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REGISTERING AS A USER

Ausgrid Partners Safety Management System

Please follow this step-by-step guide to register your business in the Partners Safety Management System.

( reate Account
£8 210

Your Full Name*

Username™*

Login

Recover my password
Password *

< Create Account

Step 1 Step 2

For first time users, click “Create Account.” To create an account, enter a username, emaill
address and a password. Once you have filled in

the marked fields, click “Submit.”
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REGISTERING AS A USER

I'hanks for

creating an

ACCOLINT

T R W W L]

Returnto Log In

Step 3

You will now be sent a veriication email to the

page 5

PLEASE NOTE,
THE ACTIVATION
LINK WILL EXPIRE
WITHIN 2 HOURS
OF BEING SENT.

Password

Login

Recover my password

< Create Account

Step 4

Activate your account by clicking on the link
In the veriication email. To sign in, enter the
username and password that you created.



REGISTERING AS A USER

Community Select Authorised Contractor System

For Questions or Assistance please call 1300 305 072

User Profile

Account Details

activation email by pressing the 'Resend Account Activation Email’ button

Username *

testerl

Email

testingl@maildrop.cc

Personal Details

First Name

Tester

Last Name

One

Sus

Powered by Onsite

Pega

Your account has not been activated. To activate you must follow the link in the activation email which was sent to you at the time your account was created. You may resend the
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Please note

If the activation link you are sent
expires, you will be redirected to this
page. Please complete the required
iInformation to resend your account
activation link.
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RECOVERING YOUR PASSWORD

L og In

i, =y
h!

P e 1:—- :_— A |'I A T e

F dSoMV O h]

Password

MNe've sant you anemal with s
2 fead and Tolhol
provided instruchicns.

Recover my password

Login
Step 1 Step 2 Step 3
Click on “Recover my password.” Type in your email and select “Recover.” An automated email will be sent to you. Please

remember to check your junk mail.
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RECOVERING YOUR PASSWORD

Step 4

Once you receive the email to reset your password,

Account Recovery please click the link provided.

Falh lmirarsal |

A racasst hea haan mAada 10 mest pour aoncirt pakTannt. Gl tha losng Ink o nraaks & e paaswnns

e e T — R — T e e —— T

Trig lirk wil seping within 2 houm of bRing 3am.

Plrasa nota: tha rapy sddrmes or 1hia el s el maniine.

Aireamby

Pajasus Supoar
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Change
Password

Password

Re-Enter Password *

Please fill in the marked fields | {:hﬂHEE}

Step 5 Step 6

Enter your new password in both of the ields. Your password has successfully been changed.
Your password must be a minimum length of Please login using your username and new

Ive characters. Next click “Change.” password.
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REGISTERING YOUR BUSINESS

FEQﬂSUE" &tiran= 1 Pagasus » Onsite Company Compliance Portal

For support pleasecall 1300 447 433

M vme

Manag= My Buminess B I._.! E:- E r_ll ESS DEta i

Datadls

s Registration
S b2t the courbry that your business oporates in

Managa My Oifice

Lo S Lustralia Changa

=) Er, 4,01
Feaca enter tha ABM of your business [without spaces] and dick Saarch!

= |Fwonir biisiress |5 Nsbad in thee resial 15, cFok 'Ragister with this businass’

& P wouir Dl reas e not lietad in the sesiits, click Badd this blicnag

Cron't krow wour ABNT Find it here.

ABN Seesrch

Step 1

Australian based companies enter your business ABN and click “Search.”

Companies based in countries other than Australia, select “Change” in the country ield and enter the correct country. Enter your business number and
click “Search.”
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REGISTERING YOUR BUSINESS

Registered Business Name ONSITE TRACK EASY PTY LIMITED

ASIC Number 098220743

Select Preferred Business Name

W g
th
R
(i
e
0

ONSITE TRACK EASY PTY LIMITED

"ONSITE TRACK EASY'

-

2 Item(s)
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Step 2

Select your preferred
business name from the list
provided, then click “Add this
business.”



REGISTERING YOUR BUSINESS

Business Details Registration

Please complate the business details form below.

Business Details
Registared Busines=N... ONSITE TRACK EASY PTY LIMITED ABN EB4098220743

Buzinez=Name "ONSITE TRACK EASY' Country Awustralia

Contact Details

Mame *

Emal -

Step 3

Enter the business detalls in the form, agree to the declaration and then click “Request Registration.”
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REGISTERING YOUR BUSINESS

Step 4

Read the Business Registration information then click

; 1 . 1
In order to become an authorisad contractor, you must mest all criteria set by Pegasus and satisfactorily complete the following steps: CO ntl nue.

Company Reglstration Suhscription Crhocument Liploaids

1. Complete all sections of the Company Registration Questionnaire, including Agreements.
2. Upload all relevant licenses and insurances as requested. You will need to upload current documents that can be verified against the ABN and Business Mame used to register.

3. Complete the Safety Management System assezsment if promptead.

Pleace note vou will be required to complete the full contractor resiztration process before you are compliant.

Step 5

Complete the Business Registration
guestions.

Please note, some guestions will require a
typed answer.

Company Registration Subscription Document Uploads

Business Details ) -

@ Please select your business structureftype.

@ Private Company
S0le Trader
loint Venture/Alliance
Partnership
Public Company
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REGISTERING YOUR BUSINESS

Company Registration subBacription Document Uiploads

Questionnaire Summary

Business Details Undate srewers >
High Risk Categories of Work Updsts answers >
Work Categories Updat= snovwers >
Insurances Update answers >
Demo Components Update answers >
Accreditation Update snewers >
Confirmation Updete answers >

4 Back

Step 6

Please review your Business Registration answers in the questionnaire summary by clicking on the arrow (>) to expand your answer. Once you
are satisied with your answers, select “Submit Answers.”

If you would like to adjust a question, click “Back.”

Once you submit you will not be able to go back and change your responses, so please do take the opportunity to review.
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ANNUAL SUBSCRIPTION

Vendor Registration Document Uploads SMS Review - High Risk Safe Transport Assessment Safe Transport Assessment Uploads

Payments made to Pegasus are for the verification of uploaded documentation and auditing as required.
Under no circumstances will a refund of fees be granted after the document verification process has commenced.

If you are ready to procead plaase go to the next page to make your payment by Cradit Card through Paypal or via a Paypal account. Once the payment has bean complatad a tax invoice will ba genarated automatically.

Step 1

Read the subscription detalls, then
select “Continue.”

Step 2

Your subscription type may be spilt into
two types, the irst will be your annual
subscription and the second based on
the category of SMS audit required.
Purchase the subscription by clicking

“Pay”.



ANNUAL SUBSCRIPTION

Your order s Wrmimany

Pay with my PayPal account

Pay with a credit or debit card

PayPal

Step 3

You can pay for your subscription using the following options:
L. Using an existing PayPal account.

f you choose to pay via PayPal, you have the option to save
hese details and create an account with PayPal.

2. Pay with Credit or Debit card.

’lease note you do not need to have a PayPal account to make a
yayment via this method.

Step 4

Once your payment has been executed successfully
you can view and save your invoice. To continue,
select “Next.”
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UPLOADING DOCUMENTS

Step 1
Document Uploads P
Please proceed with document upload by clicking on the upload document button. Note, if the same document appears multiple tmes, you will only be reguired to upload it once. Upload a” Of the requeSted
documents by clicking “Upload
Ceartificate Documents Status Document.”
Upload the following documant
Public and Product Liability Insurance Public: and Product Liability Insurance T < ——
Step 2
< Public and/or Product Liability Insurance To review more information on the acceptance
e e criteria for_the dpcument, click on Busmgss
Rules” which will open a new page showing more
detalls.

Drag a file here to add it.

When reviewed click “Select File” or drag and drop
the ile into the white rectangle to add the ile.

Maximum File Size 10MB

Supported Media Types  Text File, JPEG Image, PDF File, PNG Image, Microsoft Word il Fill out any mandatory ields before selecting
iti i “Submit.”
Enter Additional Information
Policy Mumber Start Date * End Date*
20/8/18 B =
Insurer
Item
Amount
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UPLOADING DOCUMENTS

Document Uploads

Cartificate Documents Statusz

Upload the followins document

Fublic and Product Liability Insuranca Pending Verificati
e i Bl = »  Public and Product Liability Insurance View Document A s

Plaase procead with documant upload by clicking on the upload documant button. Mote, if tha sama document appears multiple times, vou will only be required to upload it oncea.
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Step 3

Once all of the documents have been
uploaded and their status is showing
as “Pending Veriication” select
“Next” to continue.

Please note, the “Next” button will
appear once all of the documents
have been uploaded.



SUBMIT BUSINESS REGISTRATION

Step 4
Thank You Once you have completed your
Your business profile has now been creatad. If we have any guestions regarding your application or dooumentation one of our friendby staff will contact business registration’ select
wvou using the details you have provided, “Submit.”

By clicking an the submit button on this page, your profile and docuoments will be lodged for verification, and you will be returmed to the home page.
From here you can continue with the next step in the process by creatine additional office locations and contacts.

Clicking on the Manags My Office Locations tile waill allow vou to create additional office locations and enter address and contact details for these
locations.

Clicldng on the Manage My Businass Datails tile will allow vou to adit vour business information and adit or areatae maw contact details.
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REGISTERING AS A USER

e ol ek Blsk s red rr o oo rewctoie the drciemiores wresdll roeves b asloesd fo oplnad @Al B ceed toooorcdoct o Safety b amap sment Secbern [5hA%S) revlsse

AN S ez 3 an indepemcenl desk lop gud Lol wour Work Heall gied Sale oy docor il coanp leied by aguealiliesd WHS prolessional, The resieae wall oornpere soar filormralmm agdinesl el and id sy pegua=imenls Lo

SRSLMT ALE Festoms e mcctinge these oblirabons.

I yer s nwisl s Lz azeniggabal v b S b B b frnrmes sesctiia L pomon s o kol D warese L opaan il Ths ol Bis o bggog sraa esnzand iveis Ircneivelmsse s poan lindslesd g e bod =Hecainr.

U ez yvazw gy e docuamien il aee lzbile Cronnsour pesrenl oornpszom.

| Fea dlnimesn be e s T 3e P nnsy Trechiocds, Bark ara mod Brnbrad o

s Kk Managament Froweadiras

LR THE LR Rttt o LR et o T

# Troimre ooz e irchudivg i adocl so imenaze el
# |ncidert Marzqoment Procodure

® | Irig amd Slrodhrd mEnagsrsSsnT

To Pl g pon o adbs wou r St rarela, FeEa e Uk pou wiziEtha Fepssus SRS K eowvledes Base

Wi menramy further Infoemation or asslstanes phesve coneact Pogasaos Cisroemner Serdoe on BC2A00 72

Safc Trareport Asrcsoment Liabzads

FEHREEDH jiHL cil = s

Step 1

Partners may be prompted to
complete a SMS review. Your SMS
category will be based on the type
of work you perform and the safety
accreditation your business holds.

Please read the SMS review
Information then select “Continue”
You will be able to access the
knowledge base for examples and
further requirements by clicking
on the hyperlink “Pegasus SMS
Knowledge Base”

We recommend opening this in a
new tab so you can switch between
the two tabs if required.

Step 2

Answer each of the questions before
selecting “Proceed”.
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MANAGE MY BUSINESS DETAILS

it z i st Step 1
P Fliren LIRS LK EASY PTY LB = Unsite Lo any Lo ance Porta
Egasus & Hiren B ONSITE TRACK E PTY LI nsi Ompany mphance Forta

or support pleasa call 1300441 433 After registering your business in the
Partners Safety Management System, you
will need to manage your business
details. This includes business
Information, compliance documents

and transaction history.

[* Hume

/|

23]

b ariaghe bty Bisiness Dietails

==
'- ﬂ'M%’ erpt= < ikt T S el | To manage your business details
o w N from the home page, select the
% o | “Manage My Business Detalls” tile.
Rl Sy, You can also select “Manage my
Business Detalls” in the menu down
the left hand side of the page.

e e Dosieees Re il Step 2
DB To update or edit your business details ensure you have selected “Details”
A s o from the tabs under the “Manage My Business Details” header.

Make any required adjustments, then select “Save.”
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MANAGE MY BUSINESS DETAILS

< Sydney Head Office Step 3
i ﬂ To add a new business contact, select “Add.”
vy | el CaF e Step 4
R e Please select “Add” for each section of information: Emaill
~ o [ EE Address, Address and Phone number.
Step 5
New Email
Enter the primary email address that you wish to associate to this business contact. You have the
Primary Email option to make this the primary email by sliding the “Primary Email” bar to the right.
Please enter a valid email address *




MANAGE MY BUSINESS DETAILS

Step 6

Enter the new address that you wish to associate to this
business contact. You have the option to make this the

primary address by sliding the “Primary Address” bar to the

right.

Mew Address

Type”

Primary Address

@ _

Country*

Australia

Address Line 1"

Address Line 2

City/Town *

State/Province *

dk

ik

Postal/Zip Code *

Step 7/

Enter the new phone number that you wish to associate
to this business contact. You have the option to make this
the primary phone number by sliding the “Primary Phone
Number” bar to the right.

New Phone Number

Type*

Primary Phone Number

@

Mumber *

F
b J




MANAGE MY BUSINESS DETAILS
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Step 8

Once all of the information has been added, select

“Save.”

Step 9

To view the business’ compliance, select

“Compliance” from the tabs under the “Manage
My Business Details” header. Here you can view

subscriptions, certiicates and other areas of
compliance.



MANAGE MY BUSINESS DETAILS

<SMS Certificate

Required Documents

Upload the following document

55 Audit Report

Wiew Document

Step 10

You can view the details of a speciic certiicate
by clicking on the name of the certiicate that you
would like to view.

Step 11

You can view the document that was uploaded
against this certiicate by selecting the “View
Document” button.

Step 12

To view the business’ transaction history, select
“Transaction History” from the tabs under the
“Manage My Business Details” header.
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MANAGE MY OFFICE LOCATIONS

S e e Step 1
Pe.g asus AHiren » I ONSITE TRACK EASY PTY LIM_ = Cnsite Company {_..'..-rr.||::-.|!.dr:r_f: [—":r_.:r'[.-_.l | | |
PEELPROE - PHoRst ot LADRORTL After registering in the Partners Safety
Management System you will need to
manage your ofice locations.

[* Hume

m

| Manane My Business ."'_g
=

.'-':E-;.

btanags b4y Businass Datails “ompatancy Maragemant Com parry Comoliancs

ST : | e 2 To manage your ofice locations from
pp— ol oy the home page, select the “Manage
Company Compllance R, o - my Ofice Locations” tile. You can also

—— ) ‘4.)\;?5‘- gt i LBV | select “Manage My Ofice Locations”

- ‘B - ' in the menu down the left hand side of

the page.

oy,
wa

Pirsared By Oneitg

< Office Locations
Add 4
Office Location Active
Yes
Yes
Total: 2 [ 10 | 25 50 100

Step 2

To add a new ofice location, select “Add.”
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MANAGE MY OFFICE LOCATIONS

Step 3

Enter the required details of the ofice location and select “Continue.”

Office Location

Mame*

Description

Cancel Continue

<Office Locations

Add

Office Location Active

Total: 2 | 10 | 25 | 50 | 100

Step 4

You will now need to provide contact details for the newly created ofice location. To do this, please click on the name of the new location.
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MANAGE MY OFFICE LOCATIONS

L CAST T Step 5
IR Please select “Add” for each section of information: Email
| - [ E Address, Address and Phone Number.
Step 6
New Email Enter the email address that you wish to associate to this business
location. You have the option to make this the primary email by sliding
, , the “Primary Email” bar to the right.
Primary Email

@ _

Please enter a valid email address *
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MANAGE MY OFFICE LOCATIONS

Step 7 Step 8

Enter the address that you wish to associate to this business Enter the phone number that you wish to associate to
location. You have the option to make this the primary this business location. You have the option to make this
address by sliding the “Primary Address” bar to the right. the primary phone number by sliding the “Primary Phone

Number” bar to the right.

MNew Address
New Phone Number

Type *

s Type*
A
Primary Address v
Primary Phone Number
Country*
Australia : ()
AddressLinel” MNumber *

Address Line 2

City/Town*

State/Province * Postal/Zip Code *
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MANAGE MY OFFICE LOCATIONS

AR T Step 9

Ema ra. (madn

o P Once all of the information has been added, select “Save.

< Sydney Head Office Step 10

e To view the location’s contact details select “Contacts”
o from the tabs under the location name header.

To edit or view the speciic contact detalls, click on the
name of the contact.

To add a new contact select “Add.”

page 37



MANAGE MY OFFICE LOCATIONS

IIIII

asl:l+

Frireary

ENEE 3

fickd rewtu Priman

agl:l+
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Step 11

Please select “Add” for each section of information:
Email Address, Address and Phone Number. Enter
the information required, then select “Save.”

You can make any of these entries the primary
iInformation for the location by sliding the “Primary”
status bar to the right.

Once all of the information has been added, select
“Save’



sus

Powered by Onsite

Pega

For questions or assistance please call 1300 208 498
or emaill ausgrid@pegasus.net.au



