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Contractors & Visitors User Guide - Site Access Request
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PROCEDURE PURPOSE

This procedure will guide users of the module envisaged to be either Contractors or Visitors through the process of 

requesting access to the Clients site.

PREREQUISITES

1. To request access via the SOTERweb system the user will need to be on the system and added to either a contractor, 

supplier, consultant.  In addition, the individuals profile will need the correct ‘permissions’ (see Help File for permissions) 

and previously activated their account.

2. The individual may request access via a URL link embedded in an email issued via a member of the Client team. 

3. A request is initiated via a global URL link found on the Clients own website.

Contractor – Access Request
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Adding a Site Request – 3 Options

1. Within the Project Module via the ‘Request 

Site Access’ Tab

2. Via a Client team issued URL link using 

email automation.

3. Via a Client global URL link typically placed 

on the University of Greenwich website.
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Via the SOTERweb system

https://uog.soterweb.org.uk/

Click Link or copy it into your web browser

https://wyfrs.soterweb.org.uk/
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Click Login

Arrive at SOTERweb – We suggest You Bookmark this page
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Log in – 1st stage 

1. Username – typically your email address

2. Password

3. Validation Code – a security feature 

4. Click remember me (if you wish)

5. Press LOGIN

Enter
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Log in – 2nd stage verification

1. Digit code – sent to your system held email address

2. Press Verify Code

Enter
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From the Home Screen

Step 1 – Click the PROJECTS tab
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From the Home Screen

Step 2 – Click the Access Site Requests
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From the Home Screen

Step 3 – Click the Request Site Requests tab
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Complete request form, attach RAMS, press ‘Request Access’ icon

Step 3 – Click the Request Site Requests tab
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ALTERNATIVELY
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Via Email Automation and the embedded URL Link

Click the Link
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Complete form, attach RAMS, press ‘Request Access’ icon

Step 3 – Click the Request Site Requests tab
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ALTERNATIVELY
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Via thew global URL Link – enter 1234, then complete form

Click the 1234 in verification box (a security feature)
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END OF DOCUMENT


