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REGISTERING AS A USER

Visy Contractor Management System

Please follow this step-by-step guide to register your business in the Visy Contractor Management System.

Step 1 Step 2

For first time users, click “Create Account.” To create an account, enter a username, email
address and a password. Once you have filled in
the marked fields, click “Submit.”

CreateAccount

£ Croate Aocount
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REGISTERING AS A USER

Step 3

You will now be sent a varification email to the
email address you provided.

Step 4

Activate your account by clicking on the link
in the verification email. To sign in, enter the
username and password that you created.

Creating an

AGCOWRT l

W' satemetio 1 A verificatien 2maik Jlegze
senammycisemaladdn s befare keggirs in PLEASE NOTE,
THE ACTIVATION
LINK WILL EXPIRE
Feturn to Log In WITHIN 2 HOURS
OF BEING SENT.

£ Croate Accoint
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REGISTERING AS A USER

Community Select Authorised Contractor System

For Questions or Assistance please call 1300 305 072

User Profile

Account Details

Your account has not been activated. To activate you must follow the link in the activation email which was sent to you at the time your account was created. You may resend the
activation email by pressing the 'Resend Account Activation Email' button

Username *

testerl

Email

testing1@maildrop.cc

Personal Details

First Name

Tester

Last Name

One
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Please note

If the activation link you are sent
expires, you will be redirected to this
page. Please complete the required
information to resend your account
activation link.
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RECOVERING YOUR PASSWORD

Step 1 Step 2 Step 3

Click on “Recover my password. Type in your email and select “Recover.” An automated email will be sent to you. Please
remember to check your junk mail.

Recover

SWOrd Passworc

Pasawiord

=oover My passwerd
Login®

L roale Aot
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RECOVERING YOUR PASSWORD

Account Recovery
[ = = ]

Aot haa hean mada In ramst war aoeount parmenn. Gl tha talkewsng Ink i oraaka @ rew passwn

== —— E—— — e — —

Ik will cpira within 2 haums of balng san

Plensa roti: tha raply addsses 4o 1his amall 1B nek maniinnan.,

Arcanly

Pigaciin Supnord
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Step 4

Once you receive the email to reset your password,
please click the link provided.



REGISTERING AS A USER

Step 5 Step 6

Enter your new password in both of the fields, Your password has successfully been changed.

then click “Change.” Please login using your username and new
password.

SSWOKa

Password

Jpdated

Ke-Erter Password ©

Please 0 Lhe s ked Tiglds Chizrge»
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REGISTERING YOUR BUSINESS

VISY

FOR A BETTER WORLD

1 1nma

E Manaas By lhisiness

Mansge By s
Lenzaliona

Weanlir Rapinlrslian

21 ngrart

Step 1

I 1 2 IS BAGRLED SRS 1 1 - WVisy Wendor Compliance Portal

O CUSSTIDNE OF 3rniztance ez ie oall TN J05 052

Business Details Registration

=T the rannty ThaT aar s e sE arerAtas in.

Byiwlalia [SSET 2

“lraga ATl tha SR oFwor Fis ness fwlthoait spacse] 2nd ofick Saarrh:
|1 wan buesirmees iz licled i s reaullls, cFok Hasivler wilh Ui borioess’
& [Mwon bosiress o mol lisbed o Geresolls, clidk Wdd Uhis buaneas

Dot knovwe waur AOM? Find it heore.

MOM Search

;

Pegasus

Australian based companies enter your business ABN and click “Search.”

Companies based in countries othe rthan Australia, select “Change” in the country field and enter the correct country. Enter your business number and click

“Search’”
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REGISTERING YOUR BUSINESS

Registered Business Name OMSITE TRACK EASY PTY LIMITED
Buziness Name "OMSITE TRACK EASY”

ASIC Number 098220743

Select Preferred Business Name

ONSITE TRACK EASY PTY LIMITED

@ 'ONSITE TRACK EASY'

First Last

2 Item(s)

Add this business
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Step 2

Select your preferred
business name form the list
provided, then click “Addthis
business.”



REGISTERING YOUR BUSINESS
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Step 3

Enter the business details in the form, agree to the declaration and then click “Request Registration.”
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REGISTERING YOUR BUSINESS

Ssciption Dt Uploods P

Read the Business Registration information then click
In order to become an authorised vendor and contractor, you must meet all criteria set by Visy and satisfactorily complete the following steps: « . »
1. Complete all sectit f the Vendor Regi d i ire, including Agr Contlnue-

2. Process payment to Pegasus for the verification and administration of your registration.

3. Upload all relevant licenses and insurances as requested. You will need to upload current documents that can be verified against the ABN and Business Name used to register.
4, Complete the Safety Management System assessment if prompted.

5. Complete a Safe Transport Assessment if prompted.

Please note you will be required to complete the full Visy vendor and contractor registration process before you are compliant.

Step 5

Complete the Business Registration
questions.

Please note, some questions will require a
typed answer.

ek Rasislrs o Sunsiplicn Dreompenl Uploesls

Acknowledegements

@ By cwnpleling Lhiy regislration precess Dooolirm e folleing-

a | aclowsd erige that | am o re presentative af the vend e or cortractor company,
And aim A lhnised Lo anseeer Lhose guaesLiones Tor and an beball ol e eompareys

* Junche Luke Lo aneswer Liess gueslions athlully, and whie s Lam unsue, Deill
rinilses L neslesweaan L e iguir ies wi b Lhe cornwany Lo asoen Lain Lhe correclanswer;

a [ aclowsd erige that all personnel who perfiorm works for Wisywill complate amy
sile specilic and general imdoclions peim Lo scecessing Lhe sile;

* Dhawes read amd accepl Ue Teomes aod Condilions of Use of Wis Reaistialon
P Lal; aned

a | aclowad erge that Wisy, or Pegasus on hehalf of Wisy, may condisct arandom
Audil Lo conliern inler rnalion pravidod in Lhis pregualilication, ard [sgree Lo
assist inthis process.

¥ | azroc
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REGISTERING YOUR BUSINESS

Vendor Registration Subscription

Questionnaire Summary

Acknowledgements Update answers
Vendor Details Update answers
Visy Group Updste answers
Licences Scope Update answers
Work Categories Update answers
Incident Reporting Updste answers
Insurances Update answers
Accreditation Update answers

Confirmation Update answers

Document Uploads

Submit Answers

Step 6

Please review your Business Registration answers in the questionnaire summary by clicking on the arrow (>) to expand your answer. Once you

are satisfied with your answers, select “Submit Answers.”

If you would like to adjust a question, click “Back.”

Once you submit you will not be able to go back and change your responses, so please do take the opportunity to reveiw.
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ANNUAL SUBSCRIPTION

Vendor Registration Subscription Document Uploads SMS Review - High Risk Safe Transport Assessment Safe Transport Assessment Uploads

Payments made to Pegasus are for the verification of uploaded documentation and auditing as required.
Under no circumstances will a refund of feez be granted after the document verification process has commenced.

If you are ready to proceed please go to the next page to make your payment by Credit Card through Paypal or via a Paypal account. Once the payment has been completed a tax invoice will be penerated automatically.

Continue

Document Uploads SMS Review - High Risk Safe Transport Assessment Safe Transport Assessment Uploads

You need to purchase the following subscription(s):
Subscription type Duration Expires Cost Tax Total

Pegasus-subscription for Visy portal
Subscription calculation based on: 01Jun2018 $100 $10 $110

# annual-subscription

Pegasus - SMS Visy Audit Fee

Subscription calculation based on: 01 Jun 2019 $300 $30 $330

# safe-transport-assessment

Total $440 AUD

paveal :
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Step 1

Read the subscription details, then
select “Continue.”

Step 2

Your subscription type may be spilt into
two types, the first will be your annual
subscription and the second based on
the category of SMS audit required.
Purchase the subscription by clicking

”

“Pay”.



ANNUAL SUBSCRIPTION

Your order summary

Descrptons Amount

Sta Feegback H

Choose a way to pay

* Pay with my PayPal account
Email

PayPal password

O mnis 1s a private computer. Whats tis?

Logia |

FQrQotten vour email 332re8s O PASIW

Step 3
You can pay for your subscription using the following options:

PayPal & . Lo
1. Using an existing PayPal account.

If you choose to pay via PayPal, you have the option to save
these details and create an account with PayPal.

2. Pay with Credit or Debit card.

ord?

» Pay with a credit or debit card

Cancel pnd retun to Test Busness's Test Store

Please note you do not need to have a PayPal account to make a
payment via this method.

Jser Agreement Combined Francial Services Guide and Product Disclosure

Vendor Registration Subscription Document Uploads

SMS Review - High Risk

Payment successful. Please click next to continue with the process.

Product Description
Pegasus-subscription for Visy portal Pegasus-subscription for Visy portal
Pegasus - SMS Visy Audit Fee Pegasus - SMS Visy Audit Fee

Step 4

Once your payment has been executed successfully
you can view and save your invoice. To continue,
sleect “Next.”

Safe Transport Assessment Safe Transport Assessment Uploads

Cost Tax Total Cost
$100 $10 $110
$300 $30 $330

Total $440 AUD




UPLOADING DOCUMENTS



UPLOADING DOCUMENTS
Step 1
SMS Review - High Risk Safe Transport Assessment Safe Transport Assessment Uploads

Upload all of the requested

. . «
Document Uploads documents by clicking “Upload
Please proceed with document upload by clicking on the upload document button. Note, if the same document appears multiple times, you will only be required to upload it once. DOCU m e nt,”
Certificate Documents Status

Upload the following document

Public and/or Product Liability Insurance Not Complete
& %7 Public and/or Product Liability Insurance Upload Document -

. . 1. Step 2
¢ PUblIC and/or PrOdUCt Llabl Ity |n5urance Click “Select File” or drag and drop the file into the

Upload File white rectangle to add the file.

Drag a file here to add it. Fill out any mandatory fields before selecting

“Submit.”
Select File

Supported Media Types PNG Image, JPEG Image, Text File, Microsoft Word File, PDF File

Maximum File Size 10 MB

Enter Additional Information

Policy Number Start Date * End Date *

1/06/2017 i1 2]

Insurer
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UPLOADING DOCUMENTS
Step 3
SMS Review - High Risk Safe Transport Assessment Safe Transport Assessment Uploads

Once all of the documents have been

Document Uploads uploaded and their status is showing
Please proceed with document upload by clicking on the upload document button. Note, if the same document appears multiple times, you will only be reguired to upload it once. as “ Pend i ng Veriﬁ Cation” Select
“« ” .
Certificate Documents Status NeXt to Contl nue.
Upload the following document « ” .
Public and/or Product Liability Insurance Pending Verification Please nOte7 the NeXt bUtton WI”

«  Public and/or Product Liability Insurance View Document

appear once all of the documents
have been uploaded.
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SAFETY MANAMGEMENT SYSTEM REVIEW

Dhecumnert Uploed s ZME R o -1 limh Rk Safz Transport SAesossmment Safe Trarsport Asscsoment Lialoads

S m

Ar al I'gh Rk wrndre mr cont rewtar the drearmionss yoo ol e beasked ta uplaad wdll becsed toocanduct aSatety BManapament Spcbam (5% revl e,

A SN S eview o indepencenl desk lop s i o wour Werk, Hesl U gid Sale oy docoreols comple s by aguealilied WHS prolessonal, The resisse wall coenpeee soor informslon ggainest el and indosi v regue=imnenls Lo
SMSUrS oL Sertoms arc mcking these oblicobions.

1 grmrmr e mmlde L azimmgabal b SR Berwiores Ty mss ssscetinn L prme wt ik il Dol g vl Tae el By D ging pra e nd s dronvelesee g sl yaen bel swecim 1 poman ol o hrsbios s

U rzr o e b chocunie s el ebibe lronneour maresiLconnpaim,

I Fa dncnmante vee will 3s Foe iy Inclinds, bt ara rot Brntbad o

# Rigke Managamant Frowsdiras

& Foazanpadeoc BARE co BREAx

* Trainre prosedun s incuding indoct oo imengzzireal
= |nfdert Manzqoment Proccdure

= | Irng and Slcohrld mEnagsman

Tio hslpyou comalabe your SIS revisw, Fepacies suazect you vzl tha Papasus SWAS Knowledes Bace

v necd any further Infoematlon or asslsmanc: piease oaneact Prgasos Ciseomer Senddon on TIN0O05 072

Safe Transport Assessment Uploads

J Pessars

Document Uploads SMS Review - High Risk Safe Transport Assessment

SMS Description

@ Do you have a safety management system description that you would like to
upload?
® Yes

No

© Please upload your file here:

Drag a file here to add it.

Select File
Supported Media Types PNG Image, JPEG Image, Text File, Microsoft Word File, PDF File

Maximum File Size 10MB

Go to Page -
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Step 1

High Risk contractors will be
required to complete a SMS Review.

Please read the SMS Review
information then select “Continue”.

You will be able to access the
knowledge base for examples and
further requirements by clicking
on the hyperlink “Pegasus SMS
Knowledge Base”.

We recommend opening thisin a
new tab so you can switch between
the two tabs if required.

Step 2

Answer each of the questions before
selecting “Proceed”.
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SAFE TRANSPORT ASSESSMENT

Step 1
Vendor Registration Subscription Document Uploads SMS Review - High Risk Safe Transport Assessment Safe Transport Assessment Uploads

Some contractors will be required

As avendor/contractor that has selected work categories that involve transportation services with heavy vehicles you will be required to complete a Safe Transport Assessment to co m p I ete a Safe Tra n s po rt

The assessment will compare your information against legal and industry requirements to ensure your systems and documentation is meeting these obligations. AsseSS me nt,

If you are unable to complete the assessment in one session, your work will be saved upon exit. The next time you login, you can continue from where you finished your last session. If you are part of a franchisee service then
you may have documents available from your parent company.

If you need any further information or assistance please contact Pegasus Customer Service on 1300 305 072. Please read the Safe Tra nS pOFt
Assessment information then select

Step 2

Answer each of the questions before
selecting “Proceed”.

SMS R

cwe- | lich Rick

Safz Transport Azscssment Uplaads

Safe Transport Iy R

& 1= wour camanany acorcd ited ta aporate wnder he Natinmal Heassy Wehic le
Ay edilalion Sohiesne Fass Manzgemenl module?

M e, v il e reguined Lo uplood awvalid copny of Lhie company’s MaGioonasl ] ey
Wihicle Accreditation Scheme bMass b anagoment Aaccreditatin cortificato and a
car of your Lmest Cloarrerty Complinnee Statement.
» vez

Mo

2 W hen is your neut Marional Hesey Wehicle Acoradirarion Scheme kans
Fanagoment Accroditatinn andit duc to be campletad b
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SUBMIT BUSINESS REGISTRATION

BHis - TEUNSIE |RACKESSVT 1Y LM, = Wisy Vandor Compliance Partal P'Egasll,lS‘ Step 3

D D —

Thank You

W DRSS DTS NAS Mo D s At v NAvR ATy RS TNG FeganfIng weur AnEICaHnn i insmant 3Hon nns of nur Transly eTam wlll Loantaet wo SN Bhe datals von havs
ikl

Fon s o s zasi anee pleesscall 175000305

Once you have completed your
business registration, select
“Submit.”

o Tra

munl Uheack:

By cliekng ant hi bt b dtennn 1hia paga, yoor pretlle and doo imantz il ba indged fee sarbleston, s ool he rerrnsd b the bams nags. | wam beea o esn cond et
Lheee L e 0 v pan s By el o kLol uiTics losedions g conbacls

Clinking o L Baresgs Wy O0Tee Lucalions Gl will alloaoou b oreals soditional ol Tiee iocalione snd enlen sdiress and ool de als o Uese oealiois.

i onn Ll Mot g My Buciimes e Lai ke Uik sl snlluns s Lo e il seoman bueineses fmlonnealionandeciil or crss D e com el dulails,

page 27



MANAGE MY BUSINESS DETAILS



MANAGE MY BUSINESS DETAILS

m Biloee o Jubadl (RRRLAS VLML - "-|'|.=:.' ender Canplance 3c||:f] e F'EQ'EEI.IE- Step 1
e s e T e R Sl After registering your business in
the Visy Contractor Management
et ui i S R System you will need to manage
N .. : : v Yy e your business details. This includes
Lo ' ] e < business information, compliance
£ vpdu | WL i s M= S 2 documents and transaction history.

= lingrar

To manage your business details
from the home page, select the
“Manage My Business Details” tile.
You can also select “Manage my
Business Details” in the menu down
the left hand side of the page.

« Ffiigst Pebe Mesieess Reoail Step 2

Bl | Toupdate or edit your business details enseure you have selected “Details”
""""" - — from the tabs under the “Manage My Business Details” header.

Make any required adjustments, then select “Save.”
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MANAGE MY BUSINESS DETAILS

< Sydney Head Office

Details  Contacts  Categories

Step 3

To add a new business contact, select “Add”

uetniny | el COF

Cma =, maw

ey

Step 4

Please select “Add” for each section of information: Email
~ o N Address, Address and Phone number.

New Email

Primary Email

@

Please enter a valid email address *

Step 5

Enter the primary email address that you wish to associate to this business contact. You have the
option to make this the primary email by sliding the “Primary Email” bar to the right.



MANAGE MY BUSINESS DETAILS

Step 6 Step 7
Enter the new address that you wish to associate to this Enter the new phone number that you wish to associate
business contact. You have the option to make this the to this business contact. You have the option to make this
primary address by sliding the “Primary Address” bar to the the primary phone number by sliding the “Primary Phone
right. Number” bar to the right.

New Address

New Phone Number
Type *

Type*

e

Ak

Primary Address

@

Primary Phone Number

Country *
Australia - C)
Address Line 1" Number *

Address Line 2

City/Town * Cancel Save

State/Province * Postal/Zip Code *

Cancel Save




MANAGE MY BUSINESS DETAILS
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Step 8

Once all of the information had been added, select
“Save.

Step 9

To view the business’ compliance, select
“Compliance” from the tabs under the “Manage
My Business Details” header. Here you can view
subscriptions, certificates and other areas of
compliance.



MANAGE MY BUSINESS DETAILS

< Manage My Business Details

Dntai [ HETETY Campdinres Ckeearment Lkraey Traraciizm Hiska¢ Aasicorranba
a,
Mama Discriptionm lscue Date Ewgiry DaLi Status
Fterter ‘Wakitdu Irsurseis Muizba-Watick roeranen FOOESI0E el Rl
Fterter ekt Irsurseis uizba-Watick roeranen FOOESI0E i Rk K ) b Sulrritbad Winer Dirnmner
PN - e by Do perea bier RS W s Corrpmnsstion FOOESI0E 20N ITT Sulrritbad Winer Dirnmner
Pubdiz: & Prckat Linblity Insorsms Pubibiz &fer Predus Lisklitg Irsreeaes FOOESI0E ANEI0T Sulrritbad Winer Dirnmner
Tuztal: 4 . 2h ] L
<SMS Certificate
Required Documents
Upload the following document
SMS Audit Report View Document
< Manage My Business Details
Dutail Contacls Compliance Cocumunt Library Tramssction Histary Assussments
Fx
ft = Only Complets (}
Inveice Mo, Tvpe Payment Date Total Complete Invoice
3000002351 Purchase 7 Jun 2006 B 0308 PM 3110.00 Yes Wiew | mwnice
Total 1 0 i 50 100
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Step 10

You can view the details of a specific certificate
by clicking on the name of the certificate that you
would like to view.

Step 11

You can view the document that was uploaded
against this certificate by selecting the “View
Document” button.

Step 12

To view the business’ transaction history, select
“Transaction History” from the tabs under the
“Manage My Business Details” header.
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MANAGE MY OFFICE LOCATIONS

m Eilren - obadl o (RRIRLAGT VLML -

B Fiwegs My Tar e
[T |5

B PAwruss M= Citkn
lim

+ wirdnn Wddaiu

= lograr

ey Mendor Carpllance Pertal

Fu vacciaca ceil nop ...

ey chow g

Flzranr e

------
;;;;;;

Step 1

After registering in the Visy Contractor
Management System you will need to
manage your office locations.

To manage your office locations from
the home page, select the “Manage
my Office Locations” tile. You can also
select “Manage My Office Locations”
in the menu down the left hand side of
the page.

< Office Locations

Office Location

Step 2

To add a new office location, select “Add’”
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MANAGE MY OFFICE LOCATIONS

Office Location

Step 3

Enter the required details of the office location and select “Continue.”

Name*

Description

<Office Locations

Office Location Active

Step 4

You will now need to provide contact details for the newly created office location. To do this, please click on the name of the new location.
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MANAGE MY OFFICE LOCATIONS

page 37

CCAST LN Step 5
e Please select “Add” for each section of information: Email
- o [ Address, Address and Phone Number.
Step 6
New Email Enter the email address that you wish to associate to this business
location. You have the option to make this the primary email by sliding
) . the “Primary Email” bar to the right.
Primary Email
Please enter a valid email address *



MANAGE MY OFFICE LOCATIONS

Step 7 Step 8

Enter the address that you wish to associate to this business Enter the phone number that you wish to associate to
location. You have the option to make this the primary this business location. You have the option to make this
address by sliding the “Primary Address” bar to the right. the primary phone number by sliding the “Primary Phone

Number” bar to the right.

New Address
New Phone Number

Type*

Type*

e

ke

Primary Address

@ _

Primary Phone Number

Country *
Australia - C)
Address Line 1” Number *

Address Line 2

City/Town * Cancel Save

State/Province * Postal/Zip Code *

Cancel Save
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MANAGE MY OFFICE LOCATIONS

VAT T Step 9

Emi  ma.  levaw

o EEE Once all of the information has been added, select “Save.

< Sydney Head Office Step 10
To view the location’s contact detials select “Contacts”
o from the tabs under the location name header.
To edit or view the specific contact details, click on the

name of the contact.

To add a new contact select “Add”
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MANAGE MY OFFICE LOCATIONS

‘ o RN | Ster 1!

Please select “Add” for each section of information:
Email Address, Address and Phone Number. Enter
Bradias - the information required, then select “Save.”

You can make any of these entries the primary
(Ut i information for the location by sliding the “Primary”
e status bar to the right.

Once all of the information has been added, select
((saven

Phune Mumbsrs e

Tuse Fhare Primary
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Pegasus

Powered by Onsite

For questions or assistance please call 1300 217 382
or email visy@pegasus.net.au



