A) Dashboard J eroadway Maintenance ~
R o+ Sites
Permits
= People
Notes
s Documents ®
Permits
renuiny nevicw Approved
0
10 v
Status | Permit Date Line Start Location End Location
(4] © 25-001 2025-30-10 23:23 Nichola Testing start location  Nichola Testing end location
) ® 25-0014  2025-31-10 00:30 car Park car Park

Showing 1to 2 of 2 entries

33

review.

board 5 Broadway Maintenance v

@Dc

Permits

&

Approved
0

10 ~

Status 'l Permit Date Line Start Location End Location
(] O 25-001 2025-30-10 23:23 n Nichola Testing start location Nichola Testing end location
] (0] 25-0014  2025-3-00030 ([N corrork car Park

Showing 1 to 2 of 2 entries

®

Archived
2

Search...

Date Start
2025-30-1012:00

2025-30-1013:30

®

Archived
2

Search..

Date Start

2025-30-1012:00

2025-30-1013:30

Home Permits

Date End
2025-07-1112:00

2025-31-12 16:00

The default view displays permits that have been submitted and are pending

Home Permits

+ Permit

Date End
2025-07-112:00

2025-31-1216:00

20



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"

Status |  Permit

e ©) 25-0011
© Q, 25-0014
Showina ltn 2 of 2 entries
‘9 == Q search

Date Line Start Location End Locati:

2025-30-102323 [} nichola Testing start location  Nichola Te:

2025-3-10 0030 (RN corPark Car Park

L - CECO& & E

27



35

36

Upon clicking the "View" action button the following will be displayed.

6.

7.

. Permit Details
. Application
. Schedules
. Activations

. Attachments

Notes

Associated Permits

1 1Y Iracker Uev Ups L) 1Y AppS “TLIve LB 'ransaev Luoin - ... uasnpoara g LMK UeY - iransaev...

transit!

transport operations

@ Dashboard @ Broadway Maintenance v

View Permit

LBl >vaney vev - irans...

@ neanrow - UMGaL. vy Upscaler - Uesigner.
Sy ra i
- L Nichc

Home Permits Vi

L1 - Restricted Access (Level One) Permit to Work

Permit Details

Application | Type
Schedules | 0
Activations | Line
m| Line |
Notes | Approved Start Location
 nssociated Permitg

Approved Description

Status

Pending Review

Approved End Location

Approved Start Date Approved End Date

This Works Access Permit is Granted to
Broadway Maintenance
Nichola Martin

Ireland

Permit Details: Lists the basic information regarding the permit, type, status,
approved details.

22



37 Application : Lists all information completed on the permit application form

82 | )19 TrackerDevOps [ T8 Apps **Live** Transdev Dublin - D Dashboard [ LHR Dev - Transdev.. [ Sydney Dev - Trans.. @& Heathrow - Official.. @ Upscaler - Designer 5 | [3 All Bookmarks
.
transit9 | ¢ 2 Nichola Martin ~

transport operations

(R) Dashboard 5 Broadway Maintenance v

View Permit Home ~ Permits ~ View Permit

L1 - Restricted Access (Level One) Permit to Work

Permit Details

Application

e atus rove art Date roves ni ate
Typ Stat App d Start Dat App d End Dat
Schedules
! u Pending Review

[ acuvarions | _—
Line1 This Works Access Permit is Granted to

Notes . "
| | Approved Start Location Approved End Location Broadway Maintenance

Associated Permll%
L Nichola Martin
Approved Description Ireland

38 Schedule: Lists any pending schedules for the chosen permit

(n) Dashboard ) Broadway Maintenance ~

View Permit Hor

L1 - Restricted Access (Level One) Permit to Work

Permit Details Application
Application
Sthedules o .

_ Initial Details
Activations
Attachments Line *
Notes u
Associated Perm'\t%

Start Location * End Location *

Nichola Testing start location Nichola Testing end location
Start Date * End Date *

2025-10-3012:00 PM =] 2025-11-07 12:00 PM

23



39 Activation: Lists any activation details for the chosen permit

View Permit Hor

L1 - Restricted Access (Level One) Permit to Work

[ Permit Details Schedules
Application 10 ~
Schedules
No data available in table
Attachments
‘ Notes Showing 0 to 0 of 0 entries
Associated Perm'\tﬂ

Status Start Date End Date ! Sc

Attachments: Lists all attachments upload for the permit record. From here users
40
can upload a new attachment or download the current attachments

- G e w-cmer-pannerpona azur per = 1 Larewrnun =ocrpermis W v & @ nmsnupame :
83 | € ToTrackerDevOps [ T9 Apps **Live* Transdev Dublin - D.. Dashboard [ LHR Dev - Transdev.. [ Sydney Dev - Trans.. G Heathrow - Official.. @ Upscaler - Designer. » | [ AllBookmarks
-
transit9 s o6 7 Nichola Martin v

transport operations

@ Doshboard (5 Broadway Maintenance ~

View Permit Home ~ Permits ~ View Permit

L1 - Restricted Access (Level One) Permit to Work

Attachments

Permit Details

| Application |
10 v Search.

| Schedules |

| Activations | Filename Type Uploaded By | Upload Date

| Attachments I Testing word document docx Certificate of Public Liability ~ Nichola Martin 2025-10-30 23:23

| MNotes |

— test excel filexisx Equipment List Nichola Martin 2025-10-30 23:23 &,

| Associated Permit% &
Dogpatch (3) (3).png Other Nichola Martin 2025-10-30 23:23

Showing | to 3 of 3 entries -

24



41

42

Notes: Provides a list of all notes relevant to the permit record

Permit Details Attachments

Application
Schedules
Activations

Attachments

Associated Permits

10 v

Filename Type

Testing word document.docx Certificate of Public Liability
test excel filexlsx Equipment List

Dogpatch (3) (3).png Other

Showing 1 to 3 of 3 entries

Notes: To add a new note click the +Note button. Enter required information and

select "Save"

Home Permits View Permit

ed Access (Level One) Permit to Work

Content

Created By

No data available in table

Search...

Created On 1

25



43 Associated Permit: This shows users any permits that are linked/associated with
the current permit record

‘ Permit Details | Associated Permits Hold the mouse to move and use the wheel to zoom

Application
Schedules

{ Activations

‘ Attachments

Notes

‘ Associated Permits

25-0014
Status: Pending Review
Activated: @
Start Date:
End Date:

Linking An Associated Permit

44 To link a permit to an associated permit click on the "Request Linked Permit"
action button.

10 v
Status |  Permit Date Line Start Location End Locati
& O] 25-0011  2025-30-102323 [ A} Nichola Testing start location  Nichola Te:

Request Linked Permit

o 2l 25-0014  2025-3-00030 [ corPark Car Park

Shnwina lta 2 of 2 entries

L B Qs LEZCHOOE & 2



45  The current permit types will be displayed.

Select a permit request type

O High Risk Permit

Granted conditions for CMET High Risk Permit to Work!

- Restricted Access (Level One) Permit to Work

Test - Granted Conditions for Restricted Access (Level One) Permit to Work.

(O L2 - controlled Access (Level Two) Permit to Work

Granted conditions for Controlled Access (Level Two) Permit to Work permit!

O L3 - Track Possession Authority (Level Three) Permit to Work

Granted conditions for Track Possession Authority (Level Three) Permit to Work!

46 Select the required permit type and click "Ok"

Granted conditions for CMET High Risk Permit to Work!

@ LI - Restricted Access (Level One) Permit to Work

Test - Granted Conditions for Restricted Access (Level One) Permit to Work.

(O L2 - Ccontrolled Access (Level Two) Permit to Work

Granted conditions for Controlled Access (Level Two) Permit to Work permit!

(O L3 - Track Possession Authority (Level Three) Permit to Work

Granted conditions for Track Possession Authority (Level Three) Permit to Work!

Cancel

B Q serh LD CEOOESEE B A ~ 5 e3




47 The permit request application will be displayed, complete all required fields and
select "Submit"

@ Dashboard @ Broadway Maintenance ~
Permit Request Home ~ Permits =~ Permit Request
L1 - Restricted Access (Level One) Permit to Work

Initial Details

Line *
Start Location * End Location *
Start Date * End Date *

Hazard Zone?

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

[ Permit Details | Associated Permits Hold the mouse to move and use the wheel to zoom

| Application

Schedules
Activations

| Attachments

Notes
25-0011
Associated Permits Status: Pending Review

Activated: &
Start Date:
End Date:

25-0015
Status: Pending Review
Activated: ©
Start Date:
End Date:

Approved Permits

28



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

49

Permits Ho
© @ ®
Pending Review Approved Archived
3 0 2
10 b Search..
Status., ‘| Permit Date Line Start Location End Location Date Start Date End Type
© (& 25-0005  2025-24-1019:50 [EB Cor Park Car Park 2026-30-10 0153  2026-19-06 01:53
© (& 25-0012  2025-30-102358 [NOAB RTISIGOOI RTISIGOO! 2026-30-1013:30  2026-30-0113:30  [INEAN
) (& 25-0013  2025-31-1000:26 (3B CorPark RTIPPIO0A4 2025-30-1013:30  2025-31-1216:00
Showing 1 to 3 of 3 entries
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.
10 v
Status 'l Permit Date Line Start Location End Location
& ©~ 25-0005  2025-24-1019:50 ([N corpork Car Park 2
(+) @ 25-0012 2025-30-10 23:58 m RTISIGOO1 RTISIGOO1 2
@ © 25-0013  2025-31-10 00:26 Car Park RTIPPIO04

Showing 1to 3 of 3 entries

° BE Q serch LA CECOaE & 8



Archived Permits

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

displayed of all archived permits.

Approved
0

H Line Start Location End Location

-1019:50 Line 1 Car Park Car Park

Date Start

2025-30-10 01:53

®

Archived
2
Search...
Date End Type

2026-19-06 01:53

Permits

Files

o) =l

30



