How to create a company profile on ProjectConnect

®» Turn on your computer. To begin using the internet, click on either

The Internet Explorer icon é

Or the Mozilla Firefox icon w

®» To access the ProjectConnect website type www.projectconnect.com.au
into the address bar at the top of the browser.

®» The screen below will appear. Click on the “Register your company” menu
item as below.
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®» At this point we have to make sure your company is not already listed with
ProjectConnect. On the page that was opened you will have to enter your
company name in the textbox under “Search Company Profiles”. Please
also choose your company location to refine the search. And click “GO”.

SEARCH COMPANY PROFILES

: | @/ Enter company name
Ompany:

¥ ~®——Choose company location

Compary location: | Australia & Mew Zealand Wide




® Search Tip — Use just part of your company name. E.g. To find “Industry
Capability Network Western Australia” just enter the words “Industry
Capability” or just “Industry” or “Capability”.

®» Depending on your company name you may see different results from the
search. Unless your company name is listed, you should continue on to
creating a company profile by clicking the “Create Company Profile” link.

o0 Screen 1 is what would occur if your company name is not listed
and no other companies had a similar name. To continue you would
click “Create Company Profile” as below.

Your Company Account

Searching: "ewrwer" Refine Search »

If your company is not listed, Create Company Profile

Organisation f Company Trading Hame Address | Location Select

Sorty no company registrations found. ...

If your company is not listed, Create Company Account

\Click here

0 Screen 2 is what would occur if your company was not listed but
other companies had a similar name. This happens because many
companies could have common words in their names such as —
“building” or in this example “coal’. To continue you would click
“Create Company Profile” as below.

Your Company Account

Searching: "coal" Refine Search

If your company is not listed, Create Company Profile

Organisation f Company Trading Hame Address Location Select
Carpenter Mine Management Carperter Mine Management Lat 1 Mungsiup Rosd WA,

COALFIELDS BLASTING AND COATING SERVICES Lot 2785 Troutman Road A

Denso Australia (Pty Ltd) Denso Australia (Pty Ltd) 16 Walcott St Mount Lawley WA,

Four Corners Plant Hire Pty Ltd as Trustee Coalcliff Plart Hire 173 Throssell Street WA

Wesfarmers Premier Coal Limited ‘Wesfarmers Premier Coal Limited Premier Road WA Login to Account

If your company is not listed, Create Company Account

\cnck here




®» The next page is where you fill out all your company details for your
company profile. All textboxes and drop down lists in red must be filled
out.

‘e ProjectConnect currently holds 901 supply opportunities that you can register your company’s interest again
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New Company Profile
= Company Information

To list your company's profile please complete the company information below,
then proceed to Step 2. Products & Services by click the Next Step button below.

* Please note that the required fields are highlighted with red borders or text

Fields in red must completed

Does your organisation develop or manufacture products,
services or solutions, or perform research in Australia or Mew Zealand? | ves ~

ORGANISATION INFORMATION

Trading Nams : | Dt == =
Previous Mams : [ S P ]
Incarporation:
Parent Company: |
Phone : O leq. g vassrezs Fax: O leq. vavassrazs
CompanyEmait: [ ] Website : 1
ADDRESS
Lacation: [answer > Post Code : 1
POSTAL ADDRESS (Check to use Address Information above: [ )
Lacation: [answer v Post Code : |

®» Towards the end of filling out your company details you are asked to
provide a Username and Password. Please make note of these as they
are needed if you want to edit your company profile details in the future.

ACCOUNT INFORMATION

You can edit vour company profile at a later date by logging in with vour username and password.

Profile Email {Username): [

This email address will be used to resend your password for your company profile if reguired.

Passwore —

Create Profile —= |

®» Once all details have been filled out correctly and you are satisfied with the
content, please click on the “Create Profile” button at the end of the page.




Create Profile —= |

® |If you have not competed a mandatory field two types of message box can
pop up letting you know what field is incomplete.

Windows Internet Explorer |
': The Following error{s) occurred:

- Primary Business Activity is required.
- Primary Industry Sector is required.
- Completed By Firsk Mame is required.
- Password is required,

Profile Error!

Sorry we could not complete vour company profile as the follow errors have occurred:

» Company Phone must be numeric & B characters in length.

Click here to fix errors




®» Once all fields are completed a screen will appear that confirms your
profile creation. This screen gives you the option of printing out the
company profile that you have just created. We advise you to print this for
future reference.

®» Once printed, you can:
Click the “Return to Home Page” link to return to the home page
where you are now able to register for project opportunities quickly
and easily.
Click the “Go to my Company Account” link to go to the login page,
where you can use your username and password to gain access to
your company account.

In order to change or amend any company profile det  ails, you
will need to login to your company account. Please refer to
the helpdesk guideline —

“How to Login to Your Company Account ”




