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Editing Your Profile & Managing Users

Please ensure your internet browser is set to Google Chrome at all times when using the
SparkSafe LtP System.
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1. Edit Your Profile

Users can access the Member’s Area by entering their User Name and Password at the Log in screen.
Fig. 1.1 shows a typical Client Member’s Area.

Fig. 1.1
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LIVE PROJECTS

Project Title  Project Number Main Contractor Location Expected Project Start Date Expected Project End Date | Project Status | View

Test Project1 | 1236 Test McMullan Ltd  Antrim 241072016 24102017 Live

MY PROFILE MANAGE PROJECTS
Edit Profil Greate New

Within the Members’ Area, users can maintain the business profile details. To edit your profile, click
on the “Edit Profile” link (Fig. 1.2).

Fig. 1.2
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The next screen will display your current business details (Fig. 1.3), allowing you to maintain the
details as required.

Fig. 1.3
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You Are Here » Members Area Logged in as SparkSafeAdmin as pennymemullan Log out

BUSINESS DETAILS

Accounts Name:*
McMullan Training Client
Associated CPD:

Central Procurement Directorate

BUSINESS ADDRESS

Address1:”

78 High Way Drive

To make a change to this information, click on the “modify” button at the bottom of the Business
Details as shown in the screen below (Fig. 1.4).

Fig. 1.4

If Other Please Specify:

Postcode:
BT67 9JH

Telephone 1:*

02896236547

Telephone 2:

Fax Number:

Website:

Registared with The Charity Commission for Norther Irsland NIC101034
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All information within this section can now be edited (Fig. 1.5). Once you have made the necessary
changes, click on the “ok” and “close” button. This will save any changes you have made.

Fig. 1.5
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BUSINESS DETAILS

Accounts Name:"

McMullan Training Client

Associated CPD:

Central Procurement Direclore v

BUSINESS ADDRESS

Address1:”

78 High Way Drive

Manage Users
The manage users functionality (Fig. 1.6) allows you to edit existing users that are linked to your
company, as well as create new users.

Fig. 1.6
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When users first login to the members’ area, the contact who was initially registered by the
SparkSafe Team will be displayed as an existing user (Fig. 1.7).

Fig. 1.7
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You Are Here » Members Area Logged in as SparkSafeAdmin as pennymcmullan

MANAGE USERS

There must always be one Main Contact assigned to a Company, this will default to the person who initially registers the Company. You cannot have multiple Main
Contacts. If a new Main Contact is assigned, they will replace the previous Main Contact. You cannot de-select the current Main Contact

There must always be at least one Project Contact assigned to a Company, this will default to the person who initially registers the Company. There are no limits on
the number of Project Contacts.

If you wish to prevent a user from accessing the SparkSafe system, you should set their status to inaclive. Please note, users set as inactive will not be able to log in
to SparkSafe.
First Name Surname Main Contact Project Contact Status Edit

Penny McMullan v v Enabled

There are two types of contacts within the system — Main Contacts and Project Contacts.

Main Contact
There must always be one Main Contact assigned to a Company, this will default to the person who
initially registers the Company. You cannot have multiple Main Contacts.

Project Contact

There must always be at least one Project Contact assigned to a Company, this will default to the
person who initially registers the Company. There is no limit on the number of Project Contacts. The
Project Contact will be the person who appears on the Project View and Project Report.

Add a New User
To add a new user, click on the “Add New” button as shown below (Fig. 1.8).

Fig. 1.8
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You Are Here » Members Area Logged in as SparkSafeAdmin as pennymcmullan

MANAGE USERS

There must always be one Main Contact assigned to a Company, this will default to the person who initially registers the Company. You cannot have multiple Main
Contacts. If a new Main Contact is assigned, they will replace the previous Main Contact. You cannot de-select the current Main Contact

There must always be at least one Project Contact assigned to a Company, this will default to the persen who initially registers the Company. There are no limits on
the number of Project Contacts

If you wish to prevent a user from accessing the SparkSafe system, you should set their status to inactive. Please note, users set as inactive will not be able to log in
to SparkSafe.
First Name Surname Main Centact Project Contact Status Edit

Penny McMullan v v Enabled

e o
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You are required to input all the necessary information for the new user (Fig 1.9), as well as decide if
they are the Main Contact or Project Contact. Leave the Log-attempts field blank.
Fig. 1.9

You Are Here » Members Area Logged in as tcreaney91 as Laureni1

MAINTAIN USER

USER DETAILS
First Name:*

Middle Name:
Surname:”

Email Address:*

Confirm Email Address:*

@ Your User Name must be at least 6 characlers long

User Name:" ‘Your User Name is not case-sensilive.

Confirm User name:”

Security Question:* Please select
Answer to Security Question:®

Main Contact

Project Contact

Login Attempts

Click “Ok” at bottom of screen.

The following screen will appear (Fig. 1.10).

Fig. 1.10
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members.sparksafeltp.co.uk says:

SparkSafe
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Click “Ok” to continue.
You should now click “modify” to enable the status of the new user. Click on the “status” (Fig. 1.11)
and choose enable from the dropdown menu.

Fig. 1.11

Confirm User name:* TomFerris
Security Question:* What is your mother's maiden name? v
Answer to Security Question:* Mooney

Main Contact

Project Contact *
Login Attempts 0 /
Status:* Disabled v

Disabled

Then click “ok and “close to save the information to the database.
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To activate, the account user must verify their email address by clicking the verification link (Fig.
1.12) which has been sent to the email address provided.

Fig. 1.12

Dear User,

A new user account has been created for you, please take note of vour user name below.
User Name: James Patterson

To Activate your account you must verify your email address, please click on link below
Nexafy Email

Pleaze note this link expire in 24 hours.

AR AR AR AR AR Al A A A AAA AL AARARAIAEARS

The user will be taken to the following screen once the verification link has been activated (Fig. 1.13)
to set up a new password.

Fig. 1.13
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You Are Here »

SET PASSWORD

Please enter new password details and click ok

User Name: | JamesPatterson

* New Password

. Your password must be at least 6 characlers

long, and include 2 special characters. A
* Confirm New Password special chararacter can be an upper case

letter, a number, or a symbol
=3

The user should click “ok”.

The following screen will now appear for the new user to log in to their account (Fig. 1.14).

Fig.1.14

SparkSafe

Licence to Practice.

You Are Here » > Login

LOGIN

Thank you for verifying your email address.
Please login o continue with your SparkSafe application

User Name:

Password:
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Newly added users should now appear in the manage users data grid (Fig. 1.15).

Fig. 1.15
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Electrical Workers  Electrical Contractors Main Contractors

You Are Here » Members Area

MANAGE USERS

There must always be one Main Contact assigned to a Company, this will default to the person who initially registers the Company. You cannot have multiple Main
Contacts. If a new Main Conlact is assigned, they will replace the previous Main Contact. You cannot de-select the current Main Contact

Logged in as SparkSafeAdmin as pennymcmullan

There must always be at least one Project Contact assigned to a Company, this will default to the person who initially registers the Company. There are no limits on
the number of Project Contacts.

If you wish to prevent a user from accessing the SparkSafe system, you should sel their status to inactive. Please note, users set as inactive will not be able to log in

to SparkSafe.
First Name Surname Main Contact Project Contact Status Edit
Penny McMulian @ " Enabled
John McQuid v Disabled

Add New | Edit Selected

Edit an Existing User

If you wish to edit an existing users details, you must ensure you have selected their record on the
data grid, then click on “edit selected” and then “modify”. You will then be presented with the
screen below (Fig. 1.16). All details presented here can be edited.

Fig. 1.16
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Electrical Workers  Electrical Contractors Main Contractors

About Sparksafe

You Are Here » Members Area Logged in as SparkSafeAdmin as pennymemullan
MAINTAIN USER

USER DETAILS

First Name:* Penny

Middle Name:

Surname:* McMullan

Email Address:” enquiries@sparksafeltp.co.uk

Confirm Email Address:* enquires@sparksafeltp.co.uk

@ Your User Name must be at least 6
User Name:* pennymcmullan icters long. Your User Name is not
(2]
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Reset Password
Only the Main Contact can reset a user’s password. To do this, the Main Contact should select the

appropriate user, click on “edit selected”, click “modify” and the screen below should be displayed
(Fig. 1.17). If the Main Contact is unavailable due to leave, sickness etc, the SparkSafe Team can
reset a user’s password on behalf on the user.

Fig. 1.17

Surmame:”

Email Address:"

Confirm Email Address:”

User Name:*

Confirm User name:"

Security Question:”

Answer to Security Question:"

Main Contact

Project Contact

Legin Attempts

Status:*

uk
JMEChuid
IMcQuid
What is your Tavourite place?
McQuids
[Dhsa

@ Your User Name must be at least 6
charactars lang Your User Nama is not

case-sansive.

/

At the bottom of this screen there is the option to reset password. On clicking “reset password”,

you will be asked if you are sure that you want to reset the selected user’s password. Click “ok” and

the screen below will be displayed (Fig. 1.18).

Fig. 1.18
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You Are Here » Members Area

MAINTAIN USER o

USER DETAILS

First Name:"

Middle Name:

Surname:”

Email Address:*

Confirm Email Address:*
User Name:*

Confirm User name:*

Security Question:®
Answer to Security Question:”

Main Contact

Project Contact

Login Attempts
Status:”

Password has been reset, please check your email for new password.

John

McQuid
tcreaneyd 1 @yahoo.co.uk
tereaneyd 1 @yahoo.co uk
JMcQuid

JMcQuid

What is your favourite place?
McQuids

0
Disabled

Logged in as SparkSafeAdmin as pennymcmullan
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The selected user will receive an email containing instructions on what to do next as well as a new
temporary password (Fig. 1.19).

Fig. 1.19

Dear John McQuid,
A request has been made to have your SparkSafe LTP password reset.
Your TEMPORARY password is : John0712201654

The next time you log in to www.sparksafeltp.co.uk using your TEMPORARY password, you will be immediately prompted to provide a new password to gain access to the SparkSafe LTP
system, Please key this TEMPORARY password in the 'Current password' field followed by a new password of your choosing.

Please do not reply to this message. This is an automated email alert. For assistance, please contact our Helpdesk on 028 25 866835 or email enouiries@sparksafeltp.co.uk

Kind Regards
The SparkSafe LTP Team

The information contained in this message is confidential and is intendad for the addresses(s) only. If you have received this message in error or there are any problems, please notify the
originator immediately. The unauthorised use, disclosure, copying or alteration of this message is strictly forbidden. Equiniti 1CS will not be liable for direct, special, indirect or consequential
damages as a result of any virus being passed on, or arising from alteration of the contents of this message by a third party.

Equiniti ICS Limited registered office 205 Airport Road West, Belfast, BT3 9ED. Registered Mo NI36T63.

To find out more about Equiniti ICS Limited visit our web site at http://www.equiniti-ics.com.

The user should log in with their existing User Name and temporary Password. At this stage they will
be prompted to change their Temporary Password (Fig. 1.20).

Fig. 1.20
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You Are Here » >Login

LOG IN

CHANGE PASSWORD

Your previous password has been resetted by a system
administrator.

Please provide the temporary password sent by the system and
provide a new password to gain access to the system

Current Fas sword

Please note: The current password will be the temporary password provided in the email, and the
new password must be at least 6 characters long and must include two special characters (upper
case letter, number or a symbol). Once the temporary password has been changed, the user has
regained full access to the SparkSafe system.
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Disable an Existing User

If you wish to prevent an existing user from accessing the SparkSafe system, you should set their
status to disabled (Fig. 1.21). To access this screen, you must select the appropriate user from the
manage users data grid, click “edited selected”, click “modify” and change the status from “enabled”
to “disabled”. To ensure your changes are saved, click the “ok” and “close” button. The user’s
status should now be updated within the manage user data grid. Please note, users set as disabled

will not be able to log in to SparkSafe LtP.

Fig. 1.21

First Name:"

Middle Name.

Surname;”

Emall Address:

Canfirm Email Addrass:” tcroany 91 yahy

@ ‘our Usor Name must bo ot loast &

JIMeQuid characiers kng Your User Name s not
case-sonsitve

User Name:*

Confirm User name:

Sacurity Quastion:”

Answer to Security Ousstion:”
Main Contact

Project Contact -
Login Attempts

Status:*

L ElE

Disabled Users
Users who have been disabled by the SparkSafe Team will see the following warning message (Fig.

1.22).

Fig. 1.22
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You Are Here » > Login

LOG IN

This account has been disabled.Please contact SparkSafe on 028 2566 6835

User Name:
JMcQuid
Password:
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