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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. If the contractor is new, they will receive 2 emails:  
a. An email containing their initial login and password 

  
b. An email notification informing that they have been added to a company.  

  
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, 



  

 
 

   
 

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.  

  
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 

c. 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 

 
3. Partners can see the status of all documents submitted: 

a. Requested (Not received) 

b. Approved 

c. 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 



  

 
 

   
 

question will then be sent to the CMET admin. 

 

Viewing, Uploading, and Downloading Documents 
1. To view a document, click on the "View" action button below 

 
2. The document details will be visible. 

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

"Upload" button indicated below. 



  

 
 

   
 

 
4. Choose the document to upload and select "Save" 

 
5. To download a document, click on the "Download" button indicated below. The file will 

be downloaded and saved locally on the user's device. 

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



  

 
 

   
 

 
7. 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 

 
 



  

 
 

   
 

Contacts Page 
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.

 
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. 

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

     



  

 
 

   
 

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

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

 



  

 
 

   
 

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

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

  
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.

  



  

 
 

   
 

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. 

 
2. 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 

 



  

 
 

   
 

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. 

 

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. 

 
2. 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. 

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

Save.  

Notes 
1. 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. 

 
2. The note details will be displayed. 

 
 
 
 
 



  

 
 

   
 

Documents 
1. 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. 

 
2. 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 previous versions.  
 
 
 
 

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

company name. 



  

 
 

   
 

 
2. The updated CMET Contractor permits table now has the following statuses available: 

a. Draft new! 
b. Pending Review (selected by default) 
c. Approved 
d. Activations new! 
e. Archived 

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

display. Select a type then click OK. 

  
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 



  

 
 

   
 

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

 
5. Complete all required and relevant fields for the permit. Once it is 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. 

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



  

 
 

   
 

 
8. The View Permit page will be displayed. It will include the following tabs: 

a. Permit Details 
b. Application 
c. People 
d. Schedules 
e. Activations 
f. Attachments 
g. Notes 
h. Associated Permits 

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

 



  

 
 

   
 

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

 
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. 

 
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. 

 



  

 
 

   
 

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

 
14. Attachments: this contains attached documents relevant to the permit. Contractors can 

upload new documents or download existing documents. 

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

notes and view existing ones. 

 



  

 
 

   
 

16. Associated Permits: this shows users any permits that are linked/associated with the 
current permit record. 

 
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”. 

 
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. 

 



  

 
 

   
 

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. 

 
 

Activations Table 
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. 
 

 

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



  

 
 

   
 

 


