


B Ordering Worker Cards

= |fyou have registered but did not receive your login details please
contact the Pegasus Customer Support Centre on 1300 309 566 to
arrange login information to be sent to you.

O]

LOGIN

Go to https://rsw.poweredbyonsite.com

Enter your details and click on “Login”.
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B Ordering Worker Cards

REGISTER

Select the country where your business is
registered then enter your ABN (business
number) and click Search.

Once your business name and trading name
populate, click “Register” on the one you

need.

BacktoLogin

Business Details Registration

Select the country that your business operatesin.

Australia

Please enter your busi i ick ‘Search

o ifyour ‘Regist
* Ifyour busi

Australian Business Number

66607474491

Registered Entity Name:
ABMN: 466407474451

Select Preferred Business Name

AE) Resl Estste

Flovears Pty Ltd

= |fyou have trading names associated to your ABN you will have the
I._‘|:| option to choose the registered name or the trading name.

Don't know your ABN? Find it here.

Australian Business Number

Pegasus
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ORDERING WORKER
CARDS - INITIAL CARDS
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B Ordering Worker Cards - Initial Cards

= Youwill be required to enter all personal details, and select roles for
aworker when ordering an initial card.

= When ordering a replacement card, you need to access the worker
profile in the portal to process the request. This is covered in the

STEP 1 next section.

From the home screen click on “Manage
Employees”.

For an initial card order: Click on “Add New
Employee”.

Employees Available
Select employees to add to action list

For a Card Replacement: Click on the
worker you need to order a
replacement for.

Pegasus



B Ordering Worker Cards - Initial Cards

O]

STEP 2
Click “Work roles”

When you click on “Manage Roles” for the
first time on a new worker profile, you will
be asked to confirm communication and
shipping details for that person.

The cards can be shipped to the business or
the worker directly.

Click to confirm those details and

then click “Manage Roles”

on 1300 309 566.

= Simply choose the site and then the role.

= There are instances where a site operator will have a number of
projects on different sites and therefore have safety requirements
specific to those sites. In this instance, you will be prompted to choose a
Site for your worker before you can click on “Manage Roles”

= If you have questions regarding the best role for your worker you can
speak to your site contact or call the Pegasus Customer Support Centre

Personal Information

All roles for
Edit Card Shipping Address

ooy Chilgen,

i et

|
|
|
B

|
B

Back tor Emplonees
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B Ordering Worker Cards - Initial Cards

= There are instances where a site operator will have a number of
I._‘ projects on different sites and therefore have safety requirements

|:| specific to those sites. In this instance, you will be prompted to
choose a Site for your worker before you can click on “Add New
Role”

STEP 3
= Simply choose the site and then the role. If you have questions

All workers require roles that will cover the regarding the best role for your worker you can speak to your site
site, national and safety requirements of the contact or call the Pegasus Customer Support Centre on 1300 309

task they will be completing on site for your 566
Click ‘Add New Role” to choose from the

company.
et Add Mew Roles

All roles for
Once you have selected the role,

click on “Add # Roles” to begin
uploading the required

competencies.

ADD 1 ROLES

[Back to Emplorvees MAMAGE ROLES:
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STEP 4

All workers require roles that will cover the

site, national and safety requirements of the
task they will be completing on site for your
company.

Click ‘Add New Role” to choose from the
list.

B Ordering Worker Cards - Initial Cards

There are instances where a site operator will have a number of
projects on different sites and therefore have safety requirements
specific to those sites. In this instance, you will be prompted to
choose a Site for your worker before you can click on “Add New
Role”

Simply choose the site and then the role. If you have questions
regarding the best role for your worker you can speak to your site
contact or call the Pegasus Customer Support Centre on 1300 309
566

Competencies for
Once you have selected the role, et

click on “Add # Roles” to begin
uploading the required

competencies.

MANDATORY

|
Competency

Identity.Gevt Licence/Autharity.Proaf of Identity

Business Rules

Expand A1 G

ald Select evidence for: Identity.Govt Licence/Suthority. Proof of [dentity

() \dentity.Gove Licence/Authority.Proot of Identity
AI I rDIES for »= ‘ () oHasWHS.Induction National Construxtion Induction/White Card >
©  seFamitiarisation Site/Project Famisarisation >
© Manust Handling Course Manunl Haeding Site Trairing >
[ >
@ Forklift Operator r
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Business Rules For Roles and
Competency Requirements
Click on the Business Rules link in the file

upload section to view the business rules
and competency requirements.

Competency

IdentitvGovt Licence/Authority Proof of Ident]

B Ordering Worker Cards - Initial Cards

Each site will determine the guidelines for competencies and
qualifications, if not met, the data you submitted will be returned to
you with corrective actions to address and correct before
resubmitting the data.

View the business rules before submitting the data in order to
ensure all verifications occur in the first instance rather than having
it returned and resubmitting.

Processing timeframes for submitted data is 24 - 48 business hours
unless an escalation request is placed and the escalation fee of
$55.00GST incl. is processed.

Business Rules

Select evidence for: ldentity.Gowvt Licence/Aut|

Select or Upload Docurment

HIGH RiSK

MEDICAL

BUSINESS RULES

INDUCTIONS LETTER OF COMPETENCY
PROOF OF ID TERTIARY

Pegasus
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Checkout

Your worker’s card order fee will be added
to the shopping cart and this will need to be
processed in order for an ID check to be
issued and the Customer Support Centre to
receive the submitted data for verification.

B Ordering Worker Cards - Initial Cards

You can choose to continue entering workers to the portal or
updating other worker roles and competencies before processing
any payments. Simply click on the “l don’t want to checkout now”
link in the pop up window as displayed below.

Click on the shopping cart icon located at the top of the portal
screen to access the checkout at any time.

If you do not need to process any other items, click “Checkout Now”
when all mandatory competencies items have been uploaded and
process the payment immediately.

% Clog| » L Pegasus
X Close
Employee has been added 1
your cart ’
This employee has been added to your cart as th: wou ld you hke to pay nOW?
Rothvescandyet, is will enable your Employees to get their ID Checks
and submit their Role updates.

CHECKOUT NOW

Ldon't want to checkout now

Pegasus
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Checkout

Once processed you can download the tax
invoice and continue processing employees
or logout.

Items can be removed from the shopping
cart by clicking on the red “Remove” link
located on the right side of the screen.

B Ordering Worker Cards - Initial Cards

You will also receive the tax invoice by email.

If you do remove someone from the shopping cart their profile will
still be sitting in “Pending Actions > Continuing Applications”

Applications can remain in the Pending Actions section of the [portal
as ling as required or, click the applications you wish to terminate
and then click on “Delete Selected” this will not delete the profile if
already paid for.

Checkout Success| ™ 2 Pegasus

Ml oo 1O

Shopping Cart
-t [ P

Canpurne

ifi]
S HE

camo:
canonz Raghsaion Sutmerption 10 Comce Card, Roenfor Cmrard it £t
oxson

1D ok Car Bt o o S e
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ORDERING WORKER CARDS -
REPLACEMENT CARD
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B Ordering Worker Cards - Replacement Cards

O

NOTE:

Ensure all roles and competencies for the =

worker are up to date and compliant
before ordering a replacement card.

Competencies for ™y s
Rl iy pdor Dpsbrwtae - RS Mationsl

MANMDATORY 45 -
Operator ExcavatorLicence.Civil Construction 3
Excavator
Rejected

@ MedicalAssessment Medicat >

= Amber icons on the competency bars indicate that there is action
required to make that competency compliant. It may be a licence has
expired etc.

= Red iconsindicate a competency has been returned with corrective
actions that will need to be addressed.

Blue icons represent competencies that have had uploads entered
but needs to be submitted for verification.

= Greenicons indicate compliant competencies and roles.

RailStatement of Attainment.Track Safety Awaneness or 3
Equbvalent

Youw have selected a Mathanal role, for this role Lo be vallkd }
you must also select or curréntly hold a valid ‘ourrent
Oper..

Privacy Polldy = Tisred and Conditian

Pegasus




B Ordering Worker Cards - Replacement Cards

O

STEP 1

From the home screen click on “Manage
Employees”.

For a Card Replacement: Click on the
worker you need to order a replacement for.

Replacement cards will only be issued when all roles for the worker

are complete and current.

If there is an returned/expired item, it will need to be
amended/renewed in order for the card to be printed and posted.

If a scanned copy of the card is required, let the Pegasus Customer

Support Team know as soon as possible by email or phone:
rsw@Pegasus.net.au/ 1300 309 566

Employees Available

St amplovens S:add Boaction st

ALCHEWENLOYEE

% Manage Employees

& Pending Actions

PDEHDEE

Enter a portion or full name here te find an employes

Manage Employee
Manage 2 selected employee

DOB:. Gender: Female

Phaone: Email

Address | - -
Subscription

Work Roles

Re-invite / Reset Passnord

Site Associstions

& oceck (&

Valid until 17/06/2020 | Added to cart. ¥

000 >

Pegasus
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E employees profile.

Step 2

Click on “Order Replacement Card” to
complete the ordering process.

B Ordering Worker Cards - Replacement Cards

= Thisscreenis accessed by clicking the subscription bar on the

= Click Back to Manage Employees to return to the previous page.

Manage Employee
Manage 2 selected employes

DOB: Gender: Female
FPhone: | - Email -
Address - - -

Subscription Va

Work Roles U

Re-invite / Reset Password

id

Site Associstions

4 Do

until 17/04/2020 | Added to c4

Card Subscription

Espirem §PRTD
Shutur Wakd
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Checkout

Once processed you can download the tax
invoice and continue processing employees
or logout.

Items can be removed from the shopping
cart by clicking on the red “Remove” link
located on the right side of the screen.

= Youwill also receive the tax invoice by email.

B Ordering Worker Cards - Initial Cards

Checkout Success|

o e

1 Crectent

Pegasus

Shopping Cart

camo:
camonz
oxson

Canpurne

Raghsaion Sutmerption 10 Comce Card, Roenfor Cmrard it £t

1D ok Car Bt o o S
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sa000
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i
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FOR ASSISTANCE
cALL 1300 309 566

EMAIL rsw@pegasus.net.au OR

VISIT railsafetyworker.com.au

Pegasus
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