
NSR Hub

Contractor Administrator
+Process Access Quick Guide

How to request a new +Process account through the Hub

This is an account/access request, not a worker mobilisation request.
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Process at a glance
A contractor admin creates the Hub user, then submits a +Process access request for that person.

1

Open supplier 
company

2

Create contractor 
admin user

3

Select position

4

Open +Process 
request

5

Complete form

6

Submit request

What the request is for

+Process access to submit mobilisation requests for workers employed by the contractor 
company.

What happens when submitted

A ticket is automatically generated for the Health & Safety Technology & Data Team to review.
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1 Navigate to the Contractor Company
NSR Hub > Supplier Portal > Port Activity

1. Log in to your company NSR Hub portal

2. Expand the Portal Activity section.

3. Click 'New User' (or select name if existing user and 
progress to step 3)

Use Port Activity to create or manage users.
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2 Create the Contractor Admin User
Complete the user details and select the correct Position

For a new user, enter their details using their personal 
business email address.

Do not use shared inboxes or personal email addresses.

Select Position: Mobilisation Administrator.

Select Create to save the Hub user.

Email rule
Use name@company.com. Avoid admin@, mobilisation@, mobs@ and personal 
domains.
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3 Open the +Process Request Form
The request button appears against the Hub user

Button note

Request +Process access to mobilise workers employed by your company.

Important

This is not the mobilisation request itself. It is an access request so the contractor admin can use +Process.
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4 Complete the +Process Request Form
Provide access details and supporting information

1. Usual Northern Star Site Contact.

2. +Process Notification Email for alerts/notifications.

3. Subcontracting companies requiring mobilisation access.

4. Justification for why access is required.

5. Supporting documentation, where applicable.

Attachments stay in the Hub
They do not pass through to the incident ticket, but can be 
viewed in the Hub.
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5 Submit the Request
Submission creates a Tech & Data review ticket

For access issues or reactivation requests, contact healthsafetysystems@nsrltd.com.
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After Submit
The request automatically generates a ticket for the Health & 
Safety Technology & Data Team.

What happens next

The Tech & Data team reviews the +Process access request and 
will contact you if further information is required.

Once access is assigned
You will receive an email confirmation with a link to the Site Entry 
Requirements page, which contains useful information on 
mobilising workers to Northern Star sites.

Select Submit once all +Process access request details are complete.
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Quick reference
Key points for contractor administrators

Use the right email Individual business email for system access. No shared or personal email accounts.

Purpose of access +Process access is to mobilise workers employed by the contractor company.

Notifications Use the +Process Notification Email field for the inbox that should receive notifications.

Subcontractors Only select subcontracting companies where mobilisation access is needed.

Supporting documents Upload approvals or subcontracting arrangements if they support the request.

Remember: this workflow requests +Process account access. It does not mobilise a worker to site.
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