
 

 

Guideline 

Contractor Company Registration  
 

1. 
To complete the Ingenia Contractor Registration Process, please follow the outlined steps.  

Upon receiving the below email from an Ingenia representative, click on the ‘Company Registration’ link. 

Tips 

 Only one registration should be completed per business. 

 Have all relevant scanned copies of the required documents available for uploading prior to starting.  

 The person completing the registration should be the main contact person or administrator for the  
company. 

 Use full personal and company names to avoid confusion and double ups (no nick names).  

 If you forget your password please contact compliance@ingeniacommunities.com.au  

 If you are a Sole Trader/ Owner Operator you will need to refer to the ‘Sole Trader Guideline’.  

 
 

Dear Contractor 
 
You have been invited to register your business with Ingenia to enable you to provide your services as an Approved Contractor.   
 
There is a simple 4 - 5 step process to become an approved Ingenia Contractor, in which the below relevant link will take you 
through.   
 
1.Register your business  
2.Comprehend Ingenia's Key WHS Policies  
3.Comprehend Ingenia's Key Reference Documents  
4.Provide bank details to Ingenia's Finance Department  
5.Ingenia induction process (Sole Trader needs to complete) 
 
To help with the registration process it is important you have access to electronic copies of your businesses; 
-Business Insurance Certificate of Currency   
-Public Liability  
-Workers Compensation  
-Any other insurances related to your business  
-Trade Licenses and or Certifications (where relevant)  
 
If your company will be conducting High Risk Work you will also be required to provide electronic copies of your businesses; 
-Health and Safety Policy  
-WHS Management Plan and Processes   
-SWMS / JSAs,   
-Training Records  
-Subcontractor Management Processes  
-Incident Management   
-Maintenance and Equipment Records  
 
To commence the registration process, please click on the relevant link below.   
Company Registration:  
                https://www.onlineinduction.com/ingeniacommunities/registercompany.php 
 
Sole Trader Registration:  
                https://www.onlineinduction.com/ingeniacommunities/registersoletrader.php 
 
If you require any assistance with this process, please contact  compliance@ingeniacommunities.com.au   
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https://www.onlineinduction.com/ingeniacommunities/registercompany.php
https://www.onlineinduction.com/ingeniacommunities/registersoletrader.php
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2. 
Complete all ‘Company Registration’ details (All fields are manditory).  

 

 
 
 
Your business is required to select all work types which is it capable of conducting.  
This information allows Ingenia to utilise all of your company services instead of services discussed at the  
initial engagement stage.  
 

 

Manditory Fields  

Please select at least one 
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3. 
The next section of the registration process requires information and supporting documentation required  
for company accounts and insurances. All fields are manditory and must be completed in full.  

 

 
 
 

 
 
  

 
 
 

 
 
 
 
 

Please note – All accounts have a fixed 30 day account unless prior approval is issued  
by Ingenia’s Chief Financial Officer (CFO).  

Manditory Fields  

Manditory Fields  
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4. 
Upload all required insurances – All documents must be legible, and PDF/ JPG format is required when  
uploading.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.  
Primary Site Selection – The Company is required to select a ‘Primary Ingenia Site’ which they will be  
providing services to. This site will be the primary contact for the Contractor should follow up be required  
regarding insurances and inductions.  

 

 
 
 
 
 
 
 

Please note – A minimum of $10,000,000 Public Liability Insurance is required for all contractors.   
 
Home Builders and Civil Works Contractors must provide a minimum of $20,000,000 Public Liability.  

Please note – If a Company does not perform any of the listed activites, they will not be required to  
complete the ‘Prequalification Assessment’.  

Manditory Field 

Manditory Field 
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5a.  
If the Company is not required to complete the ‘Prequalification Assessment’ the application will be submitted 
to the Ingenia Compliance Department for review.  
 
Once your business has been issued a contract from Ingenia upload the signed document into the section 
‘Signed Contract’. 
  
Once the application is approved the company will receive an email providing login details to the ‘Ingenia  
Safety Portal’. Please refer to step 7a for further guidance.   
 
 
If the Company application is rejected an email will be provided outlining why the application has been  
rejected and actions which need to be completed within specific timeframes.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please refer to step 7a for further guidance.   
 
 
 
 
 
 
 
 
 
 

Please note – Companies which are required to complete the ‘Prequalification Assessment’ will need to  
continue with the ‘Contractor Registration Process’ prior to receiving approval.  



 

 

Guideline 

5b. 

If the Company ‘Prequalification Assessment’ is to be complete please continue with the following guideline. 
All documents must be legible, and PDF/ JPG format is required when uploading.  

 

  
 

  

 
 

Manditory Fields  

Manditory Fields  
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 (Continued) 

 

 
 

6.  
All required SWMS and JSA’s must be provided for work being carried out by the Company on an Ingenia 
site, upload examples of these documents that will relate to the work you will be carrying out on site. 
 

 

Manditory Fields  
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(Continued) 

 

 
 

 
 
Tips 
 

 All documents must be legible, and PDF/ JPG format is required when uploading. 
 

 All fields are manditory and must be completed before submitting application.  
 

 Only one scanned document can be uploaded at a time in each upload field, if multiple documents require 
uploading a zip file  
will be required. 
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7. Once the application is lodged the Ingenia Compliance Department for review, once the application has been  
approved the Company will receive an email advising of the next steps to complete, prior to conducting work  
onsite.  
 
Once the application is approved the company will receive an email providing login details to the ‘Ingenia  
Safety Portal’.  
 
 
If the Company application is rejected an email will be provided outlining why the application has been  
rejected and actions which need to be completed within specific timeframes.  
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7a.  
The below email will be received by the Company once their ‘Contractor Registraion’ application has been 
approved. HIGHLIGHT http://www.onlineinduction.com/ingeniacommunities/  TO SEND TO EMPLOYEES. 
ONLY AFTER RECEIVING  
APPROVED EMAIL, CONTRACTOR TO SEND TO EMPLOYEES.  

 

 
 

7b. 
 
 
 
 

 
If the Contractors application is rejected they will receive the an email outlining why their application has  
been rejected and actions and timeframes required. 

 

 

 
  

http://www.onlineinduction.com/ingeniacommunities/
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Contractor Company Registration Process – Finalise Process  
 
How to finalise your registration process. (No induction) 

 

1. 
 
 
 
 

 
Login to the Ingenia Safety Portal with the login details provided in the approval email.  

 

 
DO NOT REGISTER NEW – USE LOGIN DETAILS 

 

  
Complete steps 1-4 to complete the Company Registration Process.  

 

 
 

  
Confirm all details and documents provided in step one. (Check System) 
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Read, understand and acknowledge all Ingenia Company Policies in step two.  

 

 
 

  
Read, understand and acknowledge all Ingenia Company Standards in step three.  

 
 

 
 

  
Complete the account information requested in the populated email and provide a scanned copy of a bank  
deposit slip or statement. This email will automatically be sent to the Ingenia Accounts Department.  
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Once all 4 steps have been completed the dashboard will show all green ticks.  

 
 Completed registration 

  
Company registration complete – next step induct employees.  
 
All employees and/or subcontractors will be required to complete the ‘Ingenia Online Induction’ prior to  
attending site. http://www.onlineinduction.com/ingeniacommunities/ 
 

 
 

 
 
 

  
Complete all information as requested on the ‘Induction Registration Form’. 
  

 

Please note – Employees and/or sub-contractors who have not completed the training before will be required  
to create an account by clicking ‘Click here to register’.  

http://www.onlineinduction.com/ingeniacommunities/
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Complete steps 1-4 to complete the Company Registration Process.  
 

 
 

  
Provide infromation requested in all fields and upload relevant and legible documentation.  

 
 

 

Please note – Employees and/or sub-contractors will need to provide the ‘Trading Name’ of the company  
they will be working for whilst on an Ingenia site.  

Manditory Fields  
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Read, understand and acknowledge all Ingenia Company Policies in step two.  

 

 
 
 
Read, understand and acknowledge all Ingenia Company Standards in step three.  

 
 

 
 

  

Manditory Fields  
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Complete all elements of the induction 

 
 

 

 
You have successfully completed the online induction. You will automatically receive a  
Reminder notification to be refreshed on the induction in 1 year. 
 
Download certificate.  
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IT IS YOUR RESPONSIBILITY TO UPDATE YOUR PROFILE AND KEEP ALL RECORDS  
UP TO DATE.  

 
 


