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REGISTERING WORKERS

Competency Management System

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

Pegasus

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.”
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REGISTERING WORKERS
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Step 2

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

Step 3
Select “Add New Employee.”



REGISTERING WORKERS

Personal Details
Create a new employee
Photo Upload
Person
Backto List Employees Sacxto List Employees
Step 4 Step 5
Select “Upload”, then choose the photo from your document library or your Once the photo has been loaded, select “Done”.

computer.
Note: If you need to reposition the image, select “Crop” and select “Done”
when complete.
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REGISTERING WORKERS

Personal Details

Crezte 2 new employes

Person

Photo Upload

LastMame

il

®  Agree to Terms and Conditions

-

Back to List Employees SAVE & CLOSE

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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Personal Infarmation

Card Shipping Address
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Personal Information

Type: Persana

0408111111

Card Shipping Address

‘Communicate to: Joanne Johanson
[ 426 King Street. Newcastle, NSW 2300 AU

“ e
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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”.



REGISTERING WORKERS

Employees Selected

These are the employzes you will action

Step 9

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

»
Now”.
|& Joanne Johanson ADDEDTO CART
Gelect

Step 10
Shobing Cart To pa}/ by Paypal or Credit Card, select.“ Paypal/
ke == T e = Credit Card”, enter your payment details and
e [T 1 B0 saon - “Submit".
=L Ragrrre, e, fom i Bin L [ -] 1 BTN LI ]
x :: If your company has been set up to pay by
Total: 4400 Purchase Order, select “Purchase Order”, enter
your order number and “Checkout™”.
R promoe [ o ]
i
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REGISTERING WORKERS

Company
Przames Management P Limited
426 Hing St Neweastie
NSW, 23008
Contact
Inamba. Item
o CariPurciaze
oo Regieiration, Subseiction, Roles, Cardifer loanne Jobancon.
oL Resisiration, Subscrigtion, Rokes, Cardifor Test L

Checkout Successful!

Date: 13 Aue 2012

Ot Track Ezey Phy Limited
AIN 2407220743

436 King Seraet
Hewcastie NSW 2300
1300441429

st EpagaaneL i

Subnoeat:
TaxHOSE

Total:

Toesl

000
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Employees Selected

Thess are the emplayess you will actian

‘& Joanne Johanson
Select

CHECKOUT

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
Sites/roles for Joanne Johanson
Select all roles for Joanne Johenson or the site they are working on Select "Add Site”.
Viewsl roles Note: If the “Add Site” button is not available, proceed to Step
AllRoles > 15.

Sites associated

e N
Step 14

Choose the site(s) your worker will work on and select

Add site associations “Add # Sites”
Brishane vy
Melbourne
Sydney «
Perth

, S .




REGISTERING WORKERS

_ Step 15
Sites/roles for Joanne Johanson @
Select 2l roles For Jaanne Johensan or the site they ars working an Select uA” Roles»
Wiew sl roles
All Roles >
Sites associsted
Brishane
Sydney
e
Step 16

All roles for Joanne Johanson

Select “Add New Role”.
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REGISTERING WORKERS

Step 17

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

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

Administrator

Dump Truck Operator v
Electrician

Forkdift Operator v
Health And Safety Advisor

Marrabri - Electrical Tradesperson
Open Cut - Operator
Surveyor

Trainer Assessor

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.

All roles for Joanne Johansaon

Dump Truck Operator >

Forklift Operator >

Back to Selected Emplayees
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REGISTERING WORKERS

Step 19

Aloiksior.bennelsharean &  SEe R cn L RanRcinkansan Click on the role to view the mandatory
o competencies, documentation and training
T . I required for each role.
Forklift Operator > MANDATORY 377 b

Identity.Govt Licence/Authority Proof of Identity b

Licence Govt Licence/Authority Heavy Wehicle Drivers Licence -

3§ OH&S-WHS.Induction National Construction Induction/White Card b

Medical Certificate Industry Medical Certificate b

Q Site Familiarisation Site/Project Familiarisation -

o Manual Handling Course Manual Handling Site Training 3

° Phota b

OPTIONAL oz -

Back to Salected Employess
) First Aid Statement of Attainment HLTAIDOO3 - Provide First Aid A
Competencies for Joanne Johanson Competency p
Rele Forkiift Operator Identity.Govt Licence/Authority.Proof of Identity CI' k h I d h
ick on the competency to upload eac
o Business Rl
—— mandatory document.
Expand All| Callapse Al
; Select evidence for Identity.Govt Licence/Authority.Proof of Identity
MANDATORY 37 e
. « »
Click “Select or Upload Document” to add the
) Identity.Govt Licence/AuthorityProof of Identity >
document.

k) Licence HighRisk Licence ClassLF >
) OH&ES-WHSInduction National Construction Induction/White Card >
) Medical Certificate Industry Medical Certificate >
@ SiteFamiliarisation Site/Project Familiarisation >
{9 Manual Handling Course Manual Handling Site Training >
Q Fhoto >
OPTIONAL oz =
First Ald Statement of Attainment HLTAIDOO3 - Provide First Ald >
v} Working at Height Statement of Attainment RIMHS2040 - Work Safely at Heights >

Backto Employes Roles
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REGISTERING WORKERS

AL

Competency

Identity Govt Licence/Autharity Proof of Identity

Businaszs Rules

Select evidence for: Identity.Govt Licence/Authority.Proof of Iden

Canecsl

Document Library
Select or upload the document required

Allgweed file types: PDF, DOC, JPG, JPEG, XLS, TXT, DOCX

ou don't have any documents stored in the library for this
employes yet. Start by uploeding & new document below.

== Human_Resourc

Document 4

== Corporate (\\per

 Upload new dacument
ganize ¥ MNew folder =~ [ @
[EEh [SPOFS =
— .
_J 3D Objects
[ Desktop f }; }n
Documents
* Downloads Lady 2Mb Sample Sample Sample
Document 1 Document 2 Document 3
J1 Music . .
[&] Pictures — !
i Videos q = |
i, Local Disk (C:) !{‘ .
== Source (\\pegvo e
Sample Sample Photo 2 Sample Photo

File name: | Sample Document 1

w | ! Custom Files

gt |

| Open |v| | Cancel
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Step 21

Select “Upload new document”.

Step 22

Choose the document and select “Open’”.



REGISTERING WORKERS

Competency

Identity.Govi Licence futhority Proof of ldentity

Business Rules

Select evidence for: Identity.Govt Licence/Authority.Proof of Iden

Cancel

Document Library
Select or upload the document required

Allowed file types: PDF, DOC, JPG, JPEG, XLS, TXT, DOCX

Edit Select Mone

Dac urr'una Duuuur_‘na

Page 1 Page 2 Page 3

DPocumen ﬂ

Paumen H

Select or Upload Document. Page 4
e
Competencies for Joanne Johanson Competency

Role Forifift Operstor

MANDATORY

(£) IdentityGovt Licence/Authority.Proof of Identity

() Licence High Risk Licence.ClassLF

(£) OH&S-WHS Induction National Construction Induction/White Card

(£) Medical Certificate Industry Medical Certificate
(@ site Familiarisation Site/Project Familiarisation

@ Manual Handling Course Manual Handling Site Training

@ From

OPTIONAL

() Firstaid Attainment HLTAID. ide First Ald

(£) Working at Height Statement of Attainment RIWHS204D - Work Safely at Heights

Back to Employse Roles

Expand All| Collapse Al

-

v v v v v v v

IdentityGovt Licence/Autharity:Proof of Identity

Select evidence for i Li i of Identity

Licence Govt icence/AuthorityClass HR

«

o]+ ]

LRl Save & Course Selector
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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”.



REGISTERING WORKERS

Step 25

Select the classroom course and choose a date highlighted in

Course Selector Site Familiarisation - Classroom Course da rk bl ue.
Slasce g0 thraugh th it and confim the dates or the claseranm caurses 15 sessions suaiiatle
< homn2018 >
@ Site Familiarisation - Classroom Course S Mon  Tee Wed T Fi St

O Manual Handling Training -

En

Back toEmployeeRales

Step 26

Select the preferred time (if options are available) and click on
» = alle = « “Select Session”.

Site Familiarisation - Classroom Course

18 sessions available

5 7 2 b 0 21 1
2 3 4 [ ] 7 =]
14 August 2018
Time: |'39:0C-- 10:00 v |
MName: | Site Familiarisation - Classroom induction |
Location: 426 King 5t, Newcastle West NSW 2302, Australiz |
Awvailable seats: | L1 |
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REGISTERING WORKERS

Course Selector

O Manual Handling Training

Back ta Employes Roles

Please go through the list and confirm the dates for the classroom courses

O site Familiarisation - Classroom Course

Online Course bl

Site Familiarisation - Classroom Course

‘You have selectad a session for this course.

14 August 2018

Time: ‘szuc-:n-uu = |
Name: ‘ Sits Familiarisation - Classroom induction |
Location: 426 King 5t. Newcastle West NSW 2302, Australiz |

Conesisssion “
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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

Competency Management System

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

Pegasus 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
Mmf:‘e-l;mes A tiles or the side menu.

Pending Actions

Manage Assets
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UPDATING WORKER DATA

Johanson, Joanne
IDs 1912254

Employees sl

Select an employee to view
Personal Details ( &

Gender: Female
DOB: 010171980

Name: Joanne Johanson
ADD NEW EMPLOYEE s Address 426 King Street, Newcastle, NSW 2300 AU
Phone: 0408111111
Email: kdundas@pegasusnet.au
' &Joh anson, Joanne >
Subscniption Valid until 13/08/2019

Work Foles 9 o >

joanne

Step 3 Step 4
Search for and select the worker whose details you need to update. Click on the “Edit” icon.
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UPDATING WORKER DATA

Personal Details

Edit Joanne Johanson's details

01/01/1980

Q408222223

iichansoni@pegasus.net.au

323 Hunter Street

Mewcastle

:'\ E 'lll"l" b

z
%
g
IIg§

Postcode 2300

Back to Manage Employees

Step 5
Upload a new photo and/or change the relevant details and select “Save & Close” when complete.
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Pegasus

Powere d by Onsite

For questions or assistance please call 1300 291 561
or email hiltonfoodscontractors@pegasus.net.au



