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1. Introduction

The Online Portal (“the Portal”) has been developed by NSW Ports to allow registered users to access published NSW Ports
documents and information.

Note: each user must register via individual submission.

2. Navigation

Once you have access to the system you will only see the information for sites that are relevant to you and have been approved.

2.1.  Searching for a Document on the Portal

There are a few ways to find the document you are looking for. These are described below.

21.1.  Searching the site

The Search this site function can be used to search for any document title or word.

SharePoint A2 Search this site -

Using this function will return results for documents that either contain the word/s in the title of the document or in the body of the
document itself.

e @ e v

Organization > NSW Ports Online Portal
Al Files  Sites  News  Images & Feedback
Filters  Filetype v Last modified v

Bulk Liquids Berth
NSW Ports Online Portal
Joshua Davidson modified on April 26

® m o @ & o

Q BLE 1and 2 Safety Management System

NSW Ports Online Portal

Rose Day modified on April 28 -
Bulk Liquids Berth 1 & 2 Safety Management System Wayne Ashton | April 2022 | Version 6.0...Bulk Liquids Berth 1 & 2 Safety pe—
Management System | Wayne Ashton | April 2022 | Version.

@ BLB1 Berth Elevation
NSW Ports Online Portal
Rose Day modified on February 12, 2020
BERTH NORTHERN ELEVATION WHARF ACCESS ROAD BRIDGE 03 6 12m SCALE 1:300 ELEVATION A 0001 1..BULK LIQUIDS BERTH 1
& 2 BULK LIQUIDS BERTH 1 HAZARDOUS AREA CLASSIFICATION BERTH...

Q BLB2 Berth Elevation
NSW Ports Online Portal
Rose Day modified on January 28, 2020 -—
BULK LIQUIDS BERTH 1 & 2 BULK LIQUIDS BERTH 2 HAZARDOUS AREA CLASSIFICATION BERTH..BERTH NORTHERN ELEVATION
ELEVATION A 0004 1:250 ASS\/NZS 60079.10.1 CLAUSE ZA.5.2.10(a)..BERTH) AND.

Q BLB1and BLB2 Details Sheet 1 of 2
NSW Ports Online Portal
Rose Day modified on January 28, 2020
LIQUID PIPING SYSTEM, IN ADEQUATELY VENTILATED LOCATIONS BLB1 ELGAS BERTH EJECTOR R3000..LIQUID PIPELINE IN
ADEQUATELY VENTILATED LOCATIONS REFERENCE: ASS\/NZS 60079.10.1 CLAUSE..LIQUID...

Q BLB1 Berth and Landside Layout
NSW Ports Online Portal
Rose Day modified on January 28, 2020
BULK LIQUIDS BERTH 1 & 2 BULK LIQUIDS BERTH 1 HAZARDOUS AREA CLASSIFICATION BERTH AND..BERTH PLAN 1:500 FOAM
TANK REAR PARKING AREA BLB OFFICE BLOCK SWITCHROOM "A" SWITCHROOM “B..BERTH...

The results will filter as shown below in a list view. From there, you can click on the link to the relevant document you want to access,
and it will open in a new window.

Opening in a new window allows for multiple documents to be opened at once without navigating away from the Portal or your
original search.
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21.2.  Using the Filters

The main landing page of the Portal contains filters that have been designed to assist users to easily navigate to a topic of interest
and see all relevant documents that have been tagged with that filter.

NSW Ports Online Portal  Home  Document

2 Anaiye

Quick Links

NSwPorts NSWPorls gy

Welcome to NSW Ports Online
Portal

Filters

Hazardous Area Drawings Emergency Environment Traffic Policy Procedure

g 4 A o A ) B
Form Confined space Minutes Management of

3 3 Change

o @ % -

Filters available to you are based on the permissions applied to you and are relevant to your location. To activate a filter simply click
on the applicable filter to apply it (a blue tick will appear in the top right of that filter icon when applied as shown below).

)

Management of
Change

2

Once the filter is applied you will be able to see the documents relevant to that filter. It should look like the below. Simply click on the
document title and it will open in a new window.

Documents > Management of Change

BLB Management ot
Change Procedure

Hase Lay | Sepmber 2131 | Verses 11

fal

Change Completion Checklist

management of change

I S Ports -
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Management of Change Procedure
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3.  Document Update Notifications (Alerts)

3.1.  Setting up a General Alert for all Documents

The Portal has a function to notify users of an update (new version, new document or deleted). Whilst this is not mandatory to set up,
this functionality can be used This is guidance for general alert guidance.

i SharePoint P Search this list

2

NSW Ports Online Portal  tome  Documents  Eait +r Notfollowing % Share
@
B Editingridview 1 Share ] Export #i Automate B integrate e B Tiles Y o 7
(=)
O Aertme
] Topics ¥ [ Manage my slerts
B8
M f
® Hazardous Area Drawings Emergency Environment Traffic Policy Procedure Form Confined space Minutes "";::n'";:“
2 @ A A A © Q ® ks p

1. Click on the ellipsis and then Alert Me.
Enter an Alert Title — for example, this could be NSW Ports Online Portal Updates
Enter your email address or username in the Send Alerts To field.

Delivery Method set this as “Email”.

o &~ e N

Change Type - select your preference. The recommended setting is “All changes” as this will alert you when documents
are added, deleted, modified.

6. Under Send Alerts for These Changes select “Anything changes”.

7. Lastly, select when you will receive alerts. It is recommended that “Send a weekly summary” is selected. You can then
select a day of the week and time to receive the summary.

8. Click OK.

3.2.  Setting up an Alert for a Specific Document

1. Click on documents

_p : . & i

NSW Ports Online Portal Home  Documents

2. Scroll to find the document name from the list and hover over the tile.

Select the document by clicking in the circle until a blue tick appears as per below.

Le Wanage my aiens

Bulk Liquids Facility - Berth Schedul
e
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3. Click on the ellipses and select alert me.

NSW Ports Online Portal Home  Documents
Open & Share @ Copylink L Download $§ Automate D Copyto o X 1selected H No Folders Yy © /2
& Properties

Documents i v  Version history
- Hazardous Area,Drawings o Emergency Hazardous Area,Drawings
Emergency Q Alert me

[2 Manage my alerts =

4. Select your alert settings and click ok.

Alert me when items change

SULJECL U1 LI NULILAUILT SENL U1 L1 dier, N

Delivery Method
Send me alerts by:

Specify how you want the alerts delivered, ]

® E-mail
Text Message (SMS)

Send URL in text message (SMS)

{ Send Alerts for These Changes
Send me an alert when;

Specify whether to filter alerts based on specific
criteria, You may also restrict your alerts to only (® Anything changes
include items that show in a particular view. 'O Someone else changes a document

() Someone else changes a document created by me

O Someane else changes a document last modified by me

‘When to Send Alerts

Specify how frequently you want te be alerted, ® Send notification immediately

(mobile alert is only available for immediately send) @ e G
(O send a weekly summary
Time:
Monday v 4:00PM v

1
v

Please note: the alert only needs to be set up once for each document. If more than one alert is set up for the same
document, you will receive multiple notifications.

4.  Managing Alerts

If for any reason you need to change or remove alerts, you can do this by clicking on the ellipsis and then Manage my Alerts.

NSW Ports Online Portal  Home  pocuments  Edit

T Upload v [ Editingridview {3 Sync 5] Add shortcut to OneDrive  E Pin to Quick access Kl Export ~  #% Automate ~ [P Integrate
0 Alert me

Documents

41.  Deleting an Alert

1. To delete an alert select the alert (an alert is selected when a blue tick box appears nest to its title) and click on Delete
Selected Alerts.

# et

My Alerts on this Site

i Add Alert | 3 Delete

Frequency: Immediste

I S Ports -
N—



NSW Ports Online Portal — General User Guide | Rose Day | September 2022 | Version 2.0 5

2. You should receive the message below. Click OK to proceed.

nswports.sharepoint.com says

Are you sure you want to delete the selected alerts?

4.2.  Making Changes to the Alert

1. To make any changes to the details previously added in your alert click on the link for the alert you would like to edit.

# EDITUNKS

My Alerts on this Site o

= Add Alert | 3 Delete Selected Alerts

Frequency: Immediate Delivery v
# EDITLINKS
O  Document ts E-mail

2. Make the required changes (see Section 3 of this guide — Document Update Notifications (Alerts) and click OK to save the
changes.

Edit Alert o

I S Ports -
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9. Reporting an Incident at your site

You can advise NSW Ports in writing of any incident that is notifiable under a lease, license, or agreement via The Portal.
Simply click on the Log an Event tile on the homepage and you will be directed to the Protecht page to log it in.

NSW Ports Online Portal  Home Documents  Eat

£ Analyt

NSwWPorts
N

Welcome to NSW Ports Online
Portal

Quick Links

to published NSW Ports
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Further Information

Rose Day
onlineportal@nswports.com.au
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