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Step  Instruction Screen 

1.  Open Google Chrome 

and go to 

www.connect.broads

pectrum.com, enter 

your username and 

password, then click 

‘Login’. 

 

2.  In this example, we 

are we are clicking on 

the ‘On-Site’ tile. 

Note: The asset ID can 

be added when 

selecting status 

Complete. 

 

 

 

 

3.  Click on the 

appropriate work 

order number 

 

http://www.connect.broadspectrum.com/
http://www.connect.broadspectrum.com/


 

Subcontractor Portal – Instructions for vendors 

How to record Asset ID where it cannot 

be found in the system and submit the 

Asset Variation  

 

 

© Broadspectrum Limited 2019 | Not to be reproduced in whole or in part without permission. Page 2 of 6 

4.  Click on the 

appropriate operation 

  

5.  In the ‘Status’ 

dropdown, select the 

‘Complete’ status. 

Note: The ‘Add Asset’ 

field is now viewable. 

 

  

 

6.  Click the ‘Add Asset’ 

dropdown. 
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7.  A list of assets appears 

for a specific location. 

 

In this case, you 

cannot find the 

correct asset in the list. 

So, you will exit this 

window by clicking 

Cancel.  

  

For this location, 

this is the list of 

Assets 
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8.  In the ‘Exception’ 

dropdown, select the 

appropriate reason 

why you cannot enter 

an asset ID.  

Depending on the 

exception status you 

select, will require 

mandatory exception 

comments to save the 

status changes.  

 

 

Asset Number Not in 

List requires 

mandatory Exception 

Comments  

 

 

Asset Sticker Not 

Found requires 

mandatory Exception 

Comments 

 

 

 

Equipment Disposed 

do not require 

mandatory Exception 

Comments 

 

Equipment Installed 

do not require 

mandatory Exception 

Comments 

 

 

Equipment Replaced 

do not require 

mandatory Exception 

Comments 
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Incorrect classification 

requires selection from 

a drop-down list. This is 

mandatory.  

 

 

9.  Click on the 

‘Attachments’ tab to 

download the Asset 

Variation Form. 

  

 

10.  Click the file name 

Template – Equipment 

Notification Form.pdf. 

This will download to 

your device. You will 

then need to fill it out 

and reattach it. 

 

11.  To re-attach the form, 

click the ‘Documents’ 

tab. Then click the T62 

Asset Reports  

upload button to re-

upload the filled out 

form. 
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12.  The following window 

displays.  

Enter: 

- the upload date,  

- ‘Asset Variation 

Form’ in ‘Description’ 

- then browse to the 

folder where the form 

is saved. 

Then click Upload File. 

 

 

When the upload is 

successful, a message 

displays, then click 

Return.    

13.  When the upload is 

successful, you can 

see the number of 

attached documents 

against T62 Equipment 

Form 

Click SAVE. 

 

This will flow through to 

claims.  

 

 

 

 

 

 


