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How to register with
Informed 365

Make it matter

Introduction

As a statutory body, Griffith University supports the Queensland Government's role in the
elimination of modern slavery consistent with the objectives of the Commonwealth Modern
Slavery Act 2018. We therefore ask you to complete the University's Modern Slavery Short
Supplier Questionnaire (Short SAQ).

This work instruction provides detailed instructions to register with Informed 365 for the first
time, specifically when responding to an Expression of Interest or Invitation to Offer.

Please also read the Supplier Assessment Overview and Modern Slavery Supplier Assessment
Handbook for more information about our approach to addressing modern slavery.

Instructions

= For technical support contact Informed 365 Support.

= All other queries should be directed to Strategic Procurement and Supply
email: procurement@griffith.edu.au.

1. Navigate to Informed 365 webpage
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https://www.griffith.edu.au/__data/assets/pdf_file/0033/1871556/Modern-Slavery-Risk-Assessment-Supplier-Overview.pdf
https://www.griffith.edu.au/__data/assets/pdf_file/0032/1871555/Modern-Slavery-Risk-Assessment-Supplier-Handbook.pdf
https://www.griffith.edu.au/__data/assets/pdf_file/0032/1871555/Modern-Slavery-Risk-Assessment-Supplier-Handbook.pdf
mailto:support@informed365.com
mailto:procurement@griffith.edu.au
https://griffith.informed365.com/register

2. Enter First Name, Last Name, Email and Password

Create an acc

First name

ount

Last name

Email

Password

3. Agree to terms of use and Click Register

| agree to the Terms of Use .

Password complexity requirements

4. You will have been sent an email to verify your email address. Click Verify Email

Address.

minimum 1 lowercase character

-

minimum 1 digit (0-9)
minimum 1 special character (p

minimum 10 characters
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5. Login to Informed 365 using Email and Password

Password

B% LOG IN WITH MICROSOFT

Don't have an acc

6. You will be directed to My Profile page. Please complete Phone, Job Title and

Department and click Save.

Test

Mame

Australia x
Test Job Title

Test Department

English (Australia)

7. Click the Griffith Icon to access your Dashboard

W] Griffith University
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8. Your current view will not have any Forms or Organisations showing. To proceed, you
will need to create an Organisation. Click Organisations.

= [0 Griffith University @ a 8 =
Dashboard

Good afternoon, Test

B Completing a Self-Assessment Questionnaire (SAL)

9. Click Create

= [ Griffith University

@ &2 6 %

Organisations

Organisations

oDwc@

Organisation First

Counnry fio ey Progress Stans Organisation stans
No results were found. Clig reate button to et started.
CREATE
Rowsperpage 10~

10. Enter Organisation Name, Phone, Industry and Country. Include Business Identifier
(e.g. ABN) if applicable.

Create Organisation

Organisation Name

Phone Country
5 A Phone
Australia

Industry

Country

Business Identifier

Your organisation idemtification in the selected country, example ABN, NZEN

[ create Blank Form

[ Add new user to organisation

CANCEL SAVE

11. Select Create Blank Form and then Click Save and Continue

How to register with Informed 365— June 2024
CRICOS No. 0023 Page 4



12. In Create Blank Form screen, select Short SAQ and then Save

Create Blank Form

Form Template

short SAQ

13. Once Organisation has been successfully created, you can now complete the Short SAQ
form

Created

oOrganisation successfully created

SHOW ORGANISATION “

14. Click on Organisation link

Organisations

Organisations

— e
Test Name Australia 12345678 90 Education Services. Not Started Active
15. Click Form ID link
= W oriffith university @ 2 O %
Organisation Profile
Test Organisation s c Business Identifier 1234567890 Phone (07) 3735 4129 (AU Fixed Line)
2345 678 90 (Australia) Country Australia Address.
iy Shocsonsacicns. Gated prrreTE
240670730PM
Forms o s c@
Q search |{ V¥ AddFilter
g ® Form Owner Pro Created Updated Submitted Form Status
Rows per page: 10 1of1
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16. Short SAQ form is ready for completion

= m Griffith University

Short SAQ

TEST ORGANISATION
= m

ntroduction

Issues of Context

Industry Risk

Policy Commitment

Governance

Due Diligence

Remediation

Supplier Code of Conduct

0 2 6 A

0% Complete
Last Updated on 20240610 1:30 PM ﬂ
0O +=< @ C
Introduction Q‘:

pursuit of this commitment, and in

dvancing ethical business practice:

tion in completing a Supplier Assessment Questionnaire (SAQ). You

All questions are mandatory, unless otherwise stated as optional, and there are no ight or 'wrong' responses; your input is invaluable a gether to make a positive impact.

For technical support, you may contact Informed 365 at support@informed365.com, or use the chat feature on the bottom right of your screen. For any other query you can contact Strategic Procurement & Supply at

ve a response within 24 hours, from Monday to

purchasing @griffith. edu.au. You w

Thank you for your cooperation in completing the SAQ.
Resources to help you learn more about modern slavery.

o Australia's Moder

lavery Act 2018 and mandated reporting at the Australian Department of Home Affairs website

= Mekong Club, a non-profit organisation that help businesses address modern slavery in their operations and supply chains, at no cost.

«  Griffith University's commitment to Anti-Slavery under the

- Supplying to Griffith web page.

Please provide your registered business name

Completing the Form

All questions are mandatory, unless otherwise stated as optional. Your answers will be auto
saved, and once you have completed all mandatory questions, you can submit the form for

review.

= For technical support contact Informed 365 Support. Informed 365 have created a
guide to assist with how to complete a supplier assessment questionnaire.

= All other queries should be directed to Strategic Procurement and Supply
email: procurement@griffith.edu.au.
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mailto:support@informed365.com
https://informed-365.helpscoutdocs.com/article/36-tips-on-how-to-complete-a-supplier-assessment-questionnaire
mailto:procurement@griffith.edu.au
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