Quick Reference Guide

THIRD PARTY ACCESS PORTAL

SUBMIT ANEW APPLICATION FOR ACCESS

Learn how to create a new application, upload supporting documents, save a draft application and submit a request.

1. Choose Create new TPAAppIIcatIon /\//LT | Third Party Access Portal Home | Applications ~ | Karin Brawn -
from the top-right of the table

Home > TPA Applications

TPA Applications

Important Information:
The railway can be a dangerous environment. Laws that apply to working around railways often impose different and higher standards than those that apply to
work being undertaken in other environments.

Entry to property controlled by V/Line is prohibited without a valid Site Access Permit (SAP). All access and approved activities must be in accordance with the
terms and conditions as outlined in the Site Access Permit issued.

Note: Purchase Order

The amount of $700 + GST is applicable prior to an initial review being conducted. This fee is the minimum Flag-fall charge that is applicable to ALL applications
and is non-refundable. A Purchase Order must be submitted along with your access application. A provision to attach you purchase order and record it's number
will be found once you complete your access application.

Please Note: Government Funded Projects are excluded from providing a Purchase Order Number

- =

Application Application
Number Description Application Type Status Created On \ Expires On

There are no records to display.

2. Select the Appllcatlon type from the Third Party Access Portal
drop-down > choose Next

Home > TPAApplications > Third Party Access Application

Third Party Access Application

TIP! If you’re not sure of the application -
o . . Introduction Contact Details Access Details Safety Plan Operational Details Declaration
type, select the ‘information’ icon

Important Information:
The railway can be a dangerous environment. Laws that apply to working around railways often impose different and higher standards than those that apply to
work being undertaken in other environments.

Entry to property controlled by V/Line is prohibited without a valid Site Access Permit (SAP). All access and approved activities must be in accordance with the
terms and conditions as outlined in the Site Access Permit issued.

Note: Purchase Order

The amount of $700 + GST is applicable prior to an initial review being conducted. This fee is the minimum Flag-fall charge that is applicable to ALL applications
and is non-refundable. A Purchase Order must be submitted along with your access application. A provision to attach you purchase order and record it's number
will be found once you complete your access application.

Please Note: Government Funded Projects are excluded from providing a Purchase Order Number
Application

Application Type @ *

TPA ~ Business as usual
TPA - State nominated projects
VicTrack

3. Enter the information into the text boxes. /i | Third Party Access Portal

Home > TPAApplications > Third Party Access Application

* Indicates a mandatory field that must Third Party Access Application
be completed

Introduction v [ESHIEISIPEEIEIN  Access Details  Safety Plan  Operational Details  Declaration

Contractor - Undertaking Access

Please Note:

TIP! An Australian Business Number
(ABN) is a unique 11-digit number

It is V/Line's suggestion that an applicant refers to the checklist as a guide to completing this application (please refer to V/Line Site Access Guide, pages

7-10 and Appendix 4)

Business Name *

An Australian Company Number (ACN)
is a 9-digit number

ABC Corporation

ABN/ACN
00000000000000000

First Name *

Karin

Last Name *

Brawn

To learn more about accessing V/Line land and property visit our



https://corporate.vline.com.au/
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4. Hit Save to complete the application at o
a later time, alternatively, choose Next e
to continue —

Karinbrawn@yline.comau

s the contractor to be invoiced for this application? (Not applicable to State nominated projects)

Incomplete application to access V/Line network
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Be specific - We will not accept generic information for the works.

5. To upload documents choose Add files

© Add files

Name 1 Modified

[)1688433.png (22 kB)

[Capture.PNG (8 <8) 02:17:2022.313PM

[Hastus logo.png (3 k8 02:11:2022.3:12.PM

6. Click Choose files

Add files

I
Choose files | [Shoose fiies TNo file chosen

To learn more about accessing V/Line land and property visit our



https://corporate.vline.com.au/

7.

8.

9.

10.

Select the file(s) you want > hit Open >
wait for it to upload > click Add files

Use folders to manage all your files.
Select New Folder > enter a folder
name > hit Create folder > to add files
follow Steps 5-7 above.

Tick the checkbox to accept our Terms
& Conditions > hit Submit

Success! Your application now appears
in the table with its own TPA Application
number.

You cannot edit or delete your
application from now on.

TIP! To get an update on your
application’s status, or to amend your
application, email access@yvline.com.au

and be sure to include the TPA number
in the subject field.
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To learn more about accessing V/Line land and property visit our
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11. You will receive an email confirming ; ) SR e e e N e R 01
your successful lodgement .

Confirmation of receipt of application to access V/Line network

Dear Karin Brawm,

D Reply % Repiyan >

Application Number: TPA-0130

Username: karin brawn @vline.com.au

Thank you for yeur application for access within V/line Lease Boundaries,

Please take note of t this application must include reference ta the TPA number

Third Party Access [TPA] application number that has been assigned to your applicatian. All future correspandence regardi

in the subject of the email

lication will be emailed 1o you shortly. If you DO NOT receive this, please check your SPAM/IUNK MAIL folders. i you still cannat locate the email, please contact the Third Party Access
is torwarded o you.

A PDF copy of your a

Team access@viine.com au requesting a copy of the appiic
¥ou will nat be permitted access to W/Line property unless you hold a valid Site Access Permit (SAP}. V/Lines Access Team will only issue a S4F once your application has been reviewed and approved.

Should any information be missing or Lhe application is deemed deficient, ¥/Line reserves the right Lo request additional information/documentation which may result in delay of issuing a Site Access Pormit
far your application.

Any querics regarding your application should be directed to access@vline.com.au.

Q Tell mewhat

12. A PDF of your application will also be e page
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TPA Application - TPA-0130
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Summery pef

Hi Karin Brawn,

This email is to confirm receipt of the attached Third Party Access Application - TPA-0130
Regards,

Viline Access Team

To learn more about accessing V/Line land and property visit our




