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Welcome to ComplyWorks! We are pleased that you have decided to become a current member with us. The purpose of this booklet is to assist you with getting your new account compliant or your existing account back to “current” status. 

1. Getting your account compliant

To get your account compliant, you will need to work through the following 5 steps, in order:

Step 1. Pay for your account. If you see a payment option when you log into ComplyWorks, or are already a ComplyWorks member whose account has been suspended (your membership was not paid on time), you must pay for it in order to continue. When your account is has been paid, proceed to Step 2. If you do not have a log-in or password, now is the time to call or email us for assistance:

Phone—(403) 219-4792

Email—support@complyworks.com
Step 2. Collect the documents you’ll need. To get your account compliant, you’ll need to provide us with specific information. Before getting started, gather up the following documents:
a. Insurance—Depending on the services you provide this may include some or all of the following:

· Commercial general liability
· Professional Errors and Omissions Certificate
Workers’ Compensation—A clearance letter or letter of good standing (the name of the document varies from region to region) as well as an employer premium rate statement for each of the jurisdictions within which you currently work. 

b. Safety program certificates—Depending on your region, and the type of work you perform, this could include any or all of the following:

· Technical Standards & Safety Authority (TSSA) Certificate
· Regie du Batiment du Quebec (RBQ) Certificate
· Certificate of Recognition (COR)
· Small Employer Certificate or Recognition (SECOR)
c. Tax Information – Your company’s GST, HST, RST, QST numbers

d. Security Clearance
e. HSE Signed Documents

f. Non Disclosure Agreement

g. BLJC Terms and Conditions

Step 3. Enter your information. The questionnaire includes questions about your company, work history and industry coverage (depending on your industry and services provided, this may include insurance,  workers’ compensation, safety certification, etc.). For more information on this step, see the section below titled “2. Entering your information”.
Step 4. Publish your information. In order for your employing companies to see the information you entered, you have to publish it. Select “Company”, then click “Publish”. This will pull the information from your system to ours and make it available for viewing by employers.
Step 5. Upload documents. Attach requested documents (you collected these in Step 2) to your profile. These are required to verify the information you entered in Step 3. You can either upload electronic files or send in paper versions. 
2. Entering your information

When you are logged in to your ComplyWorks account, the main headings (at the top of your page) that you’ll be using are “Personal” (to adjust your password), “Company” (for administration of the account) and “Works” (for courses and online training). Below is a summary of the process you will complete.

a) COMPANY
Under this heading you will see the following sections, in order of completion, where your basic account information will be added or adjusted. You will need to complete each section to bring your account to a compliant status:
· Corporate information

· Directory listing

· Profile

· Required questionnaire

· Required documents

· Permission profile

· Review

· Publish

As you work through each section, watch for the words “Edit”, “Save” and “Submit”. When you enter information, or if you need to change information, you will need to click these buttons to gain access and make the updates.

Corporate Information

To adjust your account information, click “Edit”. After making changes, choose “Done” at the bottom left of the screen.
· Company contact and directory information—Your general business contact information

· Administrator—This is the person who will be doing the majority of account maintenance. This person will receive account emails.
· Main HSE contact—This person will be contacted when the Administrator is unavailable/unreachable.
· Alternate HSE contact—This person will be contacted if neither the Administrator nor the Main HSE contact are available.

· After hours contact—This person will be contacted for assistance after working hours (when required by employing companies).

Directory Listing 

After you’ve made changes to a section, click “Save” or “Submit” to update the information.
· Viewing Options—Most people select “Public Directory” so anyone in our system can see your information. To only let the employing companies that you do work for see your information, select “Members Only.”
· Directory page—To market your company to employing companies, enter a description of your company and the services that you provide. 
· Company logo—Upload (save) your company logo in GIF, JPEG or PNG format to your account to display it on your profile. 
· Services provided—To highlight the services that your company provides, select the service on the left column and then click >> to move it onto your list. Click “Save” to update the list before continuing to the next heading.




Profile

After you’ve made changes to a section, click “Save” to update the information.
· Questionnaire builder—The “BLJC – Data Elements” option should already be pre-selected for you. If you are already a ComplyWorks member, other questionnaires may also be preselected, and you may already have answered those, depending on the data requirements of your other employing companies.
· Describe your business—Enter a description of  your company and the services you provide.
· Number of employees—List the maximum number of employees you had at one time during the previous working year.

· Operating jurisdictions—Select the provinces in which you are currently performing work and indicate the industry numbers that WCB has assigned to your business (these are pre-assigned to you; do not select the provinces or industry numbers for services you would like to provide). Do not specify provinces in which you do not hold valid WCB coverage as this will affect your compliance rating.

Specify the industry codes assigned by WCB by clicking “Select Your Industry Codes.” To arrange the industry codes in order, click the “Industry Number” box at the top of the column and then select your applicable industry codes. Then click “Save” to update your WCB information.

Required Questionnaire 

You will see the following sections; complete them all. Click on each section to expand to the individual questions in that section. Answer all questions that are applicable:
· Business Information
· Insurance
· Workers compensation

· HSE Program information—System questions

· General Information
Required Documents
The documents you require for your account will depend on your questionnaire answers. However, we request some documents from all members, such as the certificate of incorporation and the IRP 16. If you have these, certainly upload them; if you do not have these, they can remain blank.

Once you’ve answered the safety questionnaire, you will need to upload some or all of the following documents: 

· WCB clearance letter(s) and premium rate statement(s)
· Insurance Certificates —Commercial general liability (CGL), Professional Errors & Omissions
· Safety Program Certificates: TSSA, RBQ, COR, SECOR
· Security Clearance
· HSE Signed documents
· Non Disclosure Agreement
· BLJC Terms and Conditions
If you have these documents saved to your computer in PDF format, upload them to your profile. If you have paper versions, select the “Paper Fax-In” option and print the bar code page that appears. Be sure to load the appropriate cover page in front of each document. Fax this along with the required documents to the fax number on the bar code page. We do not accept documents faxed directly to our main fax number. With any document upload, please ensure that the process was successful by confirming the submitted date and time under the heading on the documents page.

Permission Profile

In this section, you will set the access level for employing companies.  If you wish to have your account set up as more self-sufficient, then you can set the permission to All Registered employer companies can access.  Otherwise, if you want only specific companies to access, choose one of the more limited settings by reading the description in the second column and specify the best choice for your company. Click on “Submit” to save this setting.

Review
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· View Working Copy—This displays the answers that you have been working on.
· View Published Data—This displays the data that you have published for your clients to see.
· Send Report to a Non-Member—This creates a PDF of the information you entered so that you can send it to a non-ComplyWorks member or anyone else.
Publish

You must publish in order to complete your profile. If you haven’t published, employing companies will either see no data (if you haven’t previously published your data) or old data (if you were updating your information). You may not be allowed to publish if you haven’t completed some of the compulsory questions. 
If you need to provide more information before you can publish, questions that still need to be answered will be shown under the heading “Data Quality Advisor”. Complete these in the Required Questionnaire and then proceed to Publish.
To publish, enter the requested information in Authorizing Officer of your Company, click “Agree” and then click “Publish.” Employing companies can now see your up-to-date information.
2. Maintaining your account

Once you have completed the initial set-up, occasionally you’ll have to do a little account maintenance. The following may require your attention over the course of the year. The ComplyWorks system will notify you when some are close to expiring, while you will need to keep track of others.

· WCB documents—Every January (and some provinces such as Ontario will require updated letters at a more frequent interval, currently every that interval is 60 days), you will need to update your Workers’ Compensation clearance letter for all provinces in which you operate (if you only operate in Alberta and British Columbia; we receive daily automated updates from these provinces) as well as the Employer Premium Rate statement (required regardless of which provinces you operate in; this is usually issued just before the new year). 

· Insurance information—Insurance documents, policy numbers, expiration dates and insurance provider information must be kept current. If your insurance policy changes, you will need to upload the new insurance certificate and update the “Required Questionnaire” with the new information (i.e. expiry dates, coverage amounts, etc.). If one or the other is not updated, you will receive either an automated notification or a verification note stating that your insurance is out of date; the questionnaire information and the certificate need to reflect the same information.

· Safety certification—Certificates must reflect current status. If your certificate has expired, you will need to upload a current document as well as the information in the “Required Questionnaire.”
· Other documents – Should initially uploaded documents become obsolete or outdated (such as Taxation #’s, Security Clearance, HSE Signed documents, Non Disclosure Agreement, BLJC Terms & Conditions.
· Contact information—If you move to a new location, change phone numbers, use a new internet service provider, etc., please update your contact information so we can get in touch with you when necessary.

If for some reason, your account becomes out of date, we will maintain your data in the condition that is supported by the uploaded documents. This may change your compliance level, which will affect your ability to work for some or all of your employers. For example, if you have adjusted your questionnaire to show new insurance coverage but have not provided a new certificate, we will be required to change the information back to match the existing certificate. This may give you a high risk rating. 

3. Contacting us for help

We are here to assist if you are having difficulties setting up and maintaining your account information. If you have any questions, please contact us at:

Telephone: 403-253-9584 or 403-219-4792     
Email: support@complyworks.com
Our Help Desk is open Monday to Friday from 8 a.m. to 4:30 p.m. (Mountain). If you reach our voicemail, please leave a detailed message and we will reply asap.






 !








Getting Started Guide: Contractors    |   1    [image: image6.png]
[image: image3.png]    4    |    Getting Started Guide: Suppliers    

Getting Started: Suppliers    |   3    [image: image4.png]


