Create and Maintain Contractor Individual Profiles

Dairy for life

This one-point lesson describes how Contractor Principal Contacts can create (page 1) and update (page 2) their employee profiles in the Cority Contractor Safety Management

system.
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From the Entity record, click the Individual Contractors tab.
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The Individual’s email address is their unique ID in the system. Please
I . . . . This screen creates Contractor employees. The email address will be their unique ID across Fonterra systems, so each person must have their own email address. Please ensure it is correct before saving because it can't be edited.
: M\ ensure it is correct before saving because it cannot be edited. e

Fonterra Employees can only tag someone as the Contractor Principal Contact. To do this, complete all the fields and tick the ‘Contractor Principal Contact' box and save.
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Contact your Fonterra Principal Contact if a contractor’'s email already
exists in the system because they previously worked for another entity.
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A notification email displays on the screen. Click Send.
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into myCority.
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Digital Ecosystem powered by Cority - One Point Lesson

Create and Maintain Contractor Individual Profiles

Dairy for life

This one-point lesson describes how Contractor Principal Contacts can create (page 1) and update (page 2) their employee profiles in the Cority Contractor Safety

Management system.
Update a Contractor Individual profile

<
0From the Contractors landing page, click the Contractor ID to go to your
L Entity record.
From the Entity record, click the Individual Contractors tab.
Select the Contractor from the list by clicking their First Name. )

Q’Update the Contractor Employee Details, as required:
First Name

* Last Name

* Phone Number

+ LMS Contractor Type - select Service Contractors if not already
selected

\Click Save.

If a Contractor’s email is changing:
» Update their Status - Click the search icon and select Inactive

details

» Contact contractorsafetymanagement@fonterra.com and ask for the two
profiles to be merged in LMS.

If a Contractor no longer works for your entity:

Update their Status to Inactive.

+ Create a new profile with their new email address and copy across their

.
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q Click Save.

(o' Contact your Fonterra Principal Contact if:

A Contractor is moving to another entity that works on Fonterra sites
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This screen creates Contractor employees. The email address will be their unique ID across Fonterra systems, so each person must have their own email address. Please ensure it is correct before saving because it can't be edited.

Fonterra Employees can only tag someone as the Contractor Principal Contact. To do this, complete all the fields and tick the ‘Contractor Principal Contact' box and save.
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Please confirm the email is correct before saving as it is used to create the system user and cannot
be changed after saving
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