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About this Document

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

Account Creation

1. The user must first create an account to access the CMET Contractor Portal. Contact your
CMET Admin to obtain the needed user account.
2. Ifthe contractor is new, they will receive 2 emails:
a. Anemail containing their initial login and password

You are invited to join Contractor Portal.

Here's how to log in to your account:
1. Go to Contractor Portal.

2. Sign in using your email address alvin@transit9.ie. Use this temporary password below.
B0,54#y06

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

Note: This is a system-generated email. For any concerns, reach out to our customer support.
b. Anemail notification informing that they have been added to a company.
Hi Alvin Guce,
You've been added to Broadway Maintenance

Log in to the CMET Contractor Portal

Kind Regards,
CMET

3. If the contractor is an existing contractor, they will receive only the notification email
(email b).

Contractor Portal — Main Dashboard

1. The default view upon login is the documents dashboard. This provides contractors with an
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,



Transit9

Built for transport

rejected, awaiting verification or expired. Users can search for a certain criterion, i.e. name,
type of document or status using the search field on the right side of the screen.

Transit? [ Aivin Guce v

) Doshboa
Contractor Portal - Dashboard Home

Document Status

:IEI a? °2.. 2 6 4 °4

Your Company Details List of your documents
company Name Broadway Maintenance
Trading As Broadnay ltd
Name Type + Actic
Company Type Trust P ctlons
start bate 31-05-2024 0 pocitest Workers Compensation Insurance 2
company Code s
0 restas2 Workers Compensation Insurance
Business Humber =
T Humber . ®  nicholainsurance Doc 211026 Workars Compensation Insurance z
Countr
ry Ha ©® M msurance Document Workers Compensation Insurance e
Language engpish (irsiona)
@  restianined Professional Indemnity insurance e
currency furo
tines u © ook doctest1z/n 1319 Prolessional Indemnity Insurance z
©  restasl Frofessional Indemnity Insurance z

2. The counts at the top of the screen provide partners with an overview of the following:
a. Number of requested documents

b. Number of approved documents
¢. Number of rejected documents
d. Number of documents awaiting verification
e. Documents due to expire in 60 days
f.  Documents due to expire in 30 days
g. Documents expired
Contractor Portal - Dashboard Home tractor Portal

Documents Status

Q0 0: 000

3. Partners can see the status of all documents submitted:
a. Requested (Not received)
b. Approved
¢. Rejected
d. Awaiting Verification
e. Expired
4. 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
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question will then be sent to the CMET admin.

Ask a Question

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

Your Name

Your Query

Viewing, Uploading, and Downloading Documents

1. To view a document, click on the "View" action button below
List of your documents

10 v Search...
Name Type i Status Requested
©  Training certificatel Training 06-01-2025 09:35
Actions
2

2. The document details will be visible.

View Dgcument x

Name Ni Type Training v

Does not expire

Description Nichola Testing description field
Expiration Date dd/mm/yyyy
Requested dd/mm/yyyy Recieved
Approved dd/mm/yyyy Rejected dd/mm/yyyy
Approval Comment Rejection Comment

3. To upload a new file or update the version of a file previously uploaded click the

"Upload" button indicated below.
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+ Document x
ame Nichola Testing Type Training v

v Does not expire
escription Nichola Testing description field

Expiration Date dd/mm/yyyy

|uested dd/mm/yyyy Recieved 27/03/2025
sroved dd/mm/yyyy Rejected dd/mm/yyyy
sroval Comment Rejection Comment
- ~ ameas ~ A~ ™ PR

Choose the document to upload and select "Save"

Upload A File

Choose file to upload ChooseFile  No file chosen

To download a document, click on the "Download” button indicated below. The file will
be downloaded and saved locally on the user's device.

sument x
Nichola Testing Type Training v

Does not expire

ion Nichola Testing description field
Expiration Date dd/mm/yyyy

El dd/mm/yyyy Recieved 27/03/2025

dd/mm/yyyy Rejected dd/mm/yyyy
Comment Rejection Comment

7

2o

To view the different versions on a document, click the "Versions" button.
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ccument .
Nichola Testing Type Training -
Does not expire
iption Nichola Testing description field
Expiration Date dd/mm/yyyy
ted dd/mm/yyyy Recieved 27/03/2025
ad dd/mm/yyyy Rejected dd/mm/yyyy

al Comment Rejection Comment

& pownload | & upload

Users will be provided with a list detailing all 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 -
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1. On the Main Dashboard page, click on the arrow icon next to the company name. This

will show a dropdown with several options. Click on the Contacts link.

B8 Broadway Maintenance ~

Por

atus

©
%

Contacts
People
Motes

DCocuments

2. The Contacts page will be displayed. There are two action buttons, one to "View" the
contact and the other is to "Delete" the contact.

Contacts

10

Primary

o

Type Name 1/ contact No

Owner [ Operator Nichola Martin 123456

Key Contact - Contractual Engagement Pom Qua 75676878

Key Contact - Finance Test Contact 34534545

4. Click the +Add button to add a new contact.

Home

Email

nichola@transit8.ie
dfd@dsd.com

testdev@transit9.ie

Contacts

Search...

Email Actions

nichola@transit9.ie 74

O

Search,

Home ' Contacts

Actions
2 0
2 0

2 B
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5. Enter all the relevant contact information and select save.

Add Contact x

Primary Contact [:]

Type Key Contact — Contractual Engagement -

First Name
Last Name
Contact No
Email

Comments

6. To view/edit a contact click the edit "Action" button.

dit )
Actions

2 S

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

View Contact x

Primary Contact

Type Owner | Operator M
First Name Nichola

Last Name Martin

Contact No 123456

Email

nichola@transit9.ie

Comments o

8. To delete a contact, click the delete "Action" button.

Actions

2 2

g U

9. 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.

Are you sure you want to
DELETE this?

Yes, DELETE it! Cancel
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Update Company Site

1. 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.

Sites Home sites

10 - search.

Primary L Type Country Postcode Actions

Q Correspondence or Mailing Address Ireland D08 PYSE 2 O
Formal Correspondence Address Aland Islands 323 174 O

Formal Correspondence Address Ireland d22 0000 2 0

2. Todelete 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
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3. 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.

Street

Country

Add Site

Site Type

Town/[City

Primary Site

Count\,r,lfstate

Postcode/Zip

U

Alternative Mailing Address

Afghanistan

Save x

Update People

1. To add, update or delete a user from the people section, click into the “People” link on the
company dropdown. 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?

@

People

Active

o.

Jo

> 4

J

o,

2. To delete a person, click the red "Delete" action button.

g0 way Mointenonce
88 Broadway M

employee ID

001

55

100

1009

1010

1234

12345

First Name

Matt

Jamie

Kathrina

Keith

Alan

Nichola

Jamie

Last Name

Tracey

Dornan

McKenzie

MacHale

Byme

Martin

Doyle

Contact Number

on22n

087656565

085232323

08711222334

087711333

123456

12345

Role

Electrician

PIC

cEo

Admin

Email

matt@transits.ie

jamie@dornan.ie

kathrina@transitg.ie

keith@transitS.ie

alan@transitd.ie

nichola@transitg.ie

jamiedoyle@broadway.ie

Alin Guce v

Actions
2
2
2
2
2
2

2

The following validation message

will be displayed. Select the "Yes, delete it" button then the record will be deleted. Select
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the "Cancel" button and no change will be made to the record.

Are you sure you want to
DELETE this?

Yes, DELETE it! Cancel

3. To add anew person, click the blue +Add button. Enter all relevant information and select

Add Person x

Active 0 D
Employee ID

Role 0

Permit Role

Task Tag

First Name

Last Name
Contact No
Email
System Role

Save.

Notes

1. Toview 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
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button below.

Home  Notes

Notes

10 ~ search

Type Content Created By Created On T Actions

Meeting Minutes Nichola test external notes on portal Nichola Martin 02-11-2025 04:04 &
“

Meeting Minutes tets test test Nichola Martin 21-10-2025 22:08 ®
4

Meeting Minutes test Nichola Martin 21-10-2025 22:09 ®
”

The note details will be displayed.
View Note x
Type . .
YP Meeting Minutes hd

Note test
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Documents

1. Toview 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? s o Ain Guce +
@) Doshboard BB Broadway Maintenonce ~ [ Perm
Documents @ Home -~ Documents
0 2
B o v
Name Type 4 status Requested Received Actions
© pocitest Workers Compensation Insurance B 220241737 144120240422 Z
©  restss2 Workers Compensation Insurance 15-1-2024 0754 15-1-20240754 &
©  icholansurance Doc 211025 Workers Compensation Insurance 22-10-2025 2228 &
@  nMiInsurance Document Workers Compensation Insurance 31-10-2025 0132 ra
O restuanines Frotessional indemnity nsurance 08-12-2024 1606 2
© vk doc test1an 1319 Professional Indemnity Insurance 13-1-20241318  18-1-2024 1125 2
0 restan Professional Indemnity Insurance 15-1-2024 0729 15-1-20240728 &
©  ichola HR Document Request  Professional Indemnity Insurance Approved 22-10-2025 2225 &
©  \edical deciaration form Product Liability Insurance EEETE 00720241434 20-03-20260305 2

2. Toviewthe 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

Received

14-11-2024 04:22

15-11-2024 07:54

22-10-2025 22:28

or view previous versions. FI_1A_AANE AT-90

Permits

1. To add a new permit request or view permit statuses, click on the “Permit” link beside the

company name.

Actions

I

P



Transit9

Built for transport

B8 Broadway Maintenance +~  [¥] Permits

2. The updated CMET Contractor permits table now has the following statuses available:
a. Draftnev
b. Pending Review (selected by default)
c. Approved
d. Activations "
e. Archived

& —
Transit9 = . @ winsuce
(@) pashboord B8 Broadway Maintenance « [ Permits
Permits Home  Permits
& @ @ > @
Dratts Pending Review Approved Activations Archived
o 3 A s 4
) search
Status 'L permit Date Line Start Location End Location | Datestant Date End Type Files Actions

South Apran North Apron 0122025 1752 03-01-2026 20:30 n En EE
Test1 Test 2 - edit 2 orzamsizoo ze-zzoszo0  [EEH SR EER

Intersection | TiactonPower Substation2  1a-l-20251200  a--2ooszoo  (EEE @ BB

(0] 25-0047  27-11-2025 08:53
(0] 25-0051 05-12-2025 0150

©  26-0006  07-01-2026 2241

Showing 1 to 3 of 3 entries

3. To add a new permit, click on the +Permit button. The permit type selection window will
display. Select a type then click OK.

Select a permit request type

O U1 - Restricted Access (Level One) Permit to Work

Restricted Access Permits are baseline permits that capture works being conducted that will not have any impact to rail
Intrastructure or entry to the hazard zone.

Those engaged under this permit who fequire @ High Risk permit must of have the potential to perform Rail Safety Work
are to complete a controlied access permit (L2).

Maximum Duration for this Permit is: 12 Months

(O 12 - Controlled Access (Level Two) Permit to Work

Controlled Access Permits are used for that have a to access the hazard zone
or are conducting works that may have an impact on RailInfrastructure, Performing of Rail Safety Work (RSNL) or are
required to perform works that involve  High Risk Work Permit as part of the activity

Maximurn Duration for this Permit is: 6 Months

O 13 - Track Possession Authority (Level Three) Permit to Work

Track s used where pany is required to CMETs network in a limited capacity.
This s ly used for mojor activities involving shutdown to part of the network, the nature of this
permit to work will be considered intrusive.

Maximum Duration for this Permit is: 3 Months

O High Risk Permit - Confined Space
High Risk Confined Space Entry Permits are required for works Involving the entry of a confined space under the CMET
Permit to Work System. This application must be made prior to entering confined spaces. High Risk permits MUST be
accompanied with a Level 2 or Level 3 Permit as reference. Personnel are not able to apply for o High Risk Permit only.

Maximum Duration for this Permit is: | Working Shift

Ok Cancel

4. The permit application form will be displayed. A new section called “People Section” has
been added on the Permit form. This allows to add assigned persons on the permit. An
“Assign Role” checkbox is also available. An additional dropdown appears when this is




Transit9

Built for transport

checked. Only persons who are identified as “Competent” on the selected permit role will
appear on the People dropdown.

Add People

Assign Role

Permit Role
PIC

Only People with Confirmed Competency will Appear on the List

People

O Alice Marasigan
O Alvin Guce

5. Complete all required and relevant fields for the permit. Once itis complete, the permit can
be Saved as Draft or Submitted. If it is saved, the draft permit will be shown on the Drafts
table where it can be edited and submitted.

Permit Request Home  Permits  Parmit Request

L1 - Restricted Access (Level One) Permit to Work

Initial Details

Line *

Start Location @ * End Location @ *

6. Closing the draft permit will trigger a pop up to confirm if the permit will be saved as a draft.

Do you want to keep this
as a Draft?

7. Submitted permits will be available for editing in the Pending Review table. Click on the

“View” button to edit the permit.



Transit9

Built for transport

Permits Home - Permits
@ @ @ > ®
Drafts Pending Review Approved Activations Archived
2 3 3 3 15
10 - search
status ¢ Permit Date Line Start Location End Location Date Start Date End Type Files Actions
0] 25-0047  27-11-2025 0853 South Apron North Apron 01-12-202517:52  03-01-2026 20:30
(0} 25-0051 05-12-2025 0150 Test1 Test2 - edit2 07-12-202512:00  26-12-2025 12:00 [ ]
(0] 26-0006  07-01-2026 22:41 Intersection 1 Traction Power Substetion 2 18-11-20251200  31-12-2025 1200 0

Showing 1o 3 of 3 entries

8. The View Permit page will be displayed.

a. Permit Details

b. Application
c. People

d. Schedules
e. Activations
f. Attachments
g. Notes

h. Associated Permits

It will include the following tabs:

9. Permit Details: Lists the basic information regarding the permit, type, status, and approved
details. This tab is non-editable on the Contractor Portal.

View Permit

Home ~ Permitz  View Permit

25-0047 - L3 - Track Possession Authority (Level Three) Permit to Work

Permit Details

Type

Approved Start Location
Depot

Approved Description

specific Condition

Status Approved Start Date Approved End Date

Pending Reviey f1z/2025 1752 3/01/2026 20:30
Direction
This Works Access Permit is Granted to

Broadway Mai

Approved End Location

T Nichola Martin

reland

Schedule Applicable
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10. Application: Lists all information completed on the permit application form submission.
This tab is non-editable on the Contractor Portal.

View Permit Home - Permits
25-0047 - L3 - Track Possession Authority (Level Three) Permit to Work

Application

| Initial Details

I
|
|
|
| Line *
|
|
I

MET Networ

Start Location * End Location *
)1 High Stree Mair

Start Date * End Date *

+ Salety Documentation

+ Date and Location Information

11. People: this contains the list of assigned persons for the permit. It can be populated during
the form creation. This tab is non-editable on the Contractor Portal after the permit is
submitted.

l B pormit Dotails l People

[ & application l 10 search,

2, People

Person Permit Role Added

Alvin Guce PIC 02-09-2026 21:33
® Activations

@ Attachments

D Notes

]

& Assosiated Permits

12. Schedules: this contains the list of schedules that have been approved for the permit by
CMET. This tab is non-editable on the Contractor Portal.

B permit Details Schedules

& Application 1o N Search
& People status start Date End Date 4 scheduled By

£ schedules Now 24-08-202614:45 24-08-2027 14:30 Angelica Balbido

® Activations
& Attachments
D nNotes

& hssociated Permits
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13. Activations: this contains the list of activations and deactivations that a permit has
undergone. This tab is non-editable on the Contractor Portal.

@ Permit Details Activations

© Application 10 N search

A\ People Activation#  Activated Comment Deactivated Comment People Actions
£ schedules A0003 Angelica Balbido

DKN - Landscaping - Alice Iy g @

on24-08-20261713 | gy - stop Inspection - Angelica

® Activations

@ Attachments

A0002 Angelica Balbido Angelica Balbido ® o @
O Notes on 24-08-2026 14:53 on 24-08-2026 1713
@ Associated Permits
A0001 Angelica Balbido Angelica Balbido
on 24-08-2026 14:50 on 24-08-2026 14:50 ® ¢ ©

14. Attachments: this contains attached documents relevant to the permit. Contractors can
upload new documents or download existing documents.

B Permit Details Attachments

@& Application

10 v search.
2, People

Filename Type Uploaded By 1 upload Date
£ schedules

CMET Permit Sign On Form_26-0031.pdf Permit Sign On Form Angelica Balbido 24-08-2026 14:46

® Activations
@& Attachments
3 nNotes

& Associated Permits

15. Notes: provides a list of all notes relevant to the permit record. Contractors can add new
notes and view existing ones.

@ Permit Details ‘ Notes

Ype Content Created By Created On

Avin Guce 02-09-2026 2145
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16. Associated Permits: this shows users any permits that are linked/associated with the
current permit record.

Associated Permits Hold the mouse to move and use the wheei o z00m
Sstatus:  Approved
Activated: ©

StartDate: 2026-08-24
End Date:  2027-08-3

17.To link/associate a permit, go to the permits table where the target permit record is currently
located, then click the “Request Linked Permit”.

5 Actions

Request Linked Parmit

18. This will open the permit type selection form (see Permits, step 3). The permit creation
process is the same as that of a normal permit. Once the permit is submitted, the
link/association can be seen on when opening either permits then going to the Associated
Permits tab.

B Permit Details Associated Permits Hold the mouse to move and use the wheel to zoom
@ Application
2, People
£3 schedules
Activations
25-0047
l @ Attachments Status: Pending Review
Activated: ©
[ Diiiotss Start Date:
End Date:
26-0035
status:  Pending Review

Activated: ©
Start Date:
End Date:



Approved Table

To view Approved permits, click on the “Approved” icon. The list of approved permits will be
displayed. Approved permits can be updated (Attachments and Notes) or linked to another permit.

Permits

“

o

Drafts
2

10
Status '+ Permit

© 26-0027

© 26-0030

@ 26-0031

Showing 110 3 of 3 entries

Activations Table

Pending Review

5

Date Line

16-06-2026 12:40

24-08-2026 14:30

24-08-2026 14:45

CMET Non-Network Activity
CMET Network Intersection |
CMET Network Intersection 11

Start Location

Maintenance Hall

Approved
3

End Location
Maintenance Haill
Intersection 8

RTIPPIOO4
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>

Activations
3

Date start Date End Type
18-06-2026 09:04
31-08-2027 14:35

24-08-2026 14:35

24-08-2026 14:45 31-08-2027 14:45

31-12-2026 09:04
-
-

Home  Permits

P

Archived
15

This new table shows the list of permits that are currently activated and deactivated. On the new
version, permits can be tagged for “Self Activation”. These permits can be activated or deactivated
from the Contractor Portal. An example below shows how a permit with Self Activation enabled is
displayed compared to a permit without Self Activation enabled.

Permits

“

©

Drafts
2

Show Activated

10

Permit '+
© & 26-0031
© ® 26-0030
© ® 26-0027

Pending Review

Call sign Granted Start

Kilo 1 n 24-08-2026 14:45

24-08-2026 14:35

Hotel 1 18-06-2026 09:04

Archived Table

To view previously archived permits, click on the “Archived” tab below. A list will be displayed of all

the archived permits.

Granted End

Approved
3

Line

31-08-202714:45 CMET Network Intersection 1
31-08-202714:35 Intersection 1
31-12-2026 09:04 Maintenance Hall

Activations
3

Type Start Location End Location
RTIPPIO04

Intersection 8

Maintenance Hall ~ A0001

Home  Permits

®

Archived
15

Search.

Activation # Actions
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Permits Home Permits
@ O] © >
Drafts Pending Review Approved Activations Archived
2 5 3 3 15

10 v Search.
Status ' Permit Date Line Start Location End Location Date Start Date End Type Files Actions
B 25-0005 24-10-202519:50 CMET Network Car Park Car Park 30-10-2025 01:53 19-06-2026 0153

25-0011 30-10-2025 23:23 RTIPPIOOI RTIPPIOOT 12-11-2025 14:54 21-11-2025 14:54

25-0012 30-10-2025 2358 RTISIGO0! RTISIGOO0! 30-10-20251330  30-01-2026 13:30
25-0013 31-10-2025 00:26 car Park RTIPPIO04 30-10-202513:30  31-12-202516:00
25-0014 31-10-2025 00:30 car park car Park 26-10-202513:30  31-12-2025 16:00
25-0015 02-11-2025 04:46 High Street West End 02-1-20251200  30-11-202512:00
25-0023  1-1-20251752 car Park Intersection | 11-11-2025 17:39 31-12-202517:39
25-0024  13-11-2025 2355 Car park RT5SIGO0 18-11-2025 12:30 31-01-2026 15:00

G o e o0 m




