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VAXn8Online Portal / App Quick Guide

This guide has been designed to help managers and supervisors handle queries in relation
to the new Downer VAXn8 online portal / app.

As the New Zealand Government’'s COVID-19 national vaccination roll-out strategy
progresses, it is essential for organisations like Downer to capture the vaccination status of
its workers.

The Government will look to ease restrictions and move to a phase of ‘opening up’ and living
with COVID-19 as endemic as larger percentages of the population are vaccinated. As such,
vaccinated individuals are likely to have greater freedom in both work and social settings.

Capturing the vaccination status of workers will allow Downer to continue to deliver services
for our customers safely and fulfil our contractual obligations.

VAXn8 application

VAXn8 is Downer’s online vaccination record application used to securely capture COVID-19
vaccination status/certificates of workers. The application is compatible with mobile devices
and can be accessed by scanning the QR code below or using this link
www.VAXn8.downergroup.com

Protecting employee’s privacy

Downer is committed to protecting our employees’ privacy. The information uploaded to the
portal will be securely stored and only accessible by approved members of Downer’s Human
Resources and Zero Harm teams.

Only vaccination status/certificates of workers are required, other information regarding the
individual’s health conditions will not be required. The information will be kept in a secure
and confidential location, in line with our vaccination procedure.

Note: Downer is not currently mandating COVID-19 vaccinations for our broader workforce.
However, where a Government, industry or customer requirement exists, Downer will adopt


http://www.vaxn8.downergroup.com/
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this requirement and non-vaccinated workers might be prevented from attending those
workplaces. Downer strongly encourages its workers to have the vaccination when it is
available to them, after they receive advice on risks and benefits from a suitably qualified
health professional.

VAXn8 employee and manager requirements

Managers and employees are to familiarise the actions required by them to comply with:
* Public health orders

» Work health and safety laws

» Our agreements and contracts with customers.

Employees should:
* Download a copy — of their Vaccine Pass. All details about how to get their vaccination
certificate can be found here.
* Familiarise themselves with their employee number. If they do not know their employee
number, they can find it:
* By locating the employee number on your payslip
* By using Activate
* Or using the Need Help? button in the VAXn8 portal, and requesting your employee
number

Managers should:

* Ensure employees have access the QR code to upload their vaccination status.

» Be aware that if there is any issue with the App, you can email vaxn8@downer.co.nz

» Familiarise yourself with the VAXn8 FAQs and requirements for employees to comply with
this request.

* Where employees raise concerns, listen to their concerns, however, if you are not sure of
the answer please get in contact with your HR Business Partner.

Employee assistance programme

Like all changes this may create concern for some people, don’t hesitate to reach out for
Employee Assistance Programme (EAP) support if required. For 24 hour, 7 days a week
confidential support, contact: EAP Services on 0800 327 669 or at www.eapservices.co.nz



https://covid19.govt.nz/covid-19-vaccines/covid-19-vaccination-certificates/my-vaccine-pass/
mailto:vaxn8@donwer.co.nz
https://downergroup.sharepoint.com/sites/iDownerNewZealand/SitePages/Employee-Assistance-Programme.aspx
http://www.eapservices.co.nz/
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How to upload documents

Step 1: If you have already attempted to upload your vaccination status through VAXn8, please click
here and login to confirm you have correctly attached your vaccination certificate. If you have
correctly attached your certificate, you will see this view in the portal, displaying the name of the
document you attached:

Country: AU

Employee: 4 1

Vaccination: Two shots taken, last shot date 04/11/2021

@ments: RS-Logo.jpg; 01-9_Mobile Preliminary List of people to notify.png >

If you have not correctly attached your certificate, you will see this view in the portal:

Covid-19 Vaccine Tracker

Country: AU

Employee: | ]

Business unit: | ]

Vaccination: Two shots taken, last shot date 07/08/2021

Step 2: If you need to add an attachment, find and select the file to be uploaded. The name of the
attachment will appear in the attachment box. Attachments should only be saved in any the following
three file formats: PDF, JPEG or PNG.
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Second shot date *

8/8/2021

8

Employee comment

Pfizer

Add attachm - s edical exemption certificates
etc

(Covid Vaccination Certificate John Smith.pdf ) Upload

N
WJ A SELECTED FILE TO THE ;oi.'/

NOTE: File attachment is mandatory

Step 3: Make sure you hit the Upload button. This will ensure the document is attached to your
submission.
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Second shot date *

B

8/8/2021

Employee comment

pfizer

N

Add attachments (vaccine certificate, cards, medical exemption certifi

etc)
Upload

Covid Vaccination Certificate John Smith.pdf (

CUCK ON UPLOAD TO ADD A SELECTED FILE TO THE FORM

NOTE: File attachment is mandatory

Step 4: Confirm the attachment has been uploaded, then hit Submit.

Add attachments (vaccine certificate, cards, medical exemption certificates
etc)

CLICK ON UPLOAD TO ADD A SELECTED FILE TO THE FORM

achment 1s manda

If you require assistance uploading your vaccination certificate or medical exemption, please email
VAXn8@Downergroup.com or speak to your manager or local HR representative.

Please note: Before uploading your vaccination status, you will be required to download a copy of
your digital vaccination certificate, Immunisation History Statement or International COVID-19
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Vaccination Certificate from your MyGov account. Information on how to access this can be found
here: proof of vaccination.

How to use the app

1. Use the QR code
above to access the app or
goto

https://vaxn8.downergro " - -

B v
C & vaxn8.downergroup.com/login <: 1.
up.com/ i Tion _ -

d - Agile Bo. Gubbins Delivery Gov Azure security DA team ICAM Vehicle Pre-start ™ Dewner Learning - Lo.. [} iDowne

- the padlock symbol in bownerT Covid-15
the address bar indicates ovmet

that you have reached a

secure connection. ) :l; Legal st e |

Last name

Access on your smart 3. |
phone, or via a desktop. Employee number * |
4,
2. Enter your first name.
3. Enter your last name.
4, Enter your Employee

Number. This can be found
on your payslip, or via
Activate.

Click link for Guidance on
how to find your
Employee Number, or ask
your HR partner.

5. If anything fails;
hit the @ Need Help
? icon which will raise an
email
to VAXn8@downer.co.nz



https://www.health.govt.nz/our-work/diseases-and-conditions/covid-19-novel-coronavirus/covid-19-vaccines/my-covid-record-proof-vaccination-status
https://vaxn8.downergroup.com/
https://vaxn8.downergroup.com/
mailto:VAXn8@downer.co.nz
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6. Click Loginto reveal ~ @v= x| W v * &
the verification code request. & ¢ ° e

32 Apps P KST board - Agile Bo. Gubbins Delivery Gov Azure security DA team ICAM Vehicle Pre-start ™ DownerLeaming - Lo [} iDowne

Legal first name *

Clive ‘

Last name *

Higgins ‘

Employee number *

| N43567] ‘

7. Verification code e ) Wi *

< C @ vaxn8.downergroup.com/login
Stage' 13 Apps € KSTboard - Agile Bo. Gubbins Delivery Gov Azure security D&A team CAM Vehicle Pre-start  ™§ Downer Leaming - Lo.. [} iDowne
If the system recognises
you, it will display your
mobile phone number or
email address.

If the system doesn’t :
recognise you, please
contact your HR VEE

Partner or click the need
h e I p I I n k . \;) +64-XXXX-XX-9994
B> Send verification code

Hit Send verification
code.
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8. Enter verification code & x @ v * &
that was emailed or sentto U tUTTUTTRT e e

you via SMS. It will be six
integers.
NB the code only lasts 8
minutes.

Click the blue Verify
button.

Employee

N43567

(D We have sent a verification code. Please enter it to sign in

Code: *

123456

9. After your verification
code is accepted. Covid-19 Vaccine Tr

The next stage is to read
the privacy statement
(linked in blue). Legal first name *

| Clive |

Last namie *

| Higgins |

Employee number *

| MN43567 |

:r, Thits Privacy Statement explaing how Downer and its related bodies
corporate [Downer, we) will manage the personal information of its
tmpl:-;,-ﬂs confractors and subcontractors and persons w -sh:r;. to access
or enter Downer work Iocations in relation to their COVID-19 status
ncluding COVID-19 vaccination status and testing details, consistent with
its obligations under the Privacy Act 2020, The information that we will
collect, and how voe will use, handle and stone it

i arder i ontinue you nesd to consent b dur callection, use And
handling of your personal mformation

Read Privacy Statement

@ Mead
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10.

app.
Enter your date of birth
and preferred email
address for ongoing
communications from the
Vaxn8 app.

You are now in the

If you are in the queue for
a first vaccination, then

IL.

We will not use information about your COVID-19 status, or disclose it 10 any third parties, for any other

consent. unless we are legally required or authorised by faw. or another exception apphes under the Priv
How your information is stored

Downer will store informaton about your COVID-19
protected by s

us I 3 sequre environment within New Zealand

CCess control mechanisms

il NOL retann infOrmation ado

your COVID-19 staty

wod than

ssary 10 fulfil the purpos £t out above
You can access or correct your information

You can access or correct the information about your COVID-

3 status by contactng HR
Consent/Declaration

n providing us with information about your COVID-19 status you are consenting to us collecting. proces|

your information in the manner set out above

n pros
information is a dreach of your employment agr

ding this information you confirm that it is correct at the time provided, and understand providin

eement and may result in disciplinary action,
Complaints

1 you wish 10 make a complant about the way your personal mformation has been managed. you can ¢f

instance. Please p

vide as much information as possible so we can mvestigate and respond
A complaint can also be made to Downer's Privacy Officer

f you are not satisfied with our response. you can contact the Office of the Privacy Commissioner [create

The Privacy Statement provides specic information about the handling of personal information in relati
CONVID-19 status only. For more mformation about the way Downer generally handles personal informat
Polis

| need to think about | confirm that | have read the privacy

Country: NZ

Employee: Clive Higgins [ Mo N43567 |

williamshatnes ail.com

Date of birth *

204711978
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click the blue Submit == L * I8
button <« C @& vaxnB.downergroup.com

™% Downerleaming - lo.. [} iDowne:

Apps € KST board - Agile Bo. Gubbins Delivery Gov Azure security DA team 1AM Vehicle Pre-start

Employee: Clive Higgins [ No N43567]

Business unit: AS Industrial L4

Your current vaccination status *
00" e rd 4
Zero shots One shot Two shot Booster

Exemption

Comment (vaccine info [Pfizer, Astrazeneca etc])

Add {vaccine certificate, cards, medical exemption certificates etc)

| 8 e

This will create your
vaccination record.

B ves e x @ vosap x 4+
<« C @ vaxn8.downergroup.com/success
$5 Apps € KSTboard - Agile Bo Gubbins Daivery Gov Azuro security D&Aeam IcAM [l VohicoPrastart ™ DownerLeaming - to.. [ iDownd

Your vaccination record has been created

A Dewner Company
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When you have had your first @+~ x W Gl

vaccination. Re-entertheapp . "7 L e
and select ‘One shot’.

Select the date of the shot ot

and feel free to add A A 4

comments. ~
0

First shot date *

September2021 1 | 2021 14
S MTWTF S Jan Feb  Mar for
2000 3 1 o2 3

5 6 7 8 9 101 Msy kol Aug
13 14 15 18 17 18 )
@2z & o o oo
Comment (vaceine info [Pfizer. Astrazeneca etc])
|:> i

Add attachments (vaccine certificate, cards, medical exemption certificates etc)

| 8 e

TLRT LUSENRIE Vel LS IR

11. Take a photo or scan %
your vaccine certificate / Vo a
card, and add as an o shot - vo shat Boaster

attachment. _

To add attachment click into
the empty box and this will
allow you to find the relevant
attachment.

Once the file name shows in
the box then click the Upload
button.

Booster date *

2511172021

Employpes comament
bocstar IMOV

Add attachments [vaccine cartificate, cards, medical examption e
ek

11. [t ¢

QLA O IS DA TO DD A SELECTRD P T Telf FOMSE
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12.  Click the Upload _ s
button. L L t " | Booster

Booster date *

R0 2021 = |

Employes comment

[booster 25Ny ‘

fudd attachments (vaccine certificate. cards. medical exemption certificates

#le)
=1
SR N UPLOAD T ADG & SRLBSTRD Pl 73 Teif RO

> e -
[ e
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13.  The attachment will e o weshet | Booster |

upload against your record.

Click Submit (the blue
button).

Booster date *
25/1172021

Employee comment
booster 25Mov

Add attachments (vaccine certificate, cards, medical exemption certificates
atc)

—

S 0N UR0AD T ADD A SILICTED Ll TO Tel BORL

oot tong
| e 13.

Repeat the process for your
second shot and booster if
required.

Or select Exemption and
upload the related
certification.

Page Break
Guidance on how to find your Employee Number

On your payslip.
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Your Employee number. Gross eamings before | \ Take home pay I

deductions i

/

Downer, Mr. Jake NSW Silverwater /
\ 10Orchard Drive / 23-AUG-2015 - 29-AUG-2015
01-SEP-2015

\ Baulkham Hills NSW 2153

1000123 0 NSW Silverwater /

/
NswsuvcrwuorsvdanpsAwq,Asphuu Production Operator /
36.45 / Production Leading Hand. 15531

/

Or find it in Activate.

O | @ OownerNZ|Home % | @ iDowner NZ|Home X | @ iDowner New Zealand - Home X | + - o X
&« C A Notsecure | activateworks.co.nz/activate/ B = @ .
i ©@ M A& r !
HAwkiNg Relationshios creating success

Users Clive Higgins Favourite *<Share

Details Roles Distribution Lists Services
£
’/ 8./ g( =3 + O
Updats  Delegate | Favorites  Order  Distrbution  Folder Show
Detais  Approvals Services  Lists  Access | Advanced
Update Request New Access Advanced
First Name  Clive Display Clive Higgins
Name
Last Name  Higgins Email Clive.Higgins2@downer.co.nz
Login Name  Clive Higgins2 Title IT Business Analyst
Cost Centre 92021 Department 92021 - ITG PMO Projects
Employee ID 1055118 I Location Kerrs Rd - Wiri
Phone Details
Direct Dial Extension
Mobile 027 207 9994 Fax
Address Details
Street 130 Kerrs Rd, Wiri
PO Box Private Bag 93325,Otahuhu 1640,Auckland .



