Digital Work Authority Form (EWAF) - R‘;’/) Woolworths
External Service Partner 360

External Service Partners can only complete EWAF after selecting the correct company name, reason for visit, and
when check-in to the site in the Woolworths Group Visitor app.

Step 1 - Access Woolworths Group Visitor app

To be able to complete EWAF, user needs to be checked-in to the store or site:

Login to Woolworths Group Visitor app with your credentials (Phone number and PIN)
Tap the Check In button and select the site you want to check into

Accept the condition of entry

Provide your reason for the visit and site contact

Read and acknowledge company and site-specific alerts

abrwbd =

< Reason for visit l

What is the purpose of your visit @  wooens
today?

Mt by

e Momager

1 Woolworths S NSW 2158

Step 2 - Complete EWAF PRE form

< Forms
The EWAF needs to be filled out at the start (PRE) m St
and completion (POST) of work. dhabiin
To launch the EWAF form at the start of work vioohworths (g) > R ——— d
WOWTESTS
1.  Select ‘Forms’. Site #WOWTESTS
2. Select EWAF (PRE & POST) form by tapping
on the heading. @ 2:44PM Fri,13Sep -
Tasks o>
Forms o>
Shortcuts
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Step 3 - Select the Work Order

If the work order is raised via Maximo, the technician can then select the appropriate Work Order number

1.
2.

Answer the Work Order number question as Yes or No
If yes, a list of Work Orders assigned to the primary contractor and to the site will appear, select the

relevant work order

If technician cannot see the work order in the list, then technician can search for the WO using the
link at the end of the list and manually inputting the work order including the prefix.

Work Order Number field in EWAF is then pre-populated with the selected work order

If no, the Work Order Number field in EWAF is editable and manually inputted with the PO number,
project code, or quote as work order reference

Work Order X
Do you have a work order?

z
o

< Work Order

Quarterly

WW13237938

MH-FEB-Electric Pallet Jack -PM -4 >
Monthly

WW14555855

MH-MAY-Forklift - Walkie Reach - PM = >
Quoarterly

WW15396762

MH-JUN-Electric Pallet Jack-PM =4 >
Monthly

WW16482609
DO NOT USE_UAT TESTING

DON'T SEE YOUR WORK ORDER LISTED? SEARCH FOR
IT HERE

Mandatory fields in the form are marked

with a red asterisk *

Use drop down arrow to select from a
predefined drop down list in the form

»

257 0m 7 - 0 =l €

Search for work order X

’ Work Order ‘

CONTINUE

] @) <

Work Order NumbEl

Work Type *

259 BA Y - 0= €

< EWAF (PRE)

Al fields with a red star are mandatory.
Add additional technicians

If you are the only person on-site, then please
leave blank

Work Order Details
Work Order Number *
WWI16482609

Description *

Work Type *

Priority *

Asset / Service Type *

1} (@] <

Corrective Maintenance

Preventative Maintenance

Discretionary
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Fill out the work order details

1.  Add additional contractors via the drop-down. If you are
the only person on site, then please leave blank.

To add other contractors from the drop-down field, they
must also be checked in to the store or site via the app.

2. Enter a description.

3. Select the Work Type (Corrective Maintenance,
Preventative Maintenance, or Discretionary) via the
drop-down.

4, Select the Priority, 1 being highest priority (scale 1 -
Emergency, 2 - Urgent, 3 - Priority, 4 - Routine, 5 -
Discretionary, 7- Preventative).

5. Select Asset/Service type via the drop-down.

Site Orientation

Site orientation with the site manager or manager on duty needs
to be completed.

1. Site manager provides site orientation
2. Check the Yes checkbox to confirm completion of site
orientation
Work Area & PPE

This section of the form is to confirm work area and PPE to be
used to perform the work

1. Check the Yes checkbox to confirm having the required
tools, equipment and PPE

< EWAF (PRE & POST)

Work Order Details

% Order Number *

Site Orientation

| confirm the store/site representative
has fully oriented us on the below
items, and | have noted any hazards
acknowledged when checking in to

the store/site? *

Facilities & Amenities, Emergency Exits &
Fire Equipment, Emergency Evacuation
Plan, Advised of other works on site and
scope and Any Site Hazards

O Yes
Work Area & PPE

Do | have the required tools,
equipment and PPE that are in good
working order/condition to perform
the works? *

O Yes

If | am working alone, have | informed
the Manager Leading the Store/Site
where | am working and for how long?

2. Select the tools and equipment that are applicable

< EWAF (PRE & POST) < EWAF (PRE & POST)

from the displayed list

If you select Other, an additional field will pop up
asking you to provide more information.

Work Area & PPE Ploasa tick items that apply

® 339

3. Check the Yes checkbox to confirm if you are working
alone. If there are multiple contractors working then
check the Not Required checkbox.

000000000000 7

O Not Required

S High Risk Task
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High Risk Tasks and Work Permit

When working on high risk tasks, corresponding work permit
questions required to be answered are shown as part of the form.

1.  Tap the box to each relevant High Risk Task. Each high
risk task you tick will expand the form to show you
questions that must be answered.

2. Tap the radio button that applies to the questions.

3. Show the high risk tasks completed to the Site Access
Controller and get the sign off.

The Site Access Controller receives an email notification that you
are working on a high risk task(s).

SWMS

When working on high risk tasks, corresponding work permit
questions required to be answered are shown as part of the form.

1.  Tap the Yes or No button to confirm the SWMS statement.
2. Tap onthe Upload button to upload your Safe Work
Method Statement.

You must upload the Safe Work Method Statement pages
that is relevant to the work order. Please do not upload a
master SWMS

< EWAF (PRE & POST)

Hot Works

O Working from Heights

(O Electricol Works

O Gos Works

O Impairment of Fire Services

(O Brick/Concrete/Masonry/Stone Cutting
O Asbestos/Hozardous Materials

O Confined Space

O Flommable Refrigerant

(O Works on or within Ceiling Spaces

(O CO2 (R74) - High Pressure Refrigerant
O Other

(O Not Applicable

Work Permit
Hot Works

Fire sprinklers, hose reels and extinguishers ore
occessible and operable? *

Q Yes
O N/A

Required within 15 metres of work: Floors swept
clean ond combustibles removed or covered by
a non-combustible, overlopping covering? *

< EWAF (PRE & POST)

SWMS

For high risk works which have a defined
requirement, | confirm thot | hove prepored
and/or consulited a Safe Work Method
Stotement (SWMS) and have attoched it below
for reference. *

Yes [ No

Upload SWMS

Approvals
Technician's Statement

| am appropriately trained, qualified and, where
required, icenced to conduct the works
specified above. | have been inducted using the
Woolworths Group contractor induction and
have completed appropriate Permit to Work
forms for high risk tasks and have provided @
Safe Work Method Statement (SWMS) for those
tosks. *

Yes
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Approvals

Approvals section requires signatures from the contractor and a
Site Access Controller from the store or site.

For contractors to complete:

1.

w

Contractor must read the technician’s statement and tap
the Yes button

Provide their signature.

Input name

Input safety induction number (Pegasus card ID or Our
Place Induction card) if available.

Handover device to the Site Access Controller to provide
their approval

For authorised store/site signatory to complete:

1.

ok wN

Review completeness of the information provided by the
contractor.

Site Access Controller provides their signature

Input personal/payroll ID.

Input full name

Tap Yes button to confirm authorisation statement

Tap Save & Complete button to submit the first section of
the form.

No work is to be completed unless both signatures have been
added to the form.

< EWAF (PRE & POST)

Approvals
Technician's Statement

| om oppropriately trained, qualified ond, where
required, licenced to conduct the works
specified above. | have been inducted using the
Woolworths Group controctor induction and
have completed cppropriate Permit to Work
forms for high risk tasks ond have provided o
Sofe Work Method Statement (SWMS) for those
tosks. *

Yes

Technicion Signoture *

s} *

Techniciaon Nome *

< EWAF (PRE)

Authorised Store/Site
Signatory

Signature *

5] £

Employee ID *

Authorised Person Name (Full Name) *
I ]

Having reviewed the safety

assessment and relevant SWMS, |

authorise the commencement of
works. *

Yes

Save & Complete
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Step 4 - Complete EWAF POST form

< Forms < EWAF (POST)
Post completion of work, the contractor must

complete the second section of the form.

Forms Al fields with a red star are mandatory.

Technician Feedback
EWAF (PRE & POST) Incomplets >

For work orders attended by multiple contractors, all
other contractors need to be checked-out from the
site before EWAF POST is submitted.

To launch the EWAF POST form:

1. Select F.orms . Technician's Attendance
2. Tap the ‘incomplete’ form
3. Provide description of the work completed " EWAF (POST)

and materials used

Durotion on

4, Select status of work from drop-down list.

If work is not completed and reattendance is
required additional fields will display asking
for a reason and ETA of reattendance.

. . < EWAF (POST)
Technician Attendance S
site (hrs)

If work order is not raised in Maximo, the Technician’'s Attendance
must be recorded. Here you need to add the full name and

duration of hours on site of all the contractor’s billable hours. SR ko e
1. Input the individual name and hours of all the contractors

in-scope of the EWAF.. B —
2. Input the duration of billable hours conducted off site e.g., _ ‘ sobv)

billable travel, workshop time, etc. if applicable based on
terms with Woolworths

3. Inthe total hours, input the sum of hours from each of the Tt Hame O:j’;")“ on
duration field '

Billable hours conducted off

Duration on
. . . . . . site eg. billoble travel, site (hves)
If work order is raised in Maximo, then the Site Attendance is workshop time etc
automatically sent to Maximo and Esker for invoice validation.
Technician only needs to populate the billable hours conducted Totol billble hours for this work  1oTAL
off site in the Technician Attendance. - HOURS
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Approvals

Approvals section requires signatures from the contractor and the
Site Access Controller from the store or site.

For contractors to complete:

1.

w

Contractor must read the technician’s statement and tap
the Yes button

Provide their signature.

Input name

Input safety induction number (Pegasus card ID or Our
Place Induction card) if available.

Handover device to the Site Access Controller to
complete their approvals

For authorised store/site signatory to complete:

1.

ok N

Review completeness of the information, make sure that
work order has been completed, the area has been
cleared and left safe by the contractor.

If the Site Access Controller is not satisfied with the work
completed or that the area is not left in a safe manner, the
Site Access Controller can opt not to sign off until
addressed by contractor. Without the Site Access
Controller sign-off, EWAF POST cannot be completed and
no PDF form will be generated,

Tap Yes button to confirm completion of work statement
The Site Access Controller provides their signature

Input personal/payroll ID.

Input full name

Tap Save & Complete button to submit the form. Once
submitted, the form cannot be changed.

The contractor will receive a PDF of the form automatically sent
to their email address as set up in the user profile. The generated
PDF form is to be attached in the invoice.

The contractor can also view the form via the Submitted forms
tab on the app.

< EWAF (POST)

Technician's Statement

This is a true statement of the works
undertaken. | acknowledge that the equipment
vhich | hav

and areas worked (plant
equipment / work areas etc) have been

returned to a tidy, safe, and structurally sound

condition - uncompromised by my works. *

Yes

Technician Signature *

o *

Technician Name *

Safety Induction Card No. *

11:05 B QC o G0N0 Rl 35%8

4 EWAF (POST)

Authorised Store/Site
Signatory

| can confirm that the work has been
completed as far as possible and that
the store/site has been left in a tidy
and safe state. Should a return visit
be required, | have been informed of
the likely date of return. *

Yes
Signature *
= %
Bl
FY ramamcastievaliSomwe : .
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Resending or Forwarding Completed Forms

These are the steps to be able to resend or forward completed forms to another email address:

abrwbd =

No

Tap OK

woolworths (@)

Ormond
Site #UAT 008

Mobie

Tasks

Forms

@ 10:29PM Thu, 19 Sep

o>

Shortcuts
& @
History Location history
——

< EWAF (PRE & POST.]

Al fields with a red star are mandatory

Add additional technicians

Work Order Details

Work Order Number *

Description *

Work Type *

Corrective Maintenance

Priority *

Tap ‘History’ on the home screen
Select a date range and tap on the visit where you completed the form

At Scroll to the bottom of the visit details and tap on the form you wish to resend
Tap ‘Resend’ (top right)

The pop-up will automatically contain the app user’s email address. Add multiple email addresses
using a comma to separate.

Tap the ‘Resend’ button that appears below the email field

History

B Wea.8Sep @ N26am - 240pm >

P e

IT Technician

Store Manoger

B Wea. 18 Sep @ o¥om - N2am >

< . O

Store Manager

P

IT Technicion

Resend email

x

Peto = 3ite360.i0, david «site360id

< Site information SHARE

Visit Details

B wed. 8 Sep @ 93%om

B weatsep O M2éom

IT Technicion

Store Manager

© EWAF (PRE & POST)

e Visitor Stickers

© Exciusion Zones

< EWAF (PRE & POST... RESEND

Al fields with a red star are mandaotory,

Add additional technicians

¥ you Ore the only Darson on-wte, then please leave

OK

Email resent successtully

Work Type *

Corrective Maintenance
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If you work for more than one company, you can add multiple companies to your app profile.

To add another company in your profile, follow these steps:

Open the Woolworths Group Visitor app and tap on your name at the top of the screen.

Tap ‘Edit’ top right corner

Scroll down and tap ‘Add Another Company’.

Type your company name and select from the list below. If the company name does not appear,
check your spelling or type the full company name and tap ‘Create New Company’.

Scroll to the bottom and tap ‘Done'’.

6. Enter your 4-digit PIN to save your changes.

LN =

o

>

— T [
. @l Peta Woolveridge Search x
Site360

Peta

A e | E T
Site360
Englan
ein b Ask for ha PJ Blectrical Services (AU)
Companies PJM Electrics (AU)
You wucoesstUly Checked out ot Y0 S8pm
DELETE PROFILE RPJ Bexter (AU)
i Sie3s0 u]
Tosks o> CREATE NEW COMPANY
ADD ANOTHER COMPANY 1t Phone Physio
Forms o> "
qiw e/r tilylulilojp
Shortcuts
fosecnaens asdfgh kI
2 ®
© z x c vbnmi&a
- — ADD ANOTHER CARD . .
123 space £ return
< Update profie e —
English. v x
Please enter you PIN
Site360 o
i PJBlectrical Services (AU) o
ADD ANOTHER COMPANY [
Accreditations
3 2
4 S 6
ADD ANOTHER CARD — — — < Select company
Z 2 i
| Do i Y 3 Hey Peta , which company are
you representing today?
. : Site36C
Check-in to the site
Site360
1. When you next check into site, you will be prompted as to
which company you are representing.
2. Tap CONTINUE on the company you are representing
during that visit. R Slectrical Services (AU




