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Competency Management System

Please follow this step-by-step guide to register new workers in the Competency Management System.

Step 1

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

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



page 4

R E G I S T E R I N G  W O R K E R S

Step 3

Select “Add New Employee.”

Step 2

On the home page, select “Manage Roles” from 
the dashboard tiles or the side menu.
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Step 4

Select “Upload”, then choose the photo from your document library or your 
computer.

Step 5

Once the photo has been loaded, select “Done”.

Note: If you need to reposition the image, select “Crop” and select “Done” 
when complete.
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Step 6

Enter the worker’s details, agree to the Terms and Conditions and select “Save & Close”.

Note: The mandatory fields are indicated by a red star.
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Step 7

To have the card sent directly to the worker, select 
“Next”.

To have the card sent to your office for you to 
distribute, select “Company”, then “Next”.

You can also enter another address by selecting 
“Clear”.

Once you have entered the correct address, select 
“Next”.

Step 8

To confirm the address, select “Confirm”.
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Step 9

Click on “Added to cart” or on the “Checkout” 
button at the bottom and choose to “Checkout 
Now”.

Step 10

To pay by Paypal or Credit Card, select “Paypal/
Credit Card”, enter your payment details and 
“Submit”.

If your company has been set up to pay by 
Purchase Order, select “Purchase Order”, enter 
your order number and “Checkout””.
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Step 11

Once your payment has been made, your 
company administrator will receive a copy 
of the tax invoice via email and you’ll see the 
“Checkout Successful” screen.

To download a copy of the tax invoice for 
yourself, select “Download Invoice”.

To continue processing this, or other 
workers, select “Continue Processing 
Employees”.

Step 12

Select “Continue”.
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Step 13

Select “Add Site”.

Note: If the “Add Site” button is not available, proceed to Step 
15.

Step 14

Choose the site(s) your worker will work on and select 
“Add # Sites”.
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Step 15

Select “All Roles”

Step 16

Select “Add New Role”.
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Step 17

Choose the role(s) your worker will be holding while on site.

Once the role(s) have been selected, click “Add # Roles”.

Step 18

You will now be required to upload mandatory and/or 
conditional documentation for the role(s) you are adding, 
as well as book into online and/or classroom training where 
required.
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Step 19

Click on the role to view the mandatory 
competencies, documentation and training 
required for each role.

Step 20

Click on the competency to upload each 
mandatory document.

Click “Select or Upload Document” to add the 
document.
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Step 21

Select “Upload new document”.

Step 22

Choose the document and select “Open”.
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Step 23

Select the document page(s) that relate to the competency and 
select “Select # documents”.

Step 24

Enter the issue date, expiry date and comment if required. If the 
Competency forms part of a group, you will need to select the 
relevant sub-competency, then select “Save & Course Selector”.

Note: If there are no training events required for your role, 
select “Submit”.
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Step 25

Select the classroom course and choose a date highlighted in 
dark blue.

Step 26

Select the preferred time (if options are available) and click on 
“Select Session”.
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Step 27

Once all classroom courses have been 
scheduled, select “Submit”.

An email containing your workers training links 
will be sent to the email address entered against 
their profile.

The photos and documents you attached during 
registration will be verified.
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UPDATING WORKER DATA
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Competency Management System

Please follow this step-by-step guide to update worker’s data in the Competency Management System.

Step 1

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

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

Step 2

On the home page, select “Manage Employees” from the dashboard 
tiles or the side menu.
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Step 3

Search for and select the worker whose details you need to update.

Step 4

Click on the “Edit” icon.
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Step 5

Upload a new photo and/or change the relevant details and select “Save & Close” when complete.
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For questions or assistance please call 1300 291 561 
or email hiltonfoodscontractors@pegasus.net.au
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