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PORTAL



Company Registration

LOGIN

Go to ncigcontractors.com.au and 
click the “Register” button at the 
top of the page.

• This is 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.

• If you have not previously registered your business, please follow all the 
steps in this user guide.

• Upon business registration, you will register your workers. Please refer to 
the Worker Registration user guide for help.

http://www.ncigcontractors.com.au/


LOGIN

Click ‘Login’ then enter your 
username and password

Company Registration

• This is 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.



COMPANY REGISTRATION



STEP 1

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

If no results are found, click 
“Add” and enter your                 
ABN, then click                
“Continue”.

Company Registration

• 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.



STEP 2

Click your company name from the 
search results.

Company Registration

• The system will pick your ABN-registered name for the company profile. 
If you need to change this to a registered trading name ,contact 
Pegasus.



STEP 3

Enter company details; *fields 
marked with an asterisk are 
mandatory. 

Click “Submit” when all fields are 
complete.

Company Registration

• The information entered here will be displayed in your Pegasus 
company profile.

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

• The user details entered will receive all email and phone 
communications for your company from Pegasus.



STEP 4

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

Company Registration

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



STEP 5

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

The next screen will be                    
the subscription details.

Company Registration

• Work activities are set by the site. If you cannot find an activity 
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 
renewals if required.



STEP 6

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

Complete the process on                
the checkout screen and               
click “Continue”.

Company Registration

• 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.



Company Registration

• You will be emailed your tax invoice (even if there was no 
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 
provide copies of insurances and/or trade licences. All 
documentation must meet the site business rules. 

STEP 7

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

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

http://kb.pegasus.net.au/display/PMIBR/Mining+Business+Rules+%7C+NCIG


Company Registration

• 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.

STEP 8

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

Select the document from your 
computer, complete the             
mandatory fields and                      
click “Upload”.



Company Registration

• 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.

STEP 8

You will see a “Done” pop up 
notification when all 
documentation has been uploaded 
and you can proceed. Click 
“Submit”.

The Safety Management         
System (SMS) Review is                    
the final stage of your      
application.



EMAIL COMMUNICATION 
EXAMPLES

Here are a few examples of the 
email communications you may 
receive regarding your company.
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• Communication you receive may be reminders for expiring 
insurances, licences, or worker documents. 

• You may also receive induction details, approval emails, and 
return or corrective actions emails (detailing what needs to be 
provided) if a document has not met business rules.



FOR QUESTIONS OR ASSISTANCE, PLEASE CALL

1300 306 384

OR EMAIL   ncig@pegasus.net.au


