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B Company Registration

* Thisis the information website for NCIG contracting companies.

| |:| » This site provides detailed steps to register, answers to FAQ’s, Statement of
Competency forms, and NCIG business rules.

» Ifyou have not previously registered your business, please follow all the

LOGIN steps in this user guide.

Go to ncicontractors.com.au and » Upon business registration, you will register your workers. Please refer to
click the “Register” button at the the Worker Registration user guide for help.
top of the page.
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CONTRACTOR INFORMATION SITE

About Contractor Management

Contractors working for NCIG must first be registered
in the online Contractor Management System.
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B Company Registration

* Thisis the main login and register screen, accessed from the Contractor
Information website.

* Bookmark this page to login each time you need to access the system.

LOGIN

Click ‘Login’ then enter your
username and password

- — 5
S Induction Management System
Ilewslle ﬂﬂal (For Subcontractors & Employees)

INFRASTRUCTURE GROUP

Test Mode

ﬂ Home Help | Terms & Conditions | Privacy

— Welcome

10-Jan-2019 22:08

Here you may

» Apply for registration of your company, and once your company has been

» Request the purchase of cards for your employees

Login

Register .
9 Enter your username and password to login now.
Click the register button if you want to:

® Find out if your company is already registered Username: |946208

* Apply to register your company

® Check the status of a registration application Password:
Register Logi n

Login

If your company is already registered, login here if you want o X
o Piiichate it for youl Siployes Request a new login for your company: New User Account

® Check your employee records Request new password for your login:  Forgotten Password

* If your company is registered with NCIG and you
already have an Onsite login, you may be able to log in here.
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B Company Registration

O

STEP 1

Enter a portion of your company
name to ensure you are not
creating a second profile.

If no results are found, click

If your company has been registered previously (even for another site
or project), you can use your existing details to login and won't need to
register again.

If you have not registered before, simply follow the steps on the
following pages.

“Add” and enter your

ABN, then click Find Company

“Continue”.

Enter a fragment of your company's name and click search.

|Flower Emporium I

Found 0 maiches

Add

Add Company

Please select the country and click continue.
Australian companies must 3's0 have their ABN. Use this
button to find ABNs in the Australian Business Register. LOOkup ABR

Country: | Australia v
ABN:  [32478 022522 |
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B Company Registration

If you need to change this to a registered trading name ,contact

I._‘|:| Pegasus.

STEP 2

Click your company name from the
search results.

Add Company

There are 3 names for this ABN.
Please click the name you wish to use for this company.

Main and Business Names

Name

Flower Boutique
Flower Emporium

* The system will pick your ABN-registered name for the company profile.

Pegasus
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B Company Registration

* Theinformation entered here will be displayed in your Pegasus
company profile.

O

STEP 3

« Contact details (email, phone, address) can be amended or updated in
the Onsite Track Easy database.

» Theuser details entered will receive all email and phone

. . communications for your company from Pegasus.
Enter company details; *fields Y pany e

marked with an asterisk are
mandatory.

Click “Submit” when all fields are
complete.

Add Company

To register your company please provide the following (% = mandatory).

1. Company 2. User
Name: Flower Emporium First Name: x :]
Comy sk e —
ABN 73984173848 Email % [
T —
Mobie 1 3. Declaration
Fa —
My name is: % | |
Website [ ]
Postal Address *[]1aman of this

Add Company

Thank you, Flower Emporium has been approved and you may now log into this portal.

An email has been sent to sconstable@pegasus.net.au with your login details.

Press continue to log in now.

Pegasus
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B Company Registration

'._\|:| or lowrisk.

STEP 4

Click “Apply” to move through the
company details questions.

Induction Management System
(For Subcontractors & Employees)

....................

* The questions you are given to answer will determine your company’s
risk category based on the services you provide on site - high, medium

Company Details

* Do you acknowsedge that you are 8 drect contractor o NCIG?

© ves

* Dencaes Masdassry Pl

* Does your company provide consulting or adviscry services 10 NCIG?

o §

* Which of the folowing represents your business type?

O Sole Trader
O Company. Joint Ventureimance, Trust, Parnership

14 x

Who is your NCIG site contact Contract owner?

O Naoes Dockr
O Anthony Richards

Pegasus

Powered by Onsite



B Company Registration

»  Work activities are set by the site. If you cannot find an activity
'__\D that matches the services you provide, contact Pegasus.

* The subscription box will list your risk category, expiry date, and
cost (if any). It will also provide notes regarding subscription

STEP 5 renewals if required.

The Work Activity section lists the
current service activity types for
contracting companies.

The next screen will be
the subscription details.

Tk * Denotes Mandstory Field
Work Activity
21 = Please identify the typels of work your company will perfrm by selecting sne or mare of the following scivities: (15

O Air consaning
O coul Sampling

O consuttant
0 craneewr
[ peiveryisuppiers Done g | ing |
O Erectical Total Cost: empry
L i o wa s You have successfully completed the Company Profile and can proceed to the next step.
O Government Bacy ® You may now purchase your for the foll lisnce category.
O Hydrauics ® This will allow you 1o uplsad Insurances and Licences and to maintain the currency of your compliance records.
[ Materials Handing Compitance Subscription
[ Mechanical [rype: [Caowory 5
[ other [Expires: |14 Jan 24
O pest contral Coat  [50.00 (pus GST)
O Plumbin Note: | A ronewal fee of SO wil be required on an annusl basis o maintain
—— your compliance, updisie your company profile, insurances and licenses.
[ Rai Provider
[ Refrigeration © The subscription will be issued immediately upon payment but it wil anly tske
o 3 effect when the additional compliance steps shown on the kft kave been completed.
Security
O Vessel Senvices
o Click the 80d to cart bution o purchase this subscription.  JEGRIIEETIS
Volunteer
Back Next
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B Company Registration

I |

STEP 6

You will be prompted to review
the shopping cart to ensure the
details are correct. Click
“Proceed”.

If an entry is missing from the shopping cart, click “Back” to add it.

If an entry appears in the shopping cart but wasn't selected, click
"Remove”.

If there is a cost associated to your company registration, enter
your credit / debit card details here. If there is no cost, simply
click “Continue” to generate your tax invoice for record keeping.

Complete the process on
the checkout screen and

@ Review shopping Cart

H ({4 Q ”
click “Continue”. L
User:  |Sarah Constable
Total: $0.00
Line | aty| ltom | Person |unit Cost| unit GST | Cost {ex) | Cost inc)
1 | 1 | Company Campliance Subscription| | soco| sooo] soco|  s0.00[NCIG Campany Complisnce Subserition from 14 Jan 2018 to 14 Jan 2024.
Total: | $0.00| including GST of $0.00

Proceed To Checkout

s | @ Checkout Shopping Cart

Flower

User: Sarah Constable

[ Total: $0.00

PURCHASE
@ Fres Items

No payment is required. Fress continue to proceed.

Pegasus
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B Company Registration

* You will be emailed your tax invoice (even if there was no
r\ charge) to the address entered at the company details section,
|:| and you can also download a copy.

¢ The document upload section (next step) will require you to
STEP 7 provide copies of insurances and/or trade licences. All
documentation must meet the site business rules.

Once the checkout process has
been completed, download your
tax invoice.

Click “Continue” to move to the
document upload section.

@ checkout Shopping Cart

|company: | Fiower Emporium |
|user:  [Serah Canstatie |

Purchase Successful

* Denotes Mandsory Fiskd
z £ Insurances >
Tax Invoice/Receipt
®  Thank you for your purchase. Below is the Tax Invoic
®  Acopy of this has been emaded 1o you. Click the DO! 11 = Pubic and for Products Lisility
x == Insurance.Llabliity.Public & Product
Invoics Number | Total {Inc GST). s :
Click here for = list of NCIG Busness Rules
582417 $0.00 Flease upioa0 2 singie fie
Upload
Logout Continue 12 = NSW Workers Compensatian
x C‘;_‘ Insurance Workera Compensation.NSW
Click Nere for s list of National Business Rules
Fizase upioao 2 singie iz
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B Company Registration

O

STEP 8

You will be directed to a separate
screen to upload your documents.

Select the document from your
computer, complete the

Scan and save insurances and licences to your computer to
upload them.

You will see a pop up notification advising that your upload was
successful. Click “OK” to be returned to the upload section.

Once all insurances have been uploaded, click “Next” to upload
any trade licences on the next page.

mandatory fields and
click “Upload”.

=3 Upload File for Flowsr Emporium
Verified doc

secure.onsitetrackeasy.com.au says

UPLOAD COMPLETED

The file has been successfully uploaded.

Pegasus
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B Company Registration

O

STEP 8

You will see a “Done” pop up )
notification when all

documentation has been uploaded

and you can proceed. Click

“Submit”.

Pegasus will review and verify your uploaded documents. If there
are any discrepancies to the business rules, Pegasus will return the
document and inform you of corrective actions.

Confirm the Safety Management System review acknowledgement
and “Continue”. On the next screen, click “Submit” to complete
your company registration.

Your business registration will be verified by Pegasus. On approval
you can register your workers. Please refer to the Worker
Registration user guide for help.

Done

The Safety Management [
System (SMS) Review is i o i e
the final stage of your AN v iy

application.

and will

Acknowledgement

* Denctes Mandsiory Field

1.1 = Do you acknowledpe that you may be contacied by Pegasus to arange 2 site auddt of your safety management sysiem

with this wal?

O Yes

Done [ Newt |

Yau have successfully completed the SMS Review.

® You may now submit your SMS Review for assessment.

the button to submit your data.

Pegasus
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B Company Registration

» Communication you receive may be reminders for expiring
I__‘D insurances, licences, or worker documents.

* You may also receive induction details, approval emails, and
return or corrective actions emails (detailing what needs to be

EMAIL COMMUNICATION provided) if a document has not met business rules.
EXAMPLES

Onsite Track Easy <do_not_reply@onsitetrackeasy.com.au>

oD
Here are a few examples of the

email communications you may
rece ive rega rd i ng you r CO m pa ny- Your request for a new user account has been sent to authorised representatives of Flower

» You will receive an email containing your login details once your request has been processed.

User Account Request for NCIG Contractor Safety Management and Inductions

Onsite Track Easy <do_not_reply@onsitetrackeasy.com

oD

Please contact Tes Tester if you have not received a response within a reasonable period of time.

Flower Emporium Started/Approved for Company C Email: test@tester.com

s For further assistance please contact Pegasus Safety
‘ Website: www.pegasus.net.au

Email: ncig@pegasus.net.au
Newcastle Coal

INFRASTRUCTURE GROUP

Dear The NCIG Contractor Safety Management and Inductions is powered by ONSITE TRACK EASY.
Your NCIG Contractor Safety Inducti i iption hias been apf Onsite Track Easy <do_not_reply@onsitetrackeasy.comau>
Company Name: oD PEGASUS MANAGEMENT PTY. LIMITED Apmovrd for Company Compliance
ABN:
By:
Approved On: 10 Jan 19.3t22:40 P

7 N
g ty 6ons port

OD mqﬁmawm‘ nCIG. INFRASTRUCTURE GROUP

Receipt/Tax Invoice ‘portal access will remain
&) Recopt Tax mvosce pat ing. Flease submit this Your Do seoroved.
Wl 7xn ) nsitetrackeasy. com.awportalinCIG.

Comparry Name: PEGASUS MANAGEMENT PTY, LANTED

cor Pubic and jor Products Lisbiey
By

Der Apgroved On: 10 Jas 10 1030

Thank you for nurfhnlng onllfm from Pegasus Safety. ; . ; , S

The attached receipt/tax invoice is your reference for any inquiries relating to this purchase. s PN

nsite Track Easy. Emat.  nciolipegus cet 0

Yours sincerely, Prone. 1300 308 304

Pegasus Safety

e Teach Easy.

onsite track easy
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FOR QUESTIONS OR ASSISTANCE, PLEASE CALL
1300 306 384

OREMAIL ncig@pegasus.net.au
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