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Main Contractors User Guide

Managing Connections and Projects

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

Connecting Competency o Contracts
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Creating Electrical Contractor Connections

Once the contract has been awarded to the Electrical Contractor, it is the responsibility of the Main
Contractor to create a connection with the Electrical Contractor via the project within the SparkSafe
system. When the user logs into the Main Contractor Member’s Area, a list of the three most recent
projects will be visible, as well as the three most recent pending Electrical Contractor connection
requests. Fig 1.1 shows a typical Main Contractor’s Member’s Area with two live projects and no
pending Electrical Contractor requests.

Fig. 1.1
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To create an Electrical Contractor connection, users should locate the project that has been awarded
to the Electrical Contractor and click on ‘view selected’ (Fig. 1.2).

Fig. 1.2
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Users will then be presented with the “Project Details Screen” (Fig. 1.3).

Fig. 1.3
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Electrical Workers Electrical Contractors Main Contractors ‘About Sparksafe

You Are Here » Members Area Logged in as SparkSafeAdmin as Test 2016 Log out

Modify Close

Track Changes il Select Project Snapshots

PROJECT DETAILS

Project Title: Project Number:

Gem Centre 1254

Location:

Ballyment

Expected Project Start Date: Expected Project End Date:
08/12/2016 08/12/2019

Project Status: Maintenance period:

Live 3 years

COPE DETAILS

Name: Main Contact:

McMullan Training Client Penny MchMullan

Users should click on the “modify” button to create a pending connection request (Fig. 1.4). The
“modify” button can be found at the top and bottom of the “Project Details Screen”.

Fig. 1.4
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Project Title: Project Number:
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Once the “Modified Project Details Screen” has opened, the user must update the “Expected
Electrical Work Start Date” and “Expected Electrical Work End Date” (Fig. 1.5). Please note that
these dates must be within the overall project start and end dates inputted by the Client.

Fig. 1.5

COPE DETAILS

Name: Main Contact:

McMullan Training Client Penny McMullan

MAIN CONTRACTOR DETAILS

Company Name: Main Contact:

Test McMullan Ltd Test McMullan

Expected Electrical Work Start Date:/ Contract awarded date:
08/12/2016

08/12/2016

Expected Electrical Work End Da:e:/
08/12/2017

Once these have been updated, users should click on the ‘add Electrical Contractor’ button located
under the “Electrical Contractor Details” section of the project (Fig. 1.6). Please note that a
connection with an Electrical Contractor cannot be made unless the electrical work start and end
date fields have been updated.

Fig. 1.6

MAIN CONTRACTOR DETAILS

Company Name:

Test McMullan Ltd

Expected Electrical Work Start Date:

Main Contact:

Test McMullan

Contract awarded date:

08/12/2016 DBl2R010
Expected Electrical Work End Date:
08/12/2017
ELECTRICAL CONTRACTOR DETAILS
Company Name Main Contact Project Workers QE REW AE Status (Date)
Tina McMullan Test McMullan 0 0 0 0 REJECTED (08/12/2016;

Tina McMullan Test McMullan 0

ELECTRICAL WORKER DETAILS

Add Electrical Conlraclor i Remove Electrical Contractor

Page | 4




SparkSafe.

Licence to Practice

On clicking ‘add electrical contractor’, a pop up window will be displayed allowing users to search for
the Electrical Contractor (Fig. 1.7).

Fig. 1.7

MAIN CONTRACTOR DETAILS

Company Name: Electrical Contractor:

Test McMullan Ltd
Expected Electrical Work Sta|

08/12/2016

Expected Electrical Work En

08/12/2017

ELECTRICAL CON

Company Name (Date)

Tina McMullan ED (08/12/2016)
ina McMullan ED (13/12/2016)

Add Electrical Contractor ll Remove Electrical Contractor

Users can search for the Electrical Contractor by typing their name into the search field.
Alternatively, users can click on the “search” button, which will display all Electrical Contractors A—Z
in name order (Fig. 1.8). Please note that only those Electrical Contractors who have registered with
SparkSafe LtP will be displayed in the search results.

Fig. 1.8
MAIN CONTRACTOR DETAILS
Company Name: Electrical Contractor:
Test McMullan Ltd
Expected Electrical Work Staj
S—— SEARCH RESULTS
Expected Electrical Work Enq | Electrical Contractor Location Main Contact Select
08/12/2017 McGuigan Electrical Ltd Eglinton Brian McGuigan
SparkSafeTest EC Test Sandy Thompson
Tina McMullan Bangor Test Mchulian
ELECTRICAL CON
[Page 1 of 8] Jump to- | Page 1
Company Name P (Date)
Tina McMulian ED (08/12/2016)
Tina McMullan ED (13/12/2016)

Aga Electrical Contractor [ Remove Electrical Contractor
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To select the correct Electrical Contractor from the search results, users should click on the radio
button to the right hand side of the data grid and then click the “select” button. This will insert the
Electrical Contractor’s details onto the project details page (Fig. 1.9).

Fig. 1.9

MAIN CONTRACTOR DETAILS

Company Name:

Test McMullan Ltd

Main Contact:

Test McMullan

Expected Electrical Work Start Date: Expected Electrical Work End Date:
08/12/2016 08/122017

Contract awarded date:

08/12/2016

ELECTRICAL CONTRACTOR DETAILS

Company Name Main Contact Project Workers QE REW AE Status (Date)

McGi n Electrical Ltd Brian McGuigan 0 0 0 0 PENDING (13/12/2016)

ELECTRICAL WORKER DETAILS

Track Changes [il Select Project Snapshots Close

Once the electrical start and end dates have been entered, as well as the Electrical Contractor
details, users must click the “ok” and “close” button to ensure changes are saved.

This will also generate an automated email notification to the Electrical Contractor stating that the
Main Contractor has requested a project connection (Fig. 1.10).

Fig. 1.10

A request has been made to connect you to the following project:

Project Title: Gem Centre
Location: Ballyment
Project Number: 1254
Award Date: 08/1272016
Expected Project Start Date: 08/12/2016

Expected Electrical Work Start Date: 08/12/2016
Expected Electrical Work End Date: 08/12/2017

Expected Project End Date: 08/12/2019
Maintenance period: 3 years
Project Status: Live

To comply with the provision set out at PQQ stage, vou are required to make use of the SparkSafe LTP system.

The principal aims/features of the system are:

= To venify that the electrical quahifications and competencies of the individual worker are to current specified (IEE BS 7671) standards.
* To provide assurance of worker identity.

* To enable the main contractor to easily identify lified /unlicensed electrical workers.

You must Accept or Decline this connection by logging into your SparkSafe LTP account.
Please do not reply to this message. This is an automated email alert. For assistance, please contact our Helpdesk on 028 25 6668335 or email enquiries@sparksafeltp.co.uk

Kind Regards
The SparkSafe LTP Team
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The Electrical Contractor’s name, main contact details, project worker details, connection status and
date will now be visible on the project (Fig. 1.11).

Fig. 1.11

ELECTRICAL CONTRACTOR DETAILS

Company Name Main Contact Project Workers QE  REW AE  Status (Date)

McGuigan Electrical Lta Brian McGuigan 0 0 ) 0 PENDING (13/12/2016

Add Electrical Contracior i Remove Electrical Contracior

ELECTRICAL WORKER DETAILS

o J o]

Please note: Status and date relate to the status of the connection with the Main Contractor.
Status will be marked as pending until the Electrical Contractor accepts the connection request.
Project worker data will be blank until the Electrical Contractor adds Electrical Workers to the
project. This cannot happen until the Electrical Contractor accepts the project request.

A new entry will automatically be created under the “Pending Electrical Contractor Requests”
section of the Main Contractor’'s Member’s Area (Fig. 1.12).

Fig. 1.12
PENDING ELECTRICAL CONTRACTOR REQUESTS
Project Project Location | Electrical COPE Start End Date Project DateSent  View
Title Number Contractor Date Status
Gem Cenfre | 1264 Ballyment | McGuigan Electrical Ltd = MchMulian Training 08/12/2016 | 08/12/2019 | Live 13/12/2016
Client
MY PROFILE MANAGE PRO.IECTS

The “Pending Electrical Contractor Requests” section of the Member’s Area will display the six most
recent Electrical Contractor connection requests. If users have more than three pending connection
requests, all connection requests can be viewed by clicking on the “Pending Electrical Contractor
Requests” link within the Manage Projects area (Fig. 1.13).
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Fig 1.13

PENDING ELECTRICAL CONTRACTOR REQUESTS

Project Project Location Electrical COPE Start End Date Project DateSent View
Title Number Contractor Date Status
Gem Centre 1254 Ballyment McGuigan Electrical Ltd McMullan Training 08/12/2016  08/12/2019 | Live 13/12/2016

Client

MY PROFILE ANAGE PROJECTS

Membership Number:

2016000349 /

Pending Electrical Contractor Requests

Managing Project Connection Requests
Once steps 1.2 through to 1.13 have been completed, the Electrical Contractor will receive an email
notification of the connection request. An alert will also be created within the Electrical Contractor’s

Member’s Area.

Accepted Project Connections

The Electrical Contractor must choose to accept or reject the project connection from within the
SparkSafe system. If the Electrical Contractor accepts the connection request, an email notification
will be sent to the Main Contractor (Fig. 1.14).

Fig. 1.14

Cathal McGuigan has accepted your request to be connected to the following project:

Project Title: Gem Centre
Location: Ballyment
Project Number: 1254
Award Date: 08/12/2016
Expected Project Start Date: 08/12/2016

Expected Electrical Work Start Date: 08/12/2016
Expected Electrical Work End Date: 08/12/2017

Expected Project End Date: 08/12/2019
Maintenance period: 3 years
Project Status: Live

Please do not reply to this message. This is an automated email alert. For assistance, please contact our Helpdesk on 028 25 666835 or email enquiries@sparksafeltp.co.uk

Kind Regards
The SparkSafe LTP Team

The entry will also be automatically removed from the “Pending Electrical Contractor Requests”
section of the Main Contractors Member’s Area (Fig. 1.15).
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Fig. 1.15

PENDING ELECTRICAL CONTRACTOR REQUESTS

MY PROFILE MANAGE PROJECTS

Membership Number:

2016000349

Within the “Project Details Screen”, the connection status will also be automatically changed from
“Pending” to “Accepted” along with the date that the connection request was accepted (Fig. 1.16).

Fig. 1.16

ELECTRICAL CONTRACTOR DETAILS

Company Name Main Contact Project Workers QE REW AE Status (Date,
McGuigan Electrical Ltd Brian McGuigan 0 0 0 0 w

Rejected Project Connections

If the Electrical Contractor rejects the connection request, they must provide a reason for the
rejection. This will generate an automated email notification to the Main Contractor providing the
reason for rejection (Fig. 1.17).

Fig. 1.17

Dear Test McMullan,

Test McMullan has not accepted your request to be connected to the following project:

Project Title: Gem Centre
Location: Ballyment
Project Number: 1254
Award Date: 08/12/2016
Expected Project Start Date: 08/12/2016

Expected Electrical Work Start Date: 08/12/2016
Expected Electrical Work End Date: 08/12/2017

Expected Project End Date: 08/12/2019
Maintenance period: 3 years
Project Status: Live

The reason provided was Unable to provide resources. If you believe this connection request was not accepted in error, you may re-send the request.
Please do not reply to this message. This is an automated email alert. For assistance, please contact our Helpdesk on 028 25 666835 or email enquinies@sparksafelip.co.uk

Kind Regards
The SparkSafe LTP Team
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Reasons include —

e Commercial reasons

e Unable to provide resources
e Otherwise engaged

e Economic reasons

e Alterations to programme

e Undisclosed

Within the “Project Details Screen”, the connection status will also be automatically changed from
“Pending” to “Rejected” along with rejected date (Fig. 1.18).

Fig. 1.18

ELECTRICAL CONTRACTOR DETAILS

Company Name Main Contact Project Workers QE REW AE Status (Date)

Tina McMullan Test McMullan 0 0 ] 0

REJECTED (08/12/2016;

The entry will be automatically removed from the “Pending Electrical Contractor Requests” section
of the Main Contractors Member’s Area.

All rejected connection requests can be found by clicking on the “Rejected Electrical Contractor
Requests” link within the Manage Projects area (Fig. 1.19).

Fig. 1.19

MY PROFILE MANAGE PROJECT:

Membership Number:
Pending Electrical Contractor Requests /

2016000349

Removing Electrical Contractor Connections
The system also allows the user to remove an Electrical Contractor from a project if required. If this
is the case, users should click the ‘Remove Electrical Contractor’ button (Fig. 1.20).

Fig. 1.20

ELECTRICAL CONTRACTOR DETAILS

Company Name Main Contact Project Workers QE REW AE Status (Date)

uigan Electrical Ltd Brian McGuigan ) 0 0 0 ACCEPTED (13/12/2016)

Ada Electrical Contractor -
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To gain access to the ‘Remove Electrical Contractor’ option, the user must select the relevant project
from the Main Contractors Members Area, click on the ‘view selected’ button and then click on the
‘modify’ button. This will open the ‘modified project details’ screen.

Once the user has clicked on the ‘Remove Electrical Contractor’ button, the remove icon button
must be selected (Fig. 1.21).

Fig. 1.21

ELECTRICAL CONTRACTOR DETAILS

Company Name Main Contact Project Workers QE REW AE Status (Date)

MD:J gan Electrical Ltd Brian McGuigan 0 0 0 0 ACCEPTED (13H2/2016

On clicking the remove button, a pop up window will be displayed prompting users to provide a
reason for removing the Electrcial Contractor from the project (Fig. 1.22).

Fig. 1.22

Expected Electrical Work End Date:

08/12/2017

ELECTRICAL CONTRACTOR DETAILS

Company Name RE  Status (Date)

Q McGuigan Electrical Ltd REA'SON FOR REMOVAL ACCEPTED (13/12/2016)
Please provide a reason for removing the Electrical
Contractor from the project

Reason: Please select

o Joe]

ELECTRICAL WORKER

McGuigan Electrical Ltd

No Electrical Workers have been added by t

[oc J oo |

Reasons include —

e Commercial Reasons

e Unable to provide resources
e Otherwise engaged

e Economic reasons

e Alterations to programme

e Undisclosed
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Users should select the reason from the drop down list and then the click the “ok” button. This will
automatically remove the Electrical Contractor from the project details (Fig. 1.23).

Fig. 1.23

Expected Electrical Work Start Date: Contract awarded date:

08/12/2016 08/12/2016

Expected Electrical Work End Date:

08/12/2017

ELECTRICAL CONTRACTOR DETAILS

No results found

Add Electrical Contractor

To ensure the changes have been saved, users must also click on the “save” and “close” button
within the Project Details screen. This will generate an automated email notification to Electrical
Contractor providing the reason for removal from the project.

Any changes made to the project can be viewed via the “track changes” button found at the top and
bottom of the project view screen (Fig. 1.24).

Fig. 1.24
PROJECT DETAILS \
Project Title: Project Number:
Gem Centre 1254
Location:
Ballyment
Expected Project Start Date: Expected Project End Date:
08/12/2016 0812/2019
Project Status Maintenance period:
Live 3 years

When users click on the “Track Changes” button, a pop up window will appear (Fig. 1.25). This will
display any changes made to the project in date order. It will also provide information relating to
the date and time of the change, which field was modified, previous value held, current value held
and who made the change.
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Fig. 1.25

TRACK CHANGES I e
Date and | Field Previous Current Value Edited By
PROJECT DETAIL| ime Modified | Value
Project Title: 1312/2016 | Company McGuigan Electrical Ltd SparksateAdmin as
11:42:04 Name (Request) Test_2016
Gem Centre
1312/2016 | Company Tina McMullan (Request)  SparksateAdmin as
Location: 11:29:18 Name Test_2016
BT 0812/2016 | Status Main Sparks: as as
12:58:31 contractor memulian2016 (Rejected)  memullan2016
g Request
Expected Project Start Date: g
08/12/2016 08/12/2016 | Company Tina McMullan (Request)  SparksafeAdmin as
12:43:51 Name Test 2016
Project Status:
Live [Page 10f 1] Jump to:  Page 1 -
Close

Once a change has been made to the project, the system will also create a project snapshot. This is
a report based on the information before the change was made. To access any of the project
snapshots, click on the “Project Snapshot” button, found at the top and bottom of the project screen
(Fig. 1.26).

Fig. 1.26

Track Changes il Select Project Snapshots [ Modify Close

PROJECT DETAILS

Project Title: Project Number:

Gem Centre 1254

Location:

Ballyment

Expected Project Start Date: Expected Project End Date:
08/12/2016 08/12/2019

Project Status: Maintenance period:

Live 3 years

This will open a pop up window called “View Snapshots” (Fig. 1.27). To view any of the snapshots
listed, select the relevant one from the list and click on the “view selected” button at the bottom on
the view snapshots window.

Fig. 1.27

5|park53fe

cence to Practice

Electncal Workers: Electrical Contractors. Main Contractors.

R e s i e
il Close
VIEW SNAPSHOTS p [E==|
SnapShot Created Reason For Creation Select
PROJECT DETAI
Project Title:
Christmas Tree Project [Page 1 of 1] Jump lo- | page 1
Location:
Coleraine

Expected Project Start Dats
1471212016
Maintenance period:

2 years

MAIN CONTRACL

Company Name:

Gordon and Wilkinsan Ltd
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This will download the snapshot report as a PDF document. We recommend that you save this for

future reference.

Viewing Details of the Workforce Composition
The breakdown of workers on the project by licence type will be blank until the nominated Electrical
Contractor connects with their directly employed and subcontracted workers (Fig. 1.28).

Fig. 1.28

ELECTRICAL CONTRACTOR DETAILS

Company Name Main Contact

Project Workers

Tina McMullan Test McMullan 0

It is the responsibility of the Electrical Contractor to add the Electrical Workers to the project once
the connection has been made through the SparkSafe system. Once the Electrical Contractor has
added the relevant workers to the project, an entry will be made in the Electrical Workers Details
grid. This will record each worker by name, licence type, membership number and licence expiry
date (Fig. 1.29).

Fig. 1.29

ELECTRICAL WORKER DETAILS

McGuigan Electrical Ltd

No Electrical Workers have been added by the Electrical Contractor.

Tina McMullan
Name Licence Type Membership Number Expiry Date View

James Smart Restricted electrical worker 2016000345 25/11/2019

Once all workers have been added to the project by the Electrical Contractor, users will be able to
gain a unique insight into the workforce composition for each individual project (Fig. 1.30).

Fig. 1.30

ELECTRICAL CONTRACTOR DETAILS

AE

Company Name Main Contact Project Workers QE REW Status (Date)

2 1 1 0 ACCEPTED (08/12/2016

ina Mchulian lest Mchiulian

ELECTRICAL WORKER DETAILS

Tina McMullan
Name Licence Type Membership Number Expiry Date View

ectrical worker 2016000345 25/11/2019

James Smart = Restricts

ctrician 2016000350 24i11/2019

John Wiggs | Qualifie

o Bt Vorer
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Users can drill down further and gain access to each Electrical Workers online licence. To do this,
users should click on the “view” radio button to the left hand side of the Electrical Workers Details
grid and then click “view selected” (Fig. 1.31).

Fig. 1.31

ELECTRICAL WORKER DETAILS

Tina McMullan
Name Licence Type Membership Number Expiry Date View

er | 2016000345 2501112019 /
2016000350 241112019 | /

Add Elecirical Worker View Selected

This will open a pop up window containing photographic id of the worker, along with their unique
membership number, licence type and licence expiry date (Fig. 1.32).

Fig. 1.32

Membership number:
2016000345 SparkSafe

Licence to Practice
Name:

James Smart

Licence Type:
Restricted electrical worker

Expiry Date:
25/11/2019

Close

To return to the project details screen, users should click on the “close” button.

Workforce Composition Report

The Electrical Licence to Practice system provides discerning clients with online access to the
appointed Electrical Contractor’s nominated workforce. This means that the Client or their
professional representatives can monitor and assess the qualitative composition of the Electrical
Contractors workforce online. The system addresses the blindspot and provides the Client with a
powerful resource for improving the quality and standard of outcomes on their project.

Clients who specify the LtP system will be in the know, regarding the precise makeup of the Electrical
Contractor’s manual workforce by Licence type as it appears on their construction site.

Once all workers have been added to the project by the Electrical Contractor, users will be able to
gain a unique insight into the workforce composition for each individual project (Fig. 1.33).
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Fig. 1.33
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ELECTRICAL WORKFORCE COMPOSITION REPORT

Electrical Comtractor: ABC Electrical
Date Report Crested: 20,/00,/2007

PROUELT DETANLS

ELECTRICAL CONTRACTOR DETARS

Exp Froject Ensd Data: 30,/05/2047 Project Status: Live
Maintenance Period: 40} Years

CLBENT DETAILS

ames: Housing Qient Main {ontact:  Jofm Oient
MAEN DONTRALCTOR DETAILS

Commpairry Mame: DEF Comsbraction BAsin Contact: Deree Piug
Exp Elect Wiork Start Date: 03,/02/2047 Exp Elect Work End Date: 03,708/ 2047
Coptract Awerd Desfe: 0d,/11,/20485

Compairy Name Miin Comtact Project Workers QF REW BAF  Siohss [Date]
ABC Elactrical 10 Wire ] 4 |2 z Approves [03/02/ K0tE)
ELECTRICAL WORKERS DETARLS
ABC Blectrical
Mame [ Mermbership No. Expiry Dtz View
Dirvid Socket Qusiified Elactican H30000153 0,08,/ 2048 i
joihn Cabie Aestricted Elacirical Worksr 2043000336 07112046 r
Feber Circuit Quaiified Blectridan 2043000077 20/10,/2016 O
Gaoff Rasistor Apprantice Elsctrician 1043000053 05,/04/204E r
Stmse Ao Qusified Elactidan 23000523 11/08/2006 &
Michee! Vol Quaified Blectridan 23000412 177422046 r
Lz Ohm Rmctricted Elactrical Worksr  XH3000034 0/08/ 204 &
Anvdnew Curment Apprentice Electridan 23000145 05/04/2016 r
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