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REGISTERING EMPLOYEES

ASP Authorisation Management System (ASPAMS)

Please follow this step-by-step guide to register new employees in the ASPAMS.

Pegasus Step 1

Once on the home page for the Role Management Portal, enter
your login details and click “Login.”

If prompted, enter your company name and click “Select.”
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REGISTERING EMPLOYEES

Step 2
il On the home page, select “Manage Employees” from
S ; Al the dashboard tiles or the side menu.
Step 3

Dashboard / Employees

Employees Selected Select “Add New Employee.”

These are the employees you will action

Employees Available

Select employees to add to action list
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REGISTERING EMPLOYEES
Personal Details

Employees Available Creete anew employee Personal Details

Person Create a new employee

N -

‘ Licence Expiry E
‘ Next of kin
i i
—— Relationship (Select) v

Step 4
) ¥ Contractor
Enter all of the employee’s details.

Agree to

[

Step 5

Most businesses registering will only be required to agree to the terms
and conditions and then select “Save and Close”. If you are also
registered as an employer at the site, you will also be asked to confirm
whether the employee is a contractor.

Back to List Employees
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REGISTERING EMPLOYEES

Dashboard / Employees Step 6

. {
Employees Available Employees Selected Select “Checkout.”
Select employees to add to action list These are the employees you will action
emp|

YD NEW EMPLOYEE 4 & Employee Sample
ADD R Al (2 | Select

& Demonstration, Employee One >

& Employee, Demo >

& Employee, Demo >

% Employee, Demonstration >

Shopping Cart Step 7

Item No. Item Details ~ Quantity Price/unit Total Se I eCt ((C heckout_”
1T001 Card Purchase 1 $85.00 $85.00 -
IToo1 Eiegiset:tion. Subscription, Roles, Card for John Edit 1 $85.00 3 Rerriova
Subtotal: $85.00
Tax (10%): $8.50
Total: $93.50
Purchase Order PayPal / Credit Card

Back
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REGISTERING EMPLOYEES

& Hiren v M Pegasus Management Pty. Limited «

Company

Pegasus Management Pty. Limited
426 King St, Newcastle

NSW, 2300 AU

Contact: Brooke Cronin

Itam No. Item Quantity

123 Card Purchase 1

193 Registration, Subscription, Roles, Card for 1
Employee Sample.

Checkout Successful!

Tax Invoice

Invoice Number: 376303
Date: 30 Aug 2017

Onsite Track Easy Pty Limited
ABN 84098220743

426 King Street

Newcastle NSW 2300
1300441 433
accounts@pegasus.net.au

Price/unit

$30.00

Subtotal:

Tax (10%):

Total:

Total

$20.00

$30.00

$3.00

$33.00

Step 8

Download your invoice, then select “Continue Processing Employees.”
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Dachbosrd / Employees

Employees Available

Seect employees toadd to action list

empio|

& Demonstration. Employee One
& Employes, Demo

& Employee, Demo

% Employee, Demonstration

A \NE \ N

Employees Selected

Thesz zre the employees ycu will aztion

Emplovee Sample
Select

Step 9

Select “Continue.”



REGISTERING EMPLOYEES

Dashboard loyees / Selected Emplovees o
Dashboard / EF”!C oyee / <eiecled cmpioyees /ROIQS — Pegasus Management Pty. Limited

Add New Roles
Roles for Employee Sample s/ Rl

nple

Asset Inspector

Communications Worker - Tower

HV Switching Operator - Terminal & Zone Substations
Lineworker - Distribution

Lineworker - Transmission

Step 11

Select the role/s from the list.

—
Step 10

Select “Add New Role.”
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REGISTERING EMPLOYEES

M L2 ol SRS e L L LS S S e oard / Employees / Selected Employees / Roles /C:)mpetencies
Add New Roles Roles for Employee Sample Competencies for Employee Sample
ees [ Roles w Role Asset Inspector
nple

Expand All | CollapseAll

s =
Asset Inspector
MANDATORY 4/8 -

Communications Worker - Tower

. . . . Clectrical.Certificate |L.Asset Inspection - UCTZ0612
HV Switching Operator - Terminal & Zone Substations

Clectrical.nduction.Apply CSl safety rules - ULTTORRE01D

Lineworker - Distribution
Elcctrical.nduction.Australian ESI Skille Passport

Linewarker - Transmission Photo

ElectricalInduction.Corporate Induction

O 00 0 0 o
v v v v v v

Flectricalinduction.Carporate Induction - Genaral Safaty

Back toSelected Employees

Step 13

Click on the role to add the mandatory documentation for the
competency.

To upload each required document, select the name of the document

from the column on the right.

Step 12

All roles selected will display ticked and highlighted green. Once all roles
have been selected, click “Add # Roles.”
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REGISTERING EMPLOYEES

ey Step 14

Competencies for Employee Sample Competency

Role Asset Inspector Electrical Certificate Il Asset Inspection - UET20612 C I |Ck “ Se I eCt or U p I oa d DOCU me nt”

Select evidence for: Electrical Certificate ll.Asset Inspection - UET20612

Expand All| Collapse All (= =

1

MANDATORY 48 <&

€ Electrical Certificate Il Asset Inspection - UET20612

o Electrical.Induction.Apply ES| safety rules - UETTDRRFO1B
0 Electrical.Induction.Australian ESI Skills Passport

Photo

v v v v &4

@ FElectricalinduction.Corporate Induction

Back to Employee Roles

Step 15

Select “Upload New Document” to upload your documents to the Document Library.

» 4 | e

Document Library
Select or upload the document required

Allowed fil : PDF, DOC, JPG, JPEG, XLS, TXT, DOCX
Competency e s

Electrical.Certificate 1l.Asset Inspe

Select None

meloctavidence for: Electrical You don't have any documents stored in the library for this

[ ] employee yet. Start by uploading a new document below.
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REGISTERING EMPLOYEES

Competencies for Employee Sample
Role Asset Inspector

Expand All | Collapse All

MANDATORY /8 v

Electrical Certificate Il.Asset Inspection - UET20612
Electrical.Induction.Apply ESI safety rules - UETTDRRFO1B
Electrical.Induction.Australian ESI Skills Passport

Photo

v v v v &4

Electrical.Induction.Corporate Induction

(<]
(<]
(x]
(x]
G

Back to Employee Roles

Competency
Electrical.Certificate 1. Asset Inspection - UET20612

Add more documents

Extra information requried:

i

[}

Cancel Save

Competencies for Employee Sample
Role Asset Inspector

Expand All| Collapse All
MANDATORY 4/8 2

€  Electrical Certificate Il Asset Inspection - UET20612
€©  Electricalinduction.Apply ESl safety rules - UETTDRRFO1B
€  Electricalinduction.Australian ESI Skills Passport

@ Electricalinduction.Corporate Induction

\d v v v

v

Back to Employee Roles

Competency

Photo Upload
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Step 16

Enter the details for the document uploaded. These must match the
information in the documentation.

Step 17

Select “Upload” to upload the employee’s photograph. After uploading
the photo, select “Crop.”



REGISTERING EMPLOYEES

Competency

Photo Upload

Competencies for Sample Employee

Role Apprentice / Trainee

MANDATORY

© Generic-Apprentice/ Trainee Papers
© 1dentity-Photo 1D

© rhoto

OPTIONAL

petencies / Upload

Expand All | Collapse All

3/3

o5

v

>

v

Competency
Confined Space.Statement of Attainment.SIFCWHS002 - Work in confined spaces
Business Rules

Select evidence for: Confined Space.Statement of Attainment.SIFCWHS002 - Work in
confined spaces
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Step 18

Use the crop box to crop the photo. Once finished, select “Done”
and then “Save and Next.”

Step 19

Once you have uploaded all of the required documents, select “Submit.”

Submitting your application in the system will lock the application until
Pegasus has verified the documents that you have submitted. Once
they have been verified then this removes the lock and you can re-
submit any new changes to the roles, competencies or training.

Pegasus will now validate the documents you’ve uploaded for your
employees during registration. You'll be emailed if there are any issues
and given a chance to action them. Upon document approval, the roles
will be applied to your employees in the system.
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UPDATING EMPLOYEES DATA

ASP Authorisation Management System (ASPAMS)

Please follow this step-by-step guide to update employee data in the system.

Pegasus Step 1

Please go to the Role Management Portal and click on “Login” in
the top menu bar.

Step 2
7‘ On the home page, select “Manage Employees” from

ik : £ e Ry, the dashboard tiles or the side menu.

Pending Actions
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UPDATING EMPLOYEES DATA

% l:b Pega§y§ rd /L / Manage Employee
Employees Manage Employee
ud=J:Employees Select an employe= tc view Managea selected employee
Employees Manage Employee
Se ect an employee toview Manzge a se ected emcloves Sl'T'IlthY Joe
ID#
‘
Personal Details
Q Agustin, Jazzic > Gender:
Q Baxter. Pam > zgﬁ:
Q Baxter Pzm > Addre‘ss
Phone:
8 Q Bernhardt, Adam > Email:
Bernhardt Adam > L
a Bhattacharya, Maus.mi > Q Bhattacharya, Mousumi > Subscription Valid until 12/04/2017 »
a Bond. Alannzh > Q i 5 Work Roles
8 Boyle.Ada >
Q Boyle, Adam >
Q Brown, Jochua ?
Q Brown, Joshia >
e Butler, Amida >
PN Q Butler, Amanda >
© Copyrighl 2016 Pegas. weer adl Ly Onsile - Support 1300 305 072 (0.5 5.4-demo-3:221c1) Privacy Policy - Terms & Cond lions
Step 3 Step 4
Find the employee you wish to update details for by scrolling through Update your employee’s data by clicking the edit icon in the
the list of employees on the left. Alternatively, search for an Personal Details section.

employee by entering a fragment of their name.

Once you have found the correct employee, click on them to update
their data.
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UPDATING EMPLOYEES DATA

Personal Details

Edit Matthew Krevs's details

Re)

erson

Matthew

Krevs

Addr

SAVE & CLOSE

Muade Nave
ess
Back

Step 5

Update Personal Details, then select “Save and Close.”
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Powered by Onsile

For questions or assistance please call 1300 204 498
or email ausgrid@pegasus.net.au



