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Here you may

® Apply for registration of your company with the Australian Rail
Track Corporation and, once your company has been registered,

* Request the purchase of Rail Safety Worker cards for your employees

Register
Click the register button if you want to:

*® Find out if your company is already registered
* Apply to register your company
® Check the status of a registration application

Login

If your company is already registered, login here if you want to:
*® Purchase Rail Safety Worker cards for your employees
® Check your employee records
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Overview

What is the Rail Safety Worker Card Purchase Portal?

The portal is a web site where you can register your company and then register employees, upload your
employees required qualification documents, and then pay for your employees Rail Safety Worker (RSW) card.

The portal provides a secure mechanism for you to do this. Examples of files you may be required to upload
include employee photos, driver’s licenses, certification documents, trade certificates and medical certificates.

For more information on the RSW Card please go to the RSW Website:

http://www.railwaysafetyworker.com.au

Onsite Track Easy

Onsite Track Easy is a real-time safety and contractor management system which tracks compliance
records such as a company registration, employee competencies, training, activities and site access.

Data you enter and card purchases you make through the Rail Safety Worker Card Purchase Portal will be
automatically entered into the Onsite Track Easy database. This is the database used by Onsite Track Easy to
manage your employees’ competencies and cards.

Onsite Contractor

Once you have registered your company and employees you are entitled to a free subscription to Onsite
Contractor Basic which is a product developed by Onsite Track Easy. This is a web based solution which allows
you to view basic data held on your employees in the Onsite Track Easy database on all sites where they work
or have attended training. If you would like enhanced access to your data you can activate a free trial or
purchase Onsite Contractor Full.

Rail Safety Worker Card Purchase Portal User Manual — Version 2.90 © Onsite Track Easy
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The Process

Company
Registration 2

Enter Employees/

RSW Website
Contractor

Link To Portal

3
PrintCards Upload
&ShipTo Bl o W = © W Competencies
Contractor
4
Apply Order & Pay
Competencies For Card
To Contractor

Complete 100
Point Id Check

Pegasus Safety
Validate Competencies

To obtain a Rail Safety Worker Card you will need to complete the following steps

1. Register your company using the Rail Safety Worker Card Purchase Portal (if not already registered)
including requesting a user account (see page 11).

2. Enter your company employees who will be required to receive a RSW Card (see page 23).

3. Upload all of the required files needed to have your employees certified and approved to receive a
RSW card.

4. Finalise your order and pay for the cards.

For more information please see the Rail Safety Worker website - www.railsafetyworker.com.au

Onsite Track Easy Contact Details

If you need to contact RSW Hotline for any reason please call 1300 777 245 or email
RSW@pegasus.net.au

© Onsite Track Easy Rail Safety Worker Card Purchase Portal User Manual — Version 2.90 5
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Website Navigation
Website Access
Login to the Rail Safety Worker Card Purchase Portal using the 2 options below

1. Access the Rail Safety Worker Website and click on the “Click Here to Get Started” Button as shown
below.

RAIL SAFETY WORKER

The Rail Safety Worker program is an innovative and effective
approach to managing compliance of worker competence within
the rail industry.

Click Here to Get Started >

2. Go directly to the portal by using the link below

https://secure.onsitetrackeasy.com.au/portal/railSafetyWorker

The most compatible Internet browser to use is Internet Explorer as it has been extensively tested with this
website. There is no guarantee that other web browsers will be as compatible.

74 Rail Safety Worker®
.ﬂ powered by Onsite Track Easy

PORTAL HOME TERMS & CONDITIONS PRIVACY

19-0ct-2011 12:00 Welcome

Here you may

* Apply for registration of your company with the Australian Rail
Track Corporation and, once your company has been registered,

® Request the purchase of Rail Safety Worker cards for your employees.

Register ) ) -
Click the register button if you want to: Click this button to register your

® Find out if your company is already registered company and receive a username
® Apply to register your company
® Check the status ofwﬂonappllcation/ and password

Login

If your company is already registered, login here if you want to:

® Purchase Rail Safety Worker cards for your employees . . . .
® Check your employee records Click this button to IOgln if you
< have a username and password

Rail Safety Worker Card Purchase Portal User Manual — Version 2.90 © Onsite Track Easy


https://secure.onsitetrackeasy.com.au/portal/railSafetyWorker

74 Rail Satety Worker’
Z 4
-

powered by Onsite Track Easy

The website features public and secure areas. If your company is not registered with Onsite Track Easy then
you will only be able to access the public area where you can register. Upon registration approval you will be
issued a username and password which will allow you to log you into the secure area of the portal where you
will be able to order cards for employees.

Login

When you click the login button you are taken to the login page. The login password is case sensitive. Please
ensure you use lower and upper case letters as appropriate.

Standard Page Layout

The pages in the Rail Safety Worker Card Purchase Portal conform to a standard layout. Here is a typical page
with the main elements highlighted.

These menu items only appear if logged in

ﬂ Rail Safety Worker] Menu bar

y powered by Onsite Track Easy

m TERMS & CONDITIONS PRIVACY

PORTAL HOME

USER SETTINGS

moa2011 1027 —r
Gary Shieds =
) ) to your ys lo General data display area Pl
Detalls Of Who IS From here you can Purchases C. Shopping
logged in i
Order Cards —_——
V' ERELERS T View employes dsts; sdd employees
Menus

The RSW Card Purchase Portal website uses a menu bar, as shown above. Here are the various menus.
e Portal Home
Go to RSW Card Purchase Portal home page.

e Logout
End your RSW Card Purchase Portal user session. Only appears if logged in as a user.

e User Settings
Change your username and password. Only appears if logged in as a user.

e Help
Provides a user manual and information on who to contact if you need help.

e Terms & Conditions
Terms and conditions for use of the RSW Card Purchase Portal.

e  Privacy
Onsite Track Easy privacy statement.

Session Timeout

When you are logged into the portal a session timeout applies so your session expires after 60 minutes of
inactivity.

© Onsite Track Easy Rail Safety Worker Card Purchase Portal User Manual — Version 2.90 7
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Company Registration

Before you can order RSW cards for your employees your company needs to be registered. This can be done
from the portal home page using the register button.

74 Rail Safety Worker®
‘ﬂ powercd by Onsite Track Easy

PORTAL HOME TERMS & CONDITIONS PRIVACY

07-0ct-2011 15:28 Welcome

Here you may

* Apply for registration of your company with the Australian Rail
Track Corporation and, ence your company has been registered,

® Request the purchase of Rail Safety Worker cards for your employees.

Register
Click the register button if you want to:

® Find out if your company is already registered
® Apply to register your company
® Check the status of a registrati

. Check if your company
1 is registered

Login

If your company is already registered, login here if you want to:

® Purchase Rail Safety Worker cards for your employees
® Check your employee records

The register button can be used to check if your company is already registered with Onsite Track Easy, to
apply to register your company, or to check the status of a registration application.

74 Rail Safety Worker®
.ﬂ powered by Onsite Track Easy

PORTAL HOME HELP TERMS & CONDITIONS PRIVACY

07-0ct-2011 15:30 Company Registration
Use find company to find your contracting company in the Rail Safety Worker registration database.
Use add company if your company has not already been added and you want to add it now.
Registration may involve the supply of certain documentation to satisfy Rail Safety Worker

compliance requirements, and if your company’s application is approved you will be
able to apply for work cards for those of your

Enter a fragment of your company’s

Find Company name to see if it is registered and
Entera fragmentofyouw click Search button.
To prevent duplication, pl check here - oy -
| | Search

Add Company

If you are not sure whether your compy
Otherwise add it here. You will need t

If your company is not registered,
[ Add R apply to register your company
using the Add button.

Rail Safety Worker Card Purchase Portal User Manual — Version 2.90 © Onsite Track Easy
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If your company appears in the results of the find company search then your company is already registered or
has applied for registration with Onsite Track Easy. Otherwise, use the add button to proceed with adding
your company.

Please Note: Your company may already be registered with Onsite Track Easy without you having had to
register through the portal. This will be the case if you are an existing Onsite Track Easy customer or you work
on sites that engage Onsite Track Easy for administrative services.

74 Rail Safety Worker®
.ﬂ powercd by Onsite Track Easy

PORTAL HOME TERMS & CONDITIONS PRIVACY

07-0ct-2011 15:31 Find Company

Enter a fragment of your company’s name and click search.

Found 8 matches

Name Status Number Address Town |State | Postcode | Country Phone Region
Bluemoon Pegasus ELLIGIELE 68 050 295 023 1 Smith St Newcastle | nsw 2330 Australia | (58~ 0265718888 |Australia and Oceania
Pegasus Employment Pty Ltd ELLIGIYELY 50 115 760 319 Po Box 478 Singleton |NSW 2330 Australia | [G8~ 02657188883 |Australia and Oceania
Pegasus It Pty Ltd =i v 66 070 028 590 3 |16 Cambridge Street | Singleton [ NSW 2330 Australia | (58]~ 0265718888 |Australia and Oceania
Pegasus Management Pty. Limited [ELIIY=00 91 080 018 800 16 Cambridge Street | Singleton | NSW 2330 |Australia | G~ 02657188889 |Australia and Oceania
Pegasus Mining Personnel Pty Ltd [ELLGAELY 84 092 217 886 16 Cambridge Street | Singleton | NSW 2330 |Australia | ([E8]~ 0265718888 |Australia and Oceania
Pegasus Safety And Training Pty Ltd EWGNEY 77 128 372 583 6 Castlereagh Street | Singleton | NSW 2330 Australia | 58~ 0265 71 88 01 |Australia and Oceania
Pegasus Technical Pty Ltd ELGIYLE 81 070 684 838 Po Box 478 Singleton | NSW 2330 Australia Australia and Oceania
Pegasus Training Pty Ltd ELLIGIELY 79 115 761 254 16 Cambridge Street | Singleton | NSW 2330 Australia | B8~ 02657188883 |Australia and Oceania

The status column shows if the company is currently registered or being considered for registration.
If your company has not yet applied for registration you may do so now by clicking this add button.

Australian Companies

Onsite Track Easy requires a valid ABN (Australian Business Number) for all Australian companies who wish to
register. If you do not know it, you can use the lookup ABR button to look it up from the Australian Business
Register by doing a search on your company’s name.

74 Rail Safety Worker®
g powered by Onsite Track Easy

PORTAL HOME TERMS & CONDITIONS PRIVACY
07-Oct-2011 15:33 Add Company

Please select the country and click continue. Lookup your ABN by searching

Australian companies must also have their ABN. Use this on your company name in the

button to find ABNs in the Australian Busir Register. LOOkup ABR A t I B . R f t

) ’ ustrallan business Register.
Country: Australia -
ABN:

\ Enter your ABN and click
Continue to add you company.

After entering an ABN, you will be presented with a list of valid business names for that ABN from the
Australian Business Register. For more detail on the Australian Business Register please visit
www.abr.business.gov.au

© Onsite Track Easy Rail Safety Worker Card Purchase Portal User Manual — Version 2.90 9
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Non Australian Companies

It is a requirement that non Australian companies are identified by a name and business number. If a
registered company is not found with the entered name and business number then the registration process
will continue.

Add Company

To register your company you will need to provide the following company details (marked with an *):

ﬂ Rail Safety Worker®
,-‘ powerac by Onsite Trsck Essy

PORTAL HOME TERMS & CONDITIONS PRIVACY

07-Oct-2011 15:41 Add Company
To register your company please provide the following (x = mandatory)
1. Company Mandatory fields
Name:
Country:

Business Number: | {7245
Phone: &
Mobile:
Fax:
Website: x D | am an authorised representative of this company.
Postal Address

Address: x

Town: %

State/Province: m
Postcode: &
Delivery Address [F] same as postal B When you ciick submit this information will be supplied
— to Rail Safety Worker registrations who process these company registrations.
P> When it has been processed a notification email will be
Town: sent to the user nominated above.
State/Province: P After approval your user will be able to add new users and
log into this portal to get Onsite cards for your employees.
Postcode:

1. Company

Your company contact details. The company phone number and postal address fields are mandatory.

2. User

Details of a user who you want to receive email notification of your company’s registration status and login
information. Login information is only emailed if your company’s registration application is approved. See the
section on Users for more information on the company user.

3. Declaration
You must be an authorised representative of the company you are registering.

10 Rail Safety Worker Card Purchase Portal User Manual — Version 2.90 © Onsite Track Easy
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Users

Website Access

All users can login to and access both the Rail Safety Worker Card Purchase Portal and Onsite Track Easy
websites. This manual is predominantly only about the Rail Safety Worker Card Purchase Portal. Once a
company is registered, a user ID and password is sent to the nominated person to allow them to login to the
portal to order RSW cards.

Rail Safety Worker Card Purchase Portal

The portal is a web site where you can register and order your employee Rail Safety Worker cards.

Log in at https://secure.onsitetrackeasy.com.au/portal/railSafetyWorker

Onsite Track Easy

Onsite Track Easy is a real-time safety and contractor management system which tracks compliance
records such as company certifications, employee competencies, training, activities and site access. It is a
product developed and used by Onsite Track Easy to manage your employees’ training.

When your company registers with Onsite Track Easy your company will receive a free subscription to Onsite
Contractor Basic if they don’t already have one. This is a website where you can view basic data for your
company from all sites using Onsite Track Easy. If you would like enhanced access to your data you can
activate a Free Trial of Onsite Contractor Full.

Log in at https://secure.onsitetrackeasy.com.au.

Adding Users

Any number of user accounts can be created for representatives of your company once your company’s
registration has been approved. Use the login button on the home page to access the login page below (even
if you don’t have a username and password). This page has an option to request a New User Account.

,/’ Rail Safety Worker®

- powvered by Oesite Fack Exsy

PORTAL HOME PRIVACY

O1-hov-2011 0022 Login

Erier your uzarmans and pazsvword 1o kogn now.

Liserrame I
Paszaces I

Request new user account
-« q

Roauet o new oG 10r your Congany.  New User A

Reousst new paszword for your logic - Forgotten Password ¢—| Reset password

After clicking the New User Account link, you will be prompted to search for the company of the new user.
Do a search on your company’s name. If your company is registered it should appear in the search results, as
shown in the image below.

© Onsite Track Easy Rail Safety Worker Card Purchase Portal User Manual — Version 2.90 11
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01-Hox-2011 0018 Select Company for New User

Erder o tropnent of your company's name and cick search.

— 5o

Fourw: 1 match

Hame Number Address | Town mc|?osicudc Country | Phono Reglon
Al Rail 85095 638671 |1 One S1 | Qv | NSW T [ Austrads (025545601 7 | At sl and Oceanin
CEtK the name of 1952 CONOANyY 1S NEW LSS represents

Click on the Name of the company matching yours to request a New User Account. You will need to enter the
first name, last name and email address of the user you wish to create. The user request will be emailed to
user request managers from your company for approval. When a decision has been made an email containing
login information will be sent to the email address you provided.

Email Address and Password

Each user needs a valid email address for the delivery of their login information which contains their
username and password. All passwords are generated automatically.

Reset User Password

Use the login button on the home page to access the login page. This page has an option to request a new
password for your login. Click the forgotten password link and a new automatically generated password will
be emailed to you. You will need to enter your first name, last name and email making sure to use the exact
spelling you used when first setting up your user account.

Change Username or Password

If you are an existing user you have the option to change your username and password. This may be done
from the user settings menu when you are logged in.

O1-Nov-2011 00:20 uSer Settings g Shopging Cart
Oean Total:  emyply
Abc el

Company: | 21:c Rl
Hame: Juetars Duins
Email: tronakIpegncus nat o

Change username

Usemame
Wou may g I et your user D or choose l

8 A0 LEEIANE DB 00 the 18ATY

* Langh tom 1t 3D charnclers UseriD:  |227977

* Mot ndt be lolaly rutins Userna [—— ]

* vt not alrendy Belong 1o andtiny user

Password

B conpes wikthe sbonmgrie s — Change Password
* Lemgh tron 8o 1S characters
* Mt inciude o leazt o letter New Password: | ¢
* Mastinciude o 2ozt 0 rrmier of chot Wew Paswword (e | r ]
* My rot nciude bockeinzh () o apasyophe ()

12
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Example Login Email

Following is an example of the email you will receive containing your login details (next page).

Dear James Brown,

Thank you for your registration with ARTC Rail Safety Worker registration service.
You have been given the following login to represent ABC Rail.

Username: 227978
Password: XXUDS192

This allows you to access both the Rail Safety Worker portal and the Onsite Track Easy website.

"/7 Rail
a=F Safety
Worker®

Cowavea By Qo Tk Eary

Login to register your employees with the ARTC Rail Safety Worker registration service.
Login at: http:#horse-belinda:8080/portal/railSafetyWorker

To change your username and password, login and click User Settings in the menu.
For further assistance please contact Rail Safety Worker registrations.

Email: RSW@pegasus.net.au
Phone: 1300 777 245 (1300 77RAIL)

)
A

onsite track easy

Onsite Track Easy is a real-time safety and contractor management system which tracks compliance
records such as company cerifications, employee competencies, training, activities and site access.

You have been given a login to Onsite Contractor Basic. This is a website where you can
view basic data for your company from all sites using Onsite Track Easy. If you would like
enhanced access to your data you can activate a Free Trial of Onsite Contractor Full.

Login to Onsite with the same usemame and password listed above.
Login at: http:/horse-belinda:5080

For help with logging in or using Onsite please email supporti@onsitetrackeasy.com.au
For more information about Onsite Track Easy see www. onsitetrackeasy.com.au

Automatically generated message. The sending address is not monitored. Ref.227977

Please Note
You have also been sent a plain text version of this email in case you could not receive html emails
To stop the text versions so Onsite only sends html emails to pegasus.net.au please click the link b

http:#horse-belinda:8080/action. jsp?params=YWNOaVW3BuSWQAIMSZ1c2VySWAIM|IBOTed JmRybWWH

© Onsite Track Easy Rail Safety Worker Card Purchase Portal User Manual — Version 2.90 13
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Ordering Cards

To order RSW cards, use the Order Cards button on the portal home page. This will bring up a list of
requirements that are required for the allocation of Rail Safety Worker card.

w74 Rail Safety Worker®
g powered by Desite Wk Exay

PORTAL HOME LOGOUT USER SETTINGS - TERMS & CONDITIONS PRIVACY
31012011 2326 Abc Rail Q Shopping Cart
Janas Daony Talat oy
Abc Rol Wetcoime Lo your comgny’s logn arca

From here you con Purchiness Carcs and Mansge Brplnpne Reconds

Order Cards Pucshese conds o eamphopie
Manage Employees [EEUNEEERE RPN

Click on the purchase button or the picture of the card (see below) to progress to the employee selection
screen.

’7/ Rail Safety Worker*
.‘ povavod by Oeste Tack Lssy

PORTAL HOME LOGOUT USER SETTINGS TERMS & CONDITIONS PRIVACY
Cik i ) Abc Rall Cards Purchases Q . Storp Gt
prrTy
\ o olak sy
Abo Rl AVAILAUBLL CARDS
PLEASE NOTE: Just becausc & card is isted here does not mean you can hase it PRase enswe your efgliyees we
eriting 1o carcs Belore you Sy tham. Vou may rof Gusity for s retund il your porchaos spadcaion s repcied
¥ youdTe unoure st any cardl purchass pisaze contact 1he pord el admirisy stor (see detals on 1 Palp meri)
* Hal Safety Workes Card
=1 \ —ery) Costz 400,00 (plus 1000 GET)  per card yih iertty chack
o 'l“’.?'.ﬂ. 23000 (pus 3300GST)  par replacemant cand winout ety check
Click to AR Dexcriptions | The fad Safety Worker cied i rogqared 10 wiek 00 w0y of the ARTC propets
' o e [
purchase a NO-SoM sant Requirements:| o jsertty civeck: 100 Poit Chick (Pepazus Safety Andd Training Poy Ltd)
card TR *® Role seecson
® Fi uploads
\ Purchase ® Moo reswts

Do an employee search to select one or more existing employees or click Add Employee to add a new
employee (see page 23). Click the Buy button when you are ready to purchase the card. You can select
multiple employees to process and purchase a card for.

Rail Safety Worker Card Purchase Portal User Manual — Version 2.90 © Onsite Track Easy
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PORTAL HOME LOGOUT USER SETTINGS m TERMS & CONDITIONS PRIVACY
01-Hov-2011 0203 Card Purchase Q
Jomes Dean Totat  sopdy
FroTe RAIL SAFETY WORKER CARD
. Cost: | $10R00 (pus 300D GST) per card with idertty chack
L4 oo | $3000  (puz 3300 CST)  per restacenent cord witeu iensty check
poavr
e | Tres Fad Safety Worker cord b5 reguired 10 woek on any of the AR TG progcts
prvpTTp Requirements: | o pientty conck: 100 Poird Creck (Pegasus Satety And Training Pry Lid)
| e Role stiecton
| Fie pioads
| ® Vfcaneriza regussts
EMPLOYEES LIST Add new
I— Erder & pivos Lageoess {2000k D 20 aad c0ed shareh
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Employee Card Purchase Data

Once you have selected the employee/s from the list and clicked on the Buy button, you will be shown a
screen that outlines the data requirements for each employee’s RSW card purchase.

74 Rail Safety Worker®
£7

powavod by Geske Fack Ensy

PORTAL HOME USER SETTINGS TERMS & CONDITIONS PRIVACY
ELOLIT 2T Data for Rail Safety Worker Card Purchase g SROPPI00 ¢ ot
oot Toleh  avyiy

ProceSS CARD PURCHASE EMPLOYEE
\ Action Last Rame | First Mame | General Vork Roles Tlles Done Infos Do Status
Procoss Srth Jon v Mobéa Plant Cparador > 10 Torns ootz X

" wEtlaend X = Manrony Nt Srtared 3 = Ogtione! Nt Endered

Actiore Click 'Procoss’ 10 do omployue spplicabion, srd 'whan compiete, add # 10 your cart.
Each englopee requi ez General entries, Yo File uploads and iformation selections

Click on Process to start the ordering process. There are 3 sets of data required to complete a card purchase:

1. General
This includes specification of the following:
a. workrole/s

b. who to communicate to regarding card purchase
c. declaration regarding agreement to privacy statement and terms & conditions
d. shipping address and who to communicate to regarding card shipment
e. name and date of birth to use for identity check and who to communicate to regarding
identity check
2. Files

The file upload requirements are dependent on the role/s you select in the general data section.
When attempting to purchase a card for role/s with file requirements, detailed information on what
the requirements are will be displayed.

3. Information
The information requests are dependent on the role/s you select in the general data section. When
attempting to purchase a card for role/s with information requests, detailed information on the
request requirements will be displayed.

Initially after you first click Process only the General section will be shown. Once that data set is completed
and saved the Files and Information sections will appear for completion. You can see the completion status
for each data section in the Card Purchase Employee table in the ‘General’, ‘Files Done’ and ‘Infos Done’
columns. Some file and information requests are optional so even though the completion status columns may
indicate that data is complete, you may want to continue to upload optional files and answer optional
information requests.
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General

You need to complete all of the details in the Card Purchase, Card Shipment and Identity Check sub sections.
Once this is done use the Save button to save your changes.

4 Rail Safety Worker®
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PORTAL HOME USER SETTINGS TERMS & CONDITIONS PRIVACY

RLOEZRIZR Data for Rail Safety Worker Card Purchase g
dsnes Oean
Abc R CARD PURCHASE EMPLOYEE
Astion Lot Name 1 Fest Heene [ Gunural Wark Roles Files Done Infox Done Status
Proceseing B | Smeth John v Mot Fiart Operatice > 10 Torne 0otz X Ootd

v =Ertared 3 = Manzitony Nt Erderes X = Opticersd Not Ertared

[ dmacaraiamnnce: |
APPLICATION FOR JOHH SMITH m - Adato Cart |
GLNERALX ffe ganaral @
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Conavancale To lE’e i Ronal Hatos oF person
Conerncale By I[f».“ 'I
Enai: [(- oradinesatus nat ma
e | in | Austrats =l
Declor adion F logee wih¥e Terns 3 Condtions and Privocy imenus

Conevancale By | Enal e I

Enai l(- oralpeaus nat o
| in | Austraks =

stpesenTo:  [Ehanncn Cooger

Aoy o Box

Toarc [‘~' s\ elir ook

StateReovino I,*:;'\';

Forlcods 23

Courtry. =l
Montity Chock

Betoee 1 Chrd G b Baued FE a0 st pags e ldentity Check Ful dedais wit b
Rrowded on compietion of the purchass. Mow shouid we Communicabe regardng nis process?

Comerncate Tor [Beinds Roow

Coesvavcsle By |F~.n( -I

Ena [:u R esnsuE Nl 10

Moeer: | in [uztrads =]
The following values must all be correct o the iRerily conch wil rif pass,

Frzt Nama: I on

Last Nane: Sodn
Mg Name: | Cptenay
Onte of Bvrinc 7193
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Work Roles

/: 3 Click the roles icon (shown left) to select one or more roles for the employee whom the RSW Card is
being purchased for. The role selection determines what the file upload and information requests
are for the card purchase for this employee. The roles icon is found in the General section in the
Card Purchase sub section. You may choose not to select any roles. In this case you will be warned
that you have not selected a role, but you will not be prevented from proceeding with the card
purchase.

a Onsite Cardholder Roles Popup -« Webpage Dialog | X}

-

Rall Safety Worker Portal Work Roles —

Tick all required roles and click apphy
C1234 G799 1234 £709 1234 67691234 67691234 67691224 67690

—

0 e O e ) e e I e i

Administraior

/'

Tick one or
more roles

Bek Spicer

Draftsperzon

Driver

Ergresr

Fiter

Janior

Lathe Ogerslor

Mobie Fiant Operstor > 10 Torne

Rigger

Shotficer

Sinaler

Systems Developer

Trades Azsietont

Trener

I~ Turmer

I~ Wekder

Selected Roles
Mabie Flant Operatar > 10 Tonne Apply

Rl

Communications

Onsite Track Easy will communicate via email and/or SMS regarding the following components of your card
purchase:

e Card purchase
A communication will be sent when your card purchase has been processed by Onsite Track Easy.

e Card shipment
A communication will be sent on card dispatch containing Australia Post tracking number and
shipping address.

e Identity check
Communication will be sent on identity check enrolment (including an information pack on the
procedure for undergoing an identity check) and on processing by Onsite Track Easy. Reminder
communications may also be sent if the identity check has been pending for too long.

18
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You may choose the same communication settings regarding all three components or you may set them
differently. You may want the card purchase communications to go to the user making the booking on behalf
of an employee, but you may want the card shipment and identity check communications to go directly to the
employee. The communications options are completely flexible and it is up to you how you use them.

Declaration

In order to complete the card purchase you must make a declaration that you agree to the Onsite Track Easy
terms & conditions and privacy statements. These are accessible from the terms & conditions and privacy
links in the portal menu bar.

Card Shipment

The card shipment section allows you to specify the address you would like the RSW card shipped to and who
to attention the package to. If you are purchasing cards for multiple employees and do not wa nt to ship to
them individually, but rather to a company address for example, then if you enter the same card shipment
address and attention to details for each employee’s card purchase these cards (which are all going to the
same shipping address) will be sent together in the one package.

Identity Check

An identity check is a requirement for the purchase of a RSW card. As part of this process you must enter the
employee’s first name, middle name (optional), last name and date of birth as will be verified by th e identity
check. The values entered must exactly match the values used in any identity check process or the identity
check will not pass. Upon card purchase an identity check information pack and a 100 point checklist will be
sent to the communication contact.

Files

Once the general details have been completed and saved, the next step is to upload any required files. These
files are role specific.

Types
You can upload any of the following types of files providing they do not exceed 2,000,000 bytes each:

e JPEG image files

e PDFfiles

e Text files

e  Word document files (*.doc and *.docx). Note: File names must be less than 50 characters.

Managing Card Purchase Files
For employees that have file requirements you will be taken to a page similar to the following image which
provides information on

1. The file requirements

2. A summary of the employees in your booking

3. The number of files uploaded for each employee.
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LOGOUT USER SETTINGS TERMS & CONDITIONS PRIVACY

Click back to process

a different em p|0yee or Rail Safety Worker Card Purchase g
L RD PURCHASE EMPLOYEES CARD PURCHASE
Action Last Name | First Nams |  General Work Rolss FBies Done Infos Done status }S"“ Ratl safsty Worker
Test Az v (none) oot X oor2 X INCOMPLETE e ~ARIC
Employee we are s [ I e o x o x R
processing omme  X-wmmNaEee X -OgaNaE
APPLICATION FOR AARON TEST ‘ Add Card purchase
to shopping cart
. . GENERAL®
File requirements TETA REQUIREMENTS
ILES For Work Role: - -every role-- - [£] Exciuoe those for "al”
*' Fisl: % Photo
1.2 Photo FiTipe
x Mandatory Carahoider Photo . v:s" TR
[ Recent nean ang enoutsers pro. weil iz ssoing camera, m sungiasses or hat piain Dackgrownd ] Well IR, 23cing .m0
Please upload 2 photo of this employes ‘sunglasses or hat, piain background.
<4— I f|| Fis2: % Shotfirer's cartificats
Up|°ad U p Oad e For Work Roles: ‘Acministrator, BeR Spiicer, Draftsperson, Driver, Track
repectreamIerioen!
Fie2 First Aid Cartificate Manaatry. Yes
X == Furst aia.Cortficats Gansral Certifisd Doc: G soomrer Cenmozte
Optional for Rokes: (all) Requirements &wmwnmmwmmmu oSty
[1y0u rave 2 currest frst a0 cemmcate. plesee provoe
Fass: First Al Certificats
an

This page allows you to upload files for an employee against each file requirement for the roles selected. To
upload a file against a file requirement use the relevant upload button. For information on uploading files see
page 24.

If you do not complete uploading files, then files that you have already uploaded will remain in the system
until you're ready to register your employee at a later date.

Information

You could also be asked to answer some questions as part of the card purchase process. Use the Edit button
at the bottom of the screen to change to edit mode and enter asnwers to the questions. Select the Save
button once completed.

INFORMATION

Info1: % Are you an Australian citizen.
b4 Mand y for Roles: Administrator, Janitor, Lathe Operator, Rigger, Shotfirer, Si ller, Syst Devel

per,
Trades Assistant, Trainer, Turner, Welder Please enter this information

(unknown)

Info2: % Do you speak and read everyday English?

X Mandatory for Roles: (all) Please enter this information

(unknown)

Info3: % Please describe your experience working in the rail industry.

X Mandatory for Roles: (all) Please enter this information

(unknown) ‘
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Add To Cart

Once all of your employee’s general data, mandatory files and information requests have been uploaded you
will see green ticks for all of the card purchase requirements for this employee in the Card Purchase Employee
summary table at the top of the screen. Even though the card purchase appears complete, you may also want
to upload some of the non-mandatory files and information requests if appropriate before adding your card
purchase to the cart. Once you are ready, use the Add To Cart button (found immediately below the Card
Purchase Employee summary table) to add your purchases to the shopping cart. Click on the review link to
proceed to the checkout review area (see page 24 for more information on the shopping cart) once you are
complete and wish to purchase the card/s.

Click to proceed to the

shopping card Shopping Cart
Cantturchase purchase area. \@

' |Total: $1707 review
RAIL SAFETY WORKER CARD

Cost: $100.00 (plus $10.00 GST) per card

Description: The Rail Safety Worker card is required to work on any of the ARTC projects.
— Requirements: | e |dentity check: 100 Point Check (Pegasus Safety And Training Pty Ltd)
000 000 000 e ® Role selection
CARDHOLDER NAME ® File uploads
ISSUE DATE: 19 0CT 11 * Information requests

Once you have purchased the card/s, you are entered into the Onsite Track Easy database as having pending
card purchase/s. This order needs to be approved by Onsite Track Easy. If there are any file upload
requirements, Onsite Track Easy personnel will check the validity of these before approving your card
purchase/s. The card purchase communication contact/s will be notified by email and/or SMS when your
purchase has been processed, and if approved, the shipping communication contact/s will be notified with
details of the posting of the RSW card/s.

Returned Card Purchases

If Onsite Track Easy personnel require you to supply some more information or files before they approve your
purchase they may return it to you for completion. You will be notified by email of any additional
requirements. You will then need to log back in to the Rail Safety Worker Card Purchase Portal to amend your
purchase based on the feedback given. On your home page you should see any returned items listed.
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Employees

Employee Manage/Search

Use the Manage Employees button on the home page to search for all employees from your company that

are registered or have applied for registration with Onsite Track Easy. Leave search box blank to list all
employees.

w74 Rail Safety Worker®
g powered by Desite Wk Exay

PORTAL HOME LOGOUT USER SETTINGS - TERMS & CONDITIONS PRIVACY

31012011 2326 Abc Rail g Shopping Cart
Janas Daony Talat oy
Abc Rol Wetcoime Lo your comgny’s logn arca

From here you con Purchiness Carcs and Mansge Brplnpne Reconds

Order Cards Puzhese conds for
Manage Employees )

The search results are divided into two categories:

e  Action Required
Consists of returned applications that need amendment and re-submission.

e No Action Required
Consists of submitted (awaiting processing by Onsite Track Easy), approved and rejected applications.

In each case use the Name link to view details of your employee. In the case of returned employees you will
be able to edit their data and re-submit it.

q/ Rail Safety Worker®
ol sty ounemack ey

PORTAL HOME USER SETTINGS TERMS & CONDITIONS

SEOLZI Abc Rail Employees g Shopping Cart
ez Do
Ao Rl © To Digplay Company Enployees wee e “oewch” Bdlon

* To Add a Now Employee cick e "adif” buticn
Enter a naere ognent (Lank 12¢ o) and cick search.

l"'—

Saber ool -I

 Group by stetus

Found dmatehes

NO ACTION REQUIRED

Sulimitted  Wadioy O aoessig by Ral Sataty Woker sepistrations

| wme | status |tnterediy|
Isrnoﬂ.casmo Jam:manl

Approved  Fulyprocesssd

Haeno Status 0 b |Photo |Card Print |Cerd Lxpiry | Gard Shipped | Tracking
Krames, Cosmo 000 227 929 Yo

Smart, Maxwell 000 023 055 Yes | |

Smith, John 000043723 Yes
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Adding Employees
There are two access points for adding new employees.

e From the Manage Employees button on the home page.
e  Whilst purchasing a card (see page 17)

Before attempting to add an employee you need to do a search to make sure they do not exist first. If they do
not exist, then use the add button. You will need to complete all mandatory fields before your entry can be
submitted. Mandatory fields are denoted with an asterix.

74 Rail Safety Worker®
g povwersd by Oextte Back Exxy

PORTAL HOME USER SETTINGS m TERMS & CONDITIONS PRIVACY
3022011255 Add Employee to Abc Rail @ Shopping Cart
i
Abc Rl Presson ertar foelids, upiowd fidex anc then submit the deds (% = mandsiory)

1. Fields 2.Files
Aot By e Dusn Pl wrler tha requared Inlds
Fast Nane ] Then you can upicod e tes
LastNana & |
Nidide Nare: 2

| o 3. Submit

bweotoanex [T ] wmeeyrericon Ehscen arder o the togared dudn
Cvivers Lic. Hunicer: | Then you vl ba abio to subnt £

Drivers Lic. Stee: |

Urvers Lic, Qses: |

Drivers Lic. Expry. [ [B] s meom g or izon

hddrers

Toan

Starefyosnce

Prone: %

|
|
|
Pacst Code |
|
|

Enat &

Declarston: = ™ 1agres wih Tamms S Concithons and Frvacy nams

[ancol il Save

Any employees you add here will be set up as contractors in the database unless you have your own Onsite
realm or site, in which case you will have an extra tickbox, as shown below.

Phone: % ]

Contractor: [T Addthe Contractor role to this new employees

laration: % [™ lagree with Tennz & Condtions and Privac

[Cancel JI Save |

Tick that box to allow your employee to be visible as a contractor in other sites, or leave it un-ticked if you
want your employee to only appear in realms and sites where your company is an employer.
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Uploading a File

Here is the page used to upload a file. You can access this page with the upload button when processing card
purchase files or uploading a photo for an employee.

ﬁ' Rail Safety Worker®

./
== powigred by ety Yonck Exxy

PORTAL HOME SYSTEM USER SETTINGS TERMS & CONDITIONS

3012011 2314 Upload Photo of John Smith
dees D Descripton: Photo
A Rl Recurensnt  Recent haad and shoukder s pholo. Wel i, fazing camera, r
sungiasses o hod, phin Background .
Fis o Uskowt + P T BOAOIOZRTOT RS Biowss.. | 1. Browse for file to upload

2. Edit these fields

ot [z 13est0t8500me '\.\ e for 1S 206 arber pinad
Corfernnd ‘\g

Al 4 3 Use this button
to start the upload

P Ensure ol entries are comedh use upload to zave T the ard 1eids

P Permitted Filys Typus
Only |pg ries are parmited 4o this upioad.

> Maximum Fite Suw
Ondy fies up %0 2000,080 bytes n size Wil be sccepied 100 uplond.

Status area

Click the Browse button to locate the file on your local file system. The full file path and name will appear in
the File to Upload field and the file’s name will appear in the Name field. You can then edit the name to make
it whatever you want this file to be known as, and whatever you want to be the default filename whenever
the file is downloaded in future. The Comment field is for any supplementary information you wish to record
with this file.

When you are ready to proceed, click the upload button. If you have chosen an unpermitted file type or a file
that is too big, the upload will be rejected and an explanation displayed in the Status area. If the file is
accepted, it will be uploaded and progress information displayed in the Status area.

The rate at which a file uploads depends on the speed of your Internet connection so it is recommended that
you use a fast broadband connection when uploading files.
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Certified Documents

Some of the files you are required to upload may be classed as certified documents. Certified documents are
documents which certify that your employee has a particular skill, licence or competency and are denoted

with the scroll symbol.

APPLICATION FOR JOHN SMITH

GEMERAL %

FILES

Tllo1: * Photo

x

Mundatoey Cardholder Photo

Fnoare hesd st shoders sholo, VWl #, Incing Crerers, 1o Suancises o bed ol Sadhground |

Piadze dpGnd 2 Q00K O HS enopiapes

TiloZ % Tirst Ald Cestilicate
X Tl (Gr®) first Al Contificate.Gunaral
W«y for Rotas Molods Plant Oparator » 10 Torne

Scroll icon representing  |ussze o s,

J

a certified document

Fleast apload & dingle &t

When you upload one of these documents you must ensure the following:

[ )
e The document clearly contain your employee’s name.

Rail Safety Worker®

powernd by Oass Feck Lasy

74

PORTAL HOME

SYSTEM

USER SETTIN m

31-0ct-2001 2257 = Upload File for John Smith
Janes Dean o
P Certified Document

The the you usicad hare s clhazzried a2 & Canthay Docyment wihich means:
* ¢ noust ke on official document that genuinaly regeesenta the descrphon below
* ¢ nustclal contanthe name of the person show atave

i f corlmnys an IEKUB OF BRpiny dete you Tt enter then in the ki below

The document is an official document that genuinely represents the file requirement description.

If the document contains an issue or expiry date you must enter them exactly as they appear.

TERMS & CONDITIONS PRIVACY

M arry ruguremmunt i not e, the updosd and card pos

Yanous cocuments sxtsly thes upbood regurement Sedect o
Npow vt doy Queations Sandady e ponlal solviloabador (Vs

Hirst Aid Cortificaty
IF yous P 8 Cureid Tesd ied Cortincada, phias

>

Oesorpdon
R anint
Qetuti i Tane . . cslact o - -

from)

1. Select document type (only
if this certified document has
multiple types to choose

. zalact oo .

2. Browse for file to upload

i N

3. Edit these fields

Fleto Upiosd * (oot A Ceditoste Advarced
Neetss % Frsd Ad Carliteste Basic
Fret Ad Cediticals Resuctation
isue Daos
Exgey Dl
Comerart
Suatus:

Status area

4. Use this button to
start the upload.

=
L
ﬂ\/

© Onsite Track Easy Rail Safety Worker Card Purchase Portal User Manual — Versi

on 2.90 25



’/" Rail Safety Worker®
7 4

y powered by Onsite Track Easy

Use the same procedure for uploading a normal file to upload a certified document.

Sometimes a certified document can have multiple types. For example a certified document called “First Aid
Certificate — General” might have types: “First Aid Certificate — Basic” and “First Aid Certificate — Advanced”.
If a certified document has multiple types you will need to select the type you are uploading a file against.

When Onsite Track Easy processes your employee’s card request they will also certify that the document
uploaded genuinely represents the file requirements description, that it represents your employee and that
the issue and/or expiry dates you entered are correct and match those in the uploaded docu ment. If any of
these requirements are not met, the card purchase will be returned or rejected. However, if the
requirements are met, and an Onsite Track Easy representative certifies the document, then a competency
representing the document will be assigned to your employee in the Onsite Track Easy database with the
issue and expiry date specified. These certified document competencies can be tracked in Onsite Track Easy
by ARTC and will be available across all projects your employee works on. This means the certified document
representing the competency will only be required to be uploaded once for your employee, rather than each
time they work on a new project.
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Shopping Cart

If you are logged in, the current total of items in your shopping cart should appear underneath the menus in
the upper right hand corner of every web page you access in the portal.

@ Shopping Cart
' |Total: $110.00 review
Welcome to your company's login area. 'V

From here you can Purchases Cards and Manage Employee Records.
Shopping Cart:

Order Cards Click review to

see/edit/purchase

Manage Employees View employee data; add employees Shopping cart

items

At any point you may manage the items in your shopping cart by clicking on the credit cards icon or the
shopping cart review link.

74 Rail Safety Worker®
g powered by Onsite Track Easy

PORTAL HOME

HELP

LOGOUT USER SETTINGS

TERMS & CONDITIONS PRIVACY

1o 20te @ Review Shopping Cart
Garry Shields
A |
Company:|A """~ "5
User: | Gary Snieis Purchase cart Remove item
Total: $110.00 inc GST
Linelmyl Item | Person lunit Cost|UnithTlCost (ex) | Cost (inc) Description \]Remove
1 [ 1 [card purchase|Aaron test| s100.00[ s10.00] $100.00] 5110.00Purchase Rail Safety Worker Card for Aaromvsgt, | remove
Total: $110.00| including GST of $10.00
[Bacc N

Use the remove link to remove items from your shopping cart. To purchase all items in your shopping cart use
the Proceed to Checkout button. There are two methods for payment:

e Credit Card
Available to all companies.

e  Purchase Order
Limited availability by prior arrangement. If your company is not approved to pay by purchase order
you will not see this option.
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@ Checkout Shopping Cart If your company has been pre-approved to pay on an
account a purchase order number will need to be
ST aaa— provided.
User: Garry Shields
Total: $110.00 inc GST
PURCHASE
@ CreditCard B Please enter your credit card details and click continue to process the purchase

Card Number: 1234567|

Card Type: VISA - . .
Card Expiry: 12 v 2015 « CURRENTLY OPERATING IN TEST MODE Enter credit card details
Card CVV: 123 These auto populated credit card values

Cardholder Name: John Doe should produce a successful payment

=

After your purchase order or credit card has been processed, the screen will show details regarding the status
of your transaction. If successful you will be emailed a receipt/tax invoice which can also be downloaded from
the payment summary screen, see below.

74 Rail Safety Worker®
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PORTAL HOME LOGOUT USER SETTINGS TERMS & CONDITIONS PRIVACY

esaniine @ Checkout Shopping Cart
Garry Shields
v vuna o oullS

Company: |A_ __.._. .. __.s

User: Garry Shields

Total: $110.00 inc GST

Payment Results

Payment Successful

* 1 Card Purchase has been generated. 1 Identity Check Booking has been emailed and can also be downloaded here.
LI ETs M copy of booking file for Aaron test.

e Receipt/Tax Invoice 002480 contains purchase details. It has has been emailed to you and can also be downloaded here.

Download copy of the Receipt/Tax Invoice.

Download Receipt/Tax Invoice

When you logout, any items in your shopping cart will be discarded.
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Frequently Asked Questions
Company Registration

1. How do | know if my company is registered or has applied for registration?
Please see page 8 of this user manual regarding doing a company search.

2.  Why have | not received notification of my registration status?
Your email address may have been entered incorrectly. Please contact the RSW hotline.

3. My company is Australian, but they do not have an ABN. Can | register?
No. You will need to apply for an ABN first.

4. How long does it take for a registration to be approved?
Company registrations are usually approved within 1 week of submission. Please contact Onsite Track
Easy if you need your registration approved in a shorter time frame.

Users

1. How do | get a username and password?
First check if your company is registered with Onsite Track Easy. Please see page 8 of this user
manual regarding doing a company search. If your company is not registered, you may register them.
The registration process allows you to enter user details. If your company is registered then see page
11 in this user manual for information on adding users.

2. Why have | not received my login details?
Your email address may have been entered incorrectly. Please contact the RSW hotline.

3. Whycan'tllogin?
First check that you are entering your username and password exactly as specified in your login
email. The password is case sensitive. If this doesn’t work try resetting your password. If you still
can’t login then please contact the RSW hotline.

4. | have forgotten my username. How can I find it out?
Please contact your company’s user manager. If you do not know who they are please contact the
RSW hotline.

5. I have forgotten my password. How can I find it out?
No-one can look up your password as this is protected information. However, a new password can be
issued. Please see page 12 in this manual for information on how to do this.

6. Can my company have more than one user login?
Yes. Please see page 11 for information on requesting new user accounts.

7. Why did my session time out?
Your user session will timeout after 60 minutes of inactivity.
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