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LOGIN

On the home page, enter your
username and password and
click on “Login”.

INFRASTRUCTURE GROUP

ﬁ Home

app2 Login

change server
Enter your username and password to login now.

11-J2n-2019 1545
Login

Request a new login for your company: New User Account
Request new password for your login:  Forgotten Password

o If your company is registered with NCIG and you
already have an Onsite login. you may be able to log in here.

e Induction Management System
“ewstle ﬂﬂal (For Subcontractors & Employees)

Help | Terms & Conditions | Privacy
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B Worker Registration

This is where you will enter your company’s workers. If

required, you will order their site access cards and book
inductions.

O

= Use the system to update worker profiles and information, or
STEP 1 to add competencies and skills.

On the home page, click “Manage
Employee Data”

Search for an existing worker or
add a new worker

Welcome to your cofipany's login area

From here you can manag ee roles and Company Relationships.

Manage Employee Data

Employee Compliance [ shopping cart |

PLEASE NOTE: Just because a card is shown here does not mean you
entitled to a card before you order it. You may not qualify for a
If you' about lease contact the portal

View Employees

"
Description: | NCIG Per Compliance Roles and Card pent

® Subscription (included in Iniial Registration)
* Role selection

® Photo upload

 File uploads

® Optional Onstte Card

Company Relationships g

$99.00 (plus $9.00 GST) for iniial registration and subscription
Card Cost: Free Card
Subscription:

EMPLOYEES LIST

Enter a name fragment (blank for all) and click search
(— s 5

to st your employee:

24 months duration
$50.00 (plus $5.00 GST) per Subscription Renewal on expiry

L]

You can also select employees that have not yet been entered.
Please click search first to make sure the person is not already in your employees list.
Then an Add Employee button wil be provided.

Pegasus
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B Worker Registration

O

STEP 2

Click “Add Employee” to enter a
new worker, or search for and
select an existing worker to
update their profile.

= Here you can add site-specific data to a registered worker, or
create a new worker’s profile.

» |frequired to order a card and select roles, tick both boxes in
the table of existing workers.

» |frequired to only select roles, tick the select box.

» |frequired to update a worker’s documents, only tick the
select box.

Found 0 matches

Employee Compliance Shopplg Cak
Total Cost empzy
PLEASE NOTE: Just because a card is shown here does not mean you may order it. Fizase ensure the person s
entitied to a card before you order it. You may not qualify for a refund if your order is rejectsd.
If you're unsure atout any card order please contact the pontal administrator {see detads on the help menu).
Description: | NCIG Personal Compliance Roles and Card ‘
Requirements: | Subscrption {included in Initial Registration) mm —
¢ Foke seicion Ve,
® Photo upload
® File ugloads
* Optionz! Onsite Card
- - EMPLOYEES LIST
Registration: §50.00 (plus $5.00 GST) f°rl [P  Enter o name fragment (blens for al) and click search
to list your employees
ca'd co* Ffee Cafd Found 7 matches " i
Subscription: | 24 months duration Tick one or more of the Select and Card Required boxes, Register Employee
§50.00 (plus $5.00 GST} p then click the Submit button to proceed with this selection not yet in your employees list
Select| Card Required? | Last Name | First Name Previous Approved Role Selections N Card History| Reason Select Disabled
Back (] Constable |Sarah (none) netau| 02 Nov 2015
O Spurling  [Sarah (none) Ppgonzalez@pegasus.net.au |01 Mar 2016
EMPLOYEES LIST [m} Burwell | Sarah (none) nhalam@pegasus.netau |23 May 2017
(m} Patel Sarah (none) kdundas@pegasus.net au

: Search gm- Turner  |Sarah (none) kdundas@pegasus.net.au Employee is not a Contractor
Add E mployee ﬁigyset,e;,E,m * Unavailable because 'Employee is not a Contractor’

O Test rah

a Tester  |Sarah (none) netau

You can only select employees who are not contractors if they are
employed by a company that is a NCIG site employer.

Contact Pegasus Safety if your company needs to be added as a site
employer, or log into the Onsite web and add make your employees into contractors.

Pegasu
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B Worker Registration

» Details are saved to a worker’s profile.

= Details such as address, phone and email can be amended or
updated in Onsite Track Easy, the database of this system.

STEP 3

Enter the worker’s details, upload
all mandatory requirements
highlighted with an asterisk, tick
the “Terms & Conditions” at the

. g .
“ ”» Continue Entry of Tess Tester Shopplng Cxt
ottom and Clic ve . Tota Cost: emp]
Please enter fields. uplosd files and then submit the dats (% = mandtory )
on istration wiil ce forthis person  Empioyes Status m
Add Employee to Flower Emporium ' 1. Fields 2. Identification
« R . oo B s i o e o 11
ubmit whnen aetalls are e Current Dot ———————
1. Fields 2. Identification Added By: Sarah Constable
Plesse ener tre requrad fis First Name: % fess
Current Dt Tra you can procesd _— 7
Radedty e Middie Name: 3. Files
. ;‘23;"' 2 —_— LastName: ® [ester No file uploads are required
ams: i =
confirmed m— 5.es s
Dse ot 8 T assn e i/ 8 Drivers Lie. Numzer )
Orivers L. Nurzer: I Them you s upload the g Drivers Lic. State 4. Submit
Orvers L. State 1 Drivers Lic. Class — Click submit to send th data for procsssing.
Orivers i, Class: 1 i ST ——
Driers L. Expiry 4. Subiit Mo Loy L | Submit
- Plesse enter 3l the require Gender: v)
Address Thayo wllhe sbie 1o sl Address: On submit a Onsite Track Easy
On sutmit  Onsite Track E3 card will be purchased for this person.
Town: ‘card wil e purchased for thi Town:
SuteFrovice S
Fost Code:
Phone:s I — Powt Coe; i —
Emaa o Fhone: % 0420 431 180
Nextof Kin Frst Name: Emaia hest@testercom
Nextof Kin Last Name: Next of Kin First Name:
Hextofku Plope Next of Kin Last Name:
Naxtof Kin Emit ;
Nextof nRelatonshis:  Plessaseect ¥ Next of Kin Phone:
Contractor: ¥ The Contractr e wil be added fo this new emplayee Next of Kin Email:
Previcus contact detas Nextof Kin Relatonship:  [Pleaseselect v
Enone Contractor: « The Contractor role will be added 1o thés new employee
s
A - - Historical Data Pravious contact defsits
il Fhone:
Swte/Province: Emai
Post Code: Address:
Declaration: # @ | agree with Terms & Conditions and Privacy menus Towin:
SwteProvince:
Save Post Code
Declaration: @ | agree with Terms & Conditions an3 Privacy menus

Pegasus

Pueress by Onsile:



B Worker Registration

» Clicking “Process” will take you to the correct page for the

| ' process you are completing.

= The details entered in the Registration, Subscription, and Roles

STEP 4a sections will be the contact for that worker. That person will
receive approval, return and expiry reminder emails, and
Click on the word “Process” induction booking emails for the worker.
located in the f'.rSt SeCt"-?n of the * |t's recommended to enter a company administrator’s email
employee data information table. address.
On the next screen, select role/s = For further information regarding role selection, see next screen
for the worker, enter the details of
their profile administrator, tick the
declaration box, and save.
Employee/fompliance ’ T;::‘:Z"::’;w

. Card? | LastName | FirstName | General Roles Files Done | Infos Done | Cost Data Status Payment
Process no | Tester Tess x $55.00

v =Entersd X = Mandatory Not o urole data i 3
2 ; : 9 S opping Cart 13 requirements:
Action: Click ‘Prossss' to continus an @ Registration, Subscription, Roles ' Data Lookup
Each parson requires General entries, the
SELECTION
[ Action [ cCard? [ LastName [ FirstName [ General | Roles [Files Done [Infos Done | Cost | Data Status | Payment |
Back [Processingm | no |Tester [Tess | X | | [ [ 500 |

=Emeed X =Mandstory NotEntersd X = Optionl Not Entered Click link to view role data requirements

PROCESSING: TESS TESTER
Sapirsion i )

GENERAL%

Registration, Subscription, Roles

Select Roles Mandatory; Requires valid sefection

Rokes: Enginzer- Civi

Pegasus




B Worker Registration

= Rolesare selected based on the type of work the person was recruited

I_T:I for.

= Multipleroles can be selected.

STEP 4b Select aninitial role for a new worker and a re-induction role for
workers requiring a re-induction.

Click on ‘Select Roles’, then scroll itrstion Wescripton, Rolss e

to the bottom of the pop-u — - s
= «“« p p ”p ; l { x I I { {Sﬁéﬂuw

window and select “Apply”.

X =Optional Not Entered Click nk to view role data requirements:
Role Data Lookup

Onsite Cardholder Roles Popup - Mozilla Firefox

i | ® @ nhttps://epe.onsitetrackeasy.com.au/portal/common/popup/rolesjsp  *** & ¥

Select Roles Mandztory; Requires valid seisction

Roes: Enginser-Cai NCIG Portal Work Roles A

Previous Roles: ‘(nm_g)

mz:z:g |Sarsh m%”;] Name of person Class:

- [ e Tick all required roles and click Apply button at the bottom
Declaration: ¥ | agree with tne Terms & Condions and Privacy menus [ Administration Assistant
FR A i s Save [ ion Assistant (Re-induction)
[ cleaner General
[ Cleaner General (Re-induction)
[ coal Sampler
[ coal Sampler (Re-induction)
[ collector
[ collector (Re-induction)
|:| Compensatory Habitat Worker
[J consuttant - General
|:] Consultant - General (Re-induction)
[ peiivery Driver / Heavy Machinery Driver
|:| Delivery Driver / Heavy Machinery Driver (Re-induction)
[ Delivery/Supplier
[ peiivery/Supplier (Re-induction)
Selected Roles —
Trade - Pest Control Technician. Apply =

[ Engineer - Electri 0l o

Pegasus
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B Worker Registration

O

STEP 5

Files marked with a RED asterisk
are mandatory and MUST be
uploaded.

Click on icons such as Word or
PDF symbols to download the
form for that competency to be
awarded.

File upload requirements are determined by worker roles.

Files marked with a red asterisk are mandatory. You cannot
submit an application until they have all been provided.

Files marked with a grey asterisk are optional. They can be
uploaded if the worker holds these competencies or wishes to
have the data on their profile.

Click “Upload” to be taken to the correct section to complete
the process.

hid files @)
* Civil Engineer Degree
§—==d Engineering Civil Course Degree
Mandatory for Roles: Enginesr - Civl
[Cick here for a st of NCIG Business Rules
Uploaded File:
Name Issue Expiry Comment Open Edit Remove
Test Doc ?.; Edit Remove
le2 % Construction Induction Card
§-==d OH&S-WHS- Construction Induction Card
Mandatory for Roles: Enginesr - Civil
[Ciick here for a list of NCIG Business FRules |
Flease upload 3 singie fie
Upload
File3:% Drivers Licence
X {=d (GRP)DriverLicence GovtIssued
Mandatory for Roles: Enginesr - Civil
[Ciick here for a list of NCIG Business Rulss |
Flease upload 3 singie fi
Upload
Filed:* Photo
X Mandatory Cardholder Photo
Fead and shouldzrs well it photo taken from the front with  o/ain background. Flease remove hat or sunglasses. Image can b larger than
needed as ft vill be framed and cropped before printing on the card
Pleas upload 3 photo of this employee
FileS:% Statement of Competency (SOC)
X &= site- Statement of Competency
Mandatory for Roles: Engineer - Civl
[Cick here for 3 fist of NCIG Business Roles
Do o ; ﬂ olick icon o downiosd
Please uplosd 5 singie iz

Pegasus



B Worker Registration

O

STEP 6

Once you have clicked “Upload” on
the Files screen, click “Choose file”

to upload the required document
from your computer. Once
completed, click “Upload”.

You will see a confirmation pop up.

&= Upload File for Tess Tester
Verified doc

The file you upload here is classified as a Verified doc, which means:

y * it must be an official that i P the description below
® it must clearly contain the name of the person shown above

o if it contains an issue or expiry date you must enter them in the fields below

If any requirement is not met, the upload and i will be rej

Various documents satisfy this upload requirement. Select vour Document Type below.
If you have any questions contact the portal administrator listed on the help menu.

Description:  Drivers Licence
Maximum Size: 2 Mb
Requirement:  Click here for a list of NCIG Business Rules

File to Upload: % | Browse... | No file selected.

Name: % [

Click “Upload” to upload a document that meets the role
requirements. The document must first be saved to your
computer so you can select it.

Click OK on the confirmation pop-up to return to the file
upload section.

secure.onsitetrackeasy.com.au says

UPLOAD COMPLETED

The file has been successfully uploaded.

Pegasus
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B Worker Registration

= The Business Rules will help you understand the
I._‘|:| information that must be supplied to meet role

requirements. Find the rules by clicking the link in the
file section.

BUSINESS RULES FOR = The Business Rules specify document and upload
ROLE AND COMPETENCY requirements, and example documents. Competency
REQU|REMENTS expiry periods will be noted here if required.

Click the NCIG Business Rules link
in the file details section.

File1: ® Construction Induction Card
x Q-_i_g OH&5-WHS.-.Construction Induction Card
Mandatory for Roles: Cleaner General

| Click here for a list of NCIG Business Rules

NCIG Business Rules | Statement of Competency

Created by Lauren Chock, last modified by Anika Riley on Sep 08, 2017

Pegasus
MINING BUSINESS RULES

v Statement of Competency

Competency Competency Requirements Upload Requirements Examples

Site. - . Statement of Competency « All of the SOC is to be completed and signed by direct supervisor or manager = Enter into the system from date signed.
« Role listed on SOC form must be identical to the chosen role in Onsite
« Must be in PDF format - Word format not acceptable <
« Must be current

Page Version: &
Note: This Document s not version controlied when printed.

Pegasus

Pueress by Onsile:



=

INDUCTION BOOKINGS
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B Induction Bookings

» Training details are at the bottom of the file upload
| ' section. Training is determined by work role.

= Click “Edit” to enter the email address where user
details for online training and booking confirmations for
STEP1 site inductions will be sent. Click “Save”.

Once logged in, enter or find the » Click “Book” to choose a date and time for site
worker’s profile to book their inductions. Some online inductions may be auto-booked.

inductions and training.

TRAINING hide training @)

Bookings

The following tabie lists the fraining required for this employee’s role selections. All Auto-Booked fraining
will automstically be booked snd added fo the shopping cart when you submit this persons spplication.

& =0 Required | Competency | .. Reason
Induction Training Status | Access Cost | GST By Roles Ot History Unavailable Book
1. NCIG Combined Level 1 & 2 Induction Initial Approved | $49.00| S4.80 II' Book

Required By Roles Legend

1 Engineer - Civil

Competency Overlap Legend
1 Site.Induction.Level 1 General induction

Training Email

Piesse enter a valid employee email sddress. It will be used to provide access fo iraining for the empioyee.
An invalid address will result in the employee not being sbie fo I the training requi tz for thiz zelection.

Emait: Esi@tes[ef_cm\

Training Declaration
| agree to purchase any outstanding training listed above for this employee

At
- and that they will undertake this fraining within 3 reasonable time frame.

Pegasus
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B Induction Bookings

» Click “Book” next to the chosen induction.

[ » Allinductions are “On Hold” two days prior so no further
bookings can be made.

STEP 2 = |f you need to book a worker into an induction that is no
longer available for selection, contact Pegasus to discuss

Book site inductions by selecting the options available.

from the times and dates listed.

Book Training for Flower Emporium ﬂ Shopping Cart

Total Cost: empty

AVAILABLE INDUCTIONS Sort by: [Induction ¥ |

Click induction name to view exira details or make a new booking.
All bookings must be paid for with a Credit Card.

Classroom Inductions

Student numbers are limited. The Avail column shows how many places are left in each session.

Induction | Induction # Date Time | Duration | Capacity | Att'ees | Avail| Cost | GST |Files|Infos|Venue
Book 69055 | Tue 15 Jan 2019| 7:45am| 4 Hours 20 2 11 | $40.00| 54.90| 1 5§ | NCIG Training Room
Book 88052 | Tue 22 Jan 2012 | 7:40 am | 4 Hours 20 2 18 | $40.00| 54.9C| 1 5 | NCIG Training Room

* Indicates induction cost is paid for by the site.

Pegasus
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B Induction Bookings

O

STEP 3

Upload booking data before
processing and paying for the
induction.

days of the induction.

company.

= Drug and alcohol test results must be dated within 14

= The test must be performed by an accredited testing

Booking Data for 1. NCIG Combined Level 1 & 2 Induction Initial

BOOKING EMPLOYEES

[ Action [ LastName [ FirstName | File1% [ info1 % [ info2 % [ Info3 % [ infod » [ Info5 % Status

|Processing>[Tester lTess | X | X I X I X l X I X

File1: %

DATA FOR TESS TESTER

Drug & Alcohol Test Results

Mandatory for Roles:

Expiring: No

Please upload a nega!rve Drug and Alcohol test completed within 14 days of the induction date. The D & A test
needs to be d by an testing

(if submitting booking request prior to 14 days please up(oad 3 Drug & Aicohol Test boo(mg confirmation for a

date booked within 14 days prior to induction date Negative results must be submitted via the Portal by 12

noon the Friday before the scheduled induction date}

D & A screening must be in accordance with AS4308
Urine testing shall screen for:
- Amphetamines
- Benzodazepines
- Opiate
- Cannabinoids metabolites
- Cocaine Metabolites
In the case that a positive D & A testis received ion that the drug is consistent with
declared medlcatlon must be submitted with the D & A paperwod(

Plesse velosd cne or more of these files

Pegasu
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B Induction Bookings

O

STEP 4

When all the fields in the
information table have green tick,
click “Add to Cart”.

» Theinductionis added to the shopping cart, and you will
be directed back to the file upload section to add a
subscription fee to the shopping cart.

= The small image below displays a notification that the
training needs to be paid for if required.

Booking Data for 1. NCIG Combined Level 1 & 2 Induction Initial

BEOOKING EMPLOYEES

Action

Last Name | First Name | Filet % | Info1 % | Info2 % | Info3 ® | Infod % | Info5 % Status

Processingp

Tester Tess v v v v v WA READY FOR CART

secure.onsitetrackeasy.com.au says

Add To Cart PURCHASE TRAINING

This selection requires training to be purchased before it can be
submitted.

You will be redirected to the checkout shopping cart page to proceed
with this.

This selection will automatically be submitted once all training

requirements are purchased.

Pegasus



B Induction Bookings

= Each payment will appear individually on the invoice -
| ' so subscriptions, training and so forth are separated.

» The induction item will only ‘pop up’ to be added to the
shopping cart when the worker is due to be re-inducted.
STEP 5

Click “Add to Cart” to pay for both
subscriptions and
training/induction fees in the
shopping cart.

Click “Review” to go to the
shopping cart checkout.

Shopping Cart
. uanti Cost
Employee Compliance et S hmoliance: e 555.00
1. WCIG Combined Level 1 & 2 Induction Initial 1 $53.20
|Review! Total Cost: $108.90
SELECTION
Action | Card? | Last Name [ First Name | General | Roles | Files Done [ infos Done| Cost | Data Status |  Payment
[ [ no [Tester [Tess v [Engineer-civi 50f5  |0cf0 | s5500 RSESS IN CART
«d X =Mandatory Not Entered Back SFERME Add To Cart Terminate Click link to view role data requirements:
Acuon: unck Process' to continue an entry, and when complete, submit it or acd it to the shopping cart. Role Data Lookup
Each person requires General entries, then File uploads.

Pegasus



B Induction Bookings

= All payments are final, so ensure you have confirmed
| d and reviewed the role, documentation and worker’s
|:| details.

» Checktheinductionis correct for the areas the worker
STEP 6 may need to access before processing payment.

Review the worker’s name and
details, including the role, before
processing payment.

Click “Proceed to Checkout”.

ﬂ Review Shopping Cart

Company: | Flower Emporium
User: Sarah Constable
Total: $108.90 inc GST
Line | Qty Item Person | Unit Cost| Unit GST| Cost (ex) | Cost (inc) Description Remove
1 1 |Course Booking Tess Tester $48.00 $4.00| 340.00 $53.80 | Booking for Tess Tester into 1. NCIG Combined Level 1 & 2 Induction Initiai . To be held at NCIG
Training Room on Tue 15 Jan 2018, starting at 7:45 am and lasting for 4 Hours
2 |1 C i Tess Tester|  $50.00 $5.00| $50.00| $55.00 istrati iption, Roles for Tess Tester. remove
Total: | $108.90| including GST of $9.90

® Some course bookings cannot be removed as they are requirements for card orders.
® Remove the relevant card orders to enable course booking removal.

Proceed To Checkout

Pegasus
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B Induction Bookings

O

STEP 7

Enter your credit/debit card
details and click “Continue” to
complete the payment.

A tax invoice will be emailed.

the tax invoice. You will be emailed a PDF version.

@ Checkout Shopping Cart

Company: | PEGASUS MANAGEMENT PTY. LIMITED

User: Sarah Constable
Total: $108.90 inc GST
PURCHASE

O Purchase Order

@ Credit Card
Gard Number.
Card Type: VISA >
Card Expiry: 01 V] [2019 v
Card CWV:
Cardholder Name:

B Please enter your credit card detsils and click continue to process the purchase

* When the payment has been processed, you can download

Q Checkout Shopping Cart

IComw.y: | Pegasus Management Pty. Limitedl
| User: | Sarah Constable

Processing ... Please Wait

Please wait for your payment to process.
Do not use the browser back button.

g Checkout Shopping Cart

Pty. Limited |

| j Rou
[user [sarah constable

Purchase Successful

1 Employee Compliance has been submitted.

Tax Invoice/Receipt
®  Thank you for your purchase. Below is the Tax Invoice/Receipt.

®  Acopy of this has been emailed to you. Click the Download button to access it now.

[invoice Number [Total (inc GST) | Method [Detaits

| 582401 ‘ $10800|0REDIT_CARD| Download

Pegasus
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B Induction Bookings

O

EMAIL COMMUNICATION

EXAMPLES

Here are a few examples of the
email communications you may
receive regarding your worke

Dear Amanda

Your employee has been registered with the Pegasus Safety Inducti Website: www.pegasus.net.au

Employee:
Company:
Approved By:
Approved On:

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

oD
User Account Request for NCIG Contractor Safety Management and Inductions

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.

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

Email: test@tester.com

Mark
Pty Limited
Jazzie Agustin

For further assistance please contact Pegasus Safety

Email: ncig@pegasus.net.au
Phone: 1300 306 384

The NCIG Contractor Safety Management and Inductions is powered by ONSITE TRACK EASY.

For further assistance please contact Pegasus Safety Inductions.

Email:  inductions@pegasus.net.au

Phone: 1300 306 384

L)

.
onsite track easy
The Pegasus Safety Induction Bookings is

oD

76 KB

Dear

Yours sincerely,
Pegasus Safety

Receipt/Tax Invoice

Receipt Tax Invoice

Thank you for purchasing online from Pegasus Safety.
The attached receipt/tax invoice is your reference for any inquiries relating to this purchase.

Pegasus Safety Online <do_not_reply@onsitetrackeasy.com.aus

stration includes
aining history, col

Dear Rino
The following parson has NOT been approved for Rail Industry Worker card

Person: Mark

Kirbie Miller

Hi, the

Reason: of attainment with the specific TFNSW paragraph on it from an approved provider. Thankyou

|

Pega
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FOR ANY QUESTIONS OR ASSISTANCE PLEASE CALL
1300 306 384

OR EMAIL Ncig@pegasus.net.au
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