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Please note: before you start creating your first SWMS document you must add a Project 

Manager under Personnel. If you do not have a Project Manager you must add yourself as 

one. Go to headline “Add a Project Manager/Foreman” below for help on how to do it. 
 

Add a Project Manager/Foreman 
Before you start your first SWMS Project, you'll need to add the personnel details  

for your Project Managers and Site Foremen. These are required for all SWMS documents. 

After you login, click on the "Manage Personnel" link under "Account Tools" on the right 

hand side of the home page. 

If you do not have a Project Managers and Site Foremen you have to enter your own name 

under personnel. You do this on the same page as where you add other personnel.  

Click the link “Manage Personnel” in the red rectangle. See screenshot below: 

 



 

 

This link will take you to the next step where you enter information about your Project 

Managers and Site Foremen.  

Remember: if you do not have any Project Managers and Site Foremen you must add 

yourself as Project Manager.  To do this, have a look at the screenshot below: 

 

You need to add First Name and Surname for yourself or for the Project Manager and Site 

Foremen.  If you do not have a Project Manager and Site Foremen, write your own name 

and select Project Manager under Duties. See screenshot below: 



 

Also enter Workcover/Worksafe ID and Years of Experience for each personnel, and then 

select which qualifications the personnel you just entered have. 

If you do not know your personnel’s Workcover/Worksafe ID, Years of Experience and 

Qualifications you can let them add this with a pen once the document is finalized and 

printed. 

At the bottom of the screen you can add more qualifications if you need it. 

When you have entered requested information you can click the Save button at the bottom 

of the screen and information about you or your personnel is saved.  

If you want to add more personnel you can start over at the top of the screen and enter 

Name, Duties and so on.  

If you have created a project manager and want to start creating your SWMS document you 

click the link “Return to home page” at the bottom of the screen. See screenshot below: 

 

You are now back at the initial screen which you get to when you log in: 



 

You have now added a Project Manager and are ready to start. Click the “Create New 

Project” button in the red rectangle. See screenshot below: 

Create a New SWMS Document 

 

 



When you have clicked the “Create New Project” you will be taken to step 1 “Project 

Details” 

Step 1 – Project Details 
The initial screen looks like as in screenshot below: 

 

Remember: if you do not have any Project Managers and Site Foremen you must add 

yourself as Project Manager.  If you have not already done this, click the “Add Personnel” 

button on the right hand side of the screen. 

The first thing you must do on this page is to enter a Project Name and a Project Reference 

ID.   

The Project Name and Project Reference ID can be anything (number or text) that you 

choose. You enter it in the red rectangle as shown in screenshot below: 



 

When you have entered a Project Name and Project Reference ID (remember: you can add 

anything you like) you enter the address of the building you are working on and then what 

kind of work (e.g. install light weight walls to the new building). 

When you have entered information about the job you are going to do you choose which 

document format you want (the state you are doing your job in). 

You have now entered required information on the left hand side of the screen and must 

now enter required information on the right hand side of the screen. See the red rectangle 

on screenshot below: 

 

Principal Contractor: This is the name of your organisation. 

Sub contractor: This is the name of your organisation unless you have sub contractors doing 

the job for you. 



Project Manager: Every job is required to have a Project Manager and if you are doing the 

job yourself you will have to be the project manager. If you have not added a project 

manager yet click the “Add Personnel” button or go back to “Add a Manager/Foreman” at 

the top of this document. 

Site Foreman: Every job is required to have a Foreman and if you are doing the job yourself 

you will have to be the foreman. If you are doing the job yourself and have added you as a 

project manager you will also be the foreman. If someone else is going to be the site 

foreman click the “Add Personnel” button and enter required information.  

When you have entered the required information you can click the button “Next” at either 

the top right or bottom right hand side of the screen. This will take you to step 3 “Job Steps 

& Hazards” 

Step 2 – Work Activities 
The initial screen for this page looks like: 

 

In this step you choose which activities you will do on the building site. If the activity you are 

looking for is not listed, click the “Add New Activity” at the bottom left hand side of the 

screen. 

Number of HRA/JSA Pages: The number of HRA/JSA pages you want and being able to fill in 

yourself. 



When you are done you click the “Next” button at either the top right hand side or bottom 

right hand side on the screen. This will take you to step 3 “Job Steps & Hazards”. 

Step 3 – Job Steps & Hazards 
In the previous step you chose what activities you will undertake and in this step the 

common hazards related to those activities will be listed. If you for example selected 

category Construction in the previous step and that you or your personnel will be do glazing 

this screen will look like: 

 

You can now see the risk class, initial probability, controls, final probability and person 

responsible for each hazard. 

If you find that there are some missing hazards to each activity you can click the “Add 

Hazard to SWMS” button and add more of your liking. See red rectangles in screenshot 

below. 

If you want to edit or delete any of the hazards, click on the appropriate button on the row 

you want to edit or delete. 

See red rectangles in screenshot below: 



 

If you want to add additional categories, click the “< Back” button on the top right or 

bottom right hand side of the screen. 

When you are satisfied with the Job Steps & Hazards click the “Next >” button on the top 

right or bottom right hand side of the screen. This will take you to step 4 “Codes & 

Standards”. 

Step 4 – Codes & Standards 
The upper part of the screen looks like as in screenshot below: 

 



Codes of Practice: select the Codes of Practice that are applicable to the project. If a code 

you need is not listed click the “Add New Code” button and write the name of the code. 

Click “Save” and you can now see it in the list. 

The bottom part of the screen looks like: 

 

Standards: select the standards you need and these will be shown on the finalized SWMS 

document. To show more standards tick the three boxes under Standards as show in 

screenshot below: 

 

If a standard you need is not listed click the “Add New Standard” button at the bottom left 

hand side of the screen. 

When you have selected the Codes and Standards you need you can click the “Next>” 

button at either the upper or lower right hand side of the screen. This will take you to step 

5, “Personnel”. 

Step 5 - Personnel 
The initial view of this screen looks like: 



 

In this screen you select which personnel that will be involved in the project. When the 

document is finalized and printed each worker is required to sign the completed SWMS 

document. 

If any personnel are missing in the list you can either add them by clicking the “Add 

Personnel” button or select how many additional workers there will be involved in the 

project. You also have the option to edit the details of workers already registered by clicking 

the “Update Personnel Details” button.  

Example: you don’t know the details of the additional workers so you select in the 

“Additional Personnel Rows” how many they are and there will be blank lines for them to 

sign on the printed document. 

Trade Coordination:  Write the name of any other traders that will be involved with your 
own work. E.g. electrician to rough-in walls before sheeting. 
 

When you have selected the workers that will be involved in the project, how many 

additional workers (zero if there are none) that will be involved and any other trades 

coordinated you can click the “Next>” button on either the top right or bottom right hand 

side of the screen. This will take you to step 6 “Equipment, PPE & Materials”. 



 

Step 6 - Equipment, PPE & Materials 
The initial screen of this page looks like: 

 

In this screen you first select which Plant, Equipment and Tools to be used. Then which 

hazardous substances to be used or handled and last which Personal Protection Equipment 

(PPE) to be used. 

If you want to add additional equipment, substance or PPE you click respective button. 

When you are satisfied with your selections you click the “Next>” button in either the top 

right or bottom right hand side. This will take you to step 7 which is the final step. 

Step 7 - Preview & Print 
Your SWMS document is now ready to be printed. Click the link “View and Print SWMS” in 

the red rectangle as shown in screenshot below. 

If you want to email the document to yourself or someone else enter the email address and 

click the Send button. 



 


