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REGISTERING EMPLOYEES

Visy Contractor Management System

Please follow this step-by-step guide to register new employees in the Visy Contractor Management System.
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Step 1 Step 2
Please go to https://visy.poweredbyonsite.com and click on “Login” in On the home page, select “Manage Employees” from the dashboard tiles or the
the top menu bar. side menu.

Once on the home page for the Visy Contractor Management System,
enter your login details and click “Login.”
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re—— Step 3

Employees Available Employees Selected Select "Add New Employee.’

Selectemplavess (o add to 3cticn list These 3ne the employess youwill action

ALY NEW EMFLOYEE

e Step 4

Personal Details

Create a new smployse

Enter all of the employee’s details.

Person
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Last Name Employee ‘
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Back ta List Employees SAVE & CLOSE
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Diashbozrd ¢ Emolovess / New Employes

Personal Details

Create a new employee
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Step 5

Most businesses registering will only be required to agree to the terms
and conditions and then select “Save and Close”. If you are also registered
as an employer at the site, you will also be asked to confirm whether the
employee is a contractor.

Step 6
Select “Checkout”
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Checkout
Shopping Cart
It M. ([ Datails Guantity Pricatunit Tatal
ITEM-CODE-1 CardPurchase 1 5750 L »®
ITEM-CODE-1 £ Roles. C: Pl Lample.  Edit 1 §57.00 *Romave
Subtotal: £5750
Taoc | 106 8575
Total: $63.25
o
Back
Checkout Successful!
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Tatal: $63.25
Downlaad | mcice Cortines Processing Em ployess.

Step 7
Select “Checkout”

Step 8

Download your invoice, then select “Continue Processing Employees.”
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soves: / Sebected Employees

Employees Available

Select employees to add to action fist

ADD NEW EMPLOYEE +

Employees Selected

These are the employees you wil| action

Sample Employes
Select

CONTINUE

- CHECKOUT

Dashboard / Employees / Selected Employees / Roles

Roles for Sample Employee

Back to Selected Employees ADD NEW ROLE
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Step 9

Select “Continue” to add roles to your employee.

Step 10
Select “Add New Role’”
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Add New Roles

Administration / Office Warker / Office Maintenance
Airconditioning And Refrigeration

Apprentice | Trainee

Cleaner / Grounds Maintenance

Construction Tradesperson

Dogman

Electrical Tradesperson

Engineering & Design

Fabrication "Welding Tradesperson

Fod Services ¢ Amenities Delivery / Vending
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Add New Roles
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Administration / Office Worker / Office Maintenance

Airconditioning And Refrigeration

Agprentice / Trainee -

Cleaner { Grounds Malntenance

Construction Tradesperson

Diogman

Electrical Tradesperson

Engineering & Dezign

Fabrication / Welding Tradesperson
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Step 11
Select the role from the list, then select “Add # Roles.”

Step 12
Select “Add # Roles.”
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Dashboard / Employees / Selected Employees / Roles

Roles for Sample Employee

0 Apprentice / Trainee )

Back to Selected Employees ADD NEW ROLE

= slzcted Employes: / Soles [ Competencies

Roles for Sample Employee
@ Role Apprentice / Traines

e Apprentice / Tralnee } MA N DATO RY

0 Generic.-Apprentice / Trainee Papers
o Identity-Photo ID

0 Phato

OPTIONAL

Back to Selected Employees ADD NEW ROLE

Competencies for Sample Employee

0/3

D0/5
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Step 13
Click on the role to add the mandatory documentation for the
competency.

Step 14
To upload each required document, select the name of the document
from the column on the right.
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ompetencies / Upload
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Competencies for Sample Employee

Role Apprentice / Traines
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0 Generic-Apprentice / Trainee Papers

©  identity-Photo ID >
Q Photo >
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Back to Employes Roles

Competency
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Business Rules

Select evidence for: Generic. -~ Apprentice / Trainee Papers

Select or Upload Document
Save & Mext
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E— ¢ “elected Empk ¢ Rokes / tences | Upload
Competencies for Sample Employee
Rale Apprentice / Traines
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Rack to Employes Roles
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Daocument Library
Select or upload the document required
Competeng Allowsdfle toes: POF, DOC, JPG. JPEG, ¥LS, TXT, DOCX

Ceneric-Apprentic

You dan't have any documents stored in the Bbrary far this

in
BUSINESS o meskayee yet, Start by Uploading a news docrment bekivk

Salect evidence f

Select or Lipl
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Step 15

Click “Select or Upload Document.”

Step 16

Select “Upload New Document” to upload your documents to the
Document Library.
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o= T Step 17

Competencies for Sample Employee Competency

A i) N o Semie ferrente Traknebaris Enter the details for the document uploaded. These must match the
information in the documentation.

Business Ruies

L
MANDATORY 03 - Bl tieaaa

Extra information requried:

€  Generic-Apprentice / Trainee Papers

© icentity-PretoiD e - |

[ Qe > |

13062014 ] |
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(x] Confined Space.Statement of Attainment SIFCWHSCO2 - Work in > “ |
confined spaces -

Back o Employee Roles Cancsl Save Eovek Bl

e Step 18

Competencies for Sample Employee Competency

it After uploading the photo, select “Crop.”

Photo Editing & Uploading

Expand All | Collapse Al

Usload 3 photo and ecit It nere, with the tools
o

s - . m

Updoad L

QO Gereric-Apprentice / Trainee Papers >

©Q 1entity-PhotoiD >
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Back to Emplovee Roles
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Step 19

Competencies for Sample Employee Competency

e Use the crop box to crop the photo. Once finished, select “Done” and then
“Save and Next.”

Photo Editing & Uploading

Jpdoad & photo and sdit it here, with the tooks
below.
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Back to Employes Robes
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Step 20
Once you have uploaded all of the required documents, select “Submit.”

Competencies for Sample Employee Competency

Rale Aporentice / Traines Corfined Space Statoment of Attainment. SIFCWHS002 - Wark in confined spaces

T ] soctoptore o ot Spacetatment o A simentSFCWH0E2- Wk Submitting your application in the system will lock the application until
HRHDaAER = & T Pegasus has verified the documents that you have submitted. Once they
0 T 3 have been verified then this removes the lock and you can re-submit any
O wnitymatain > o new changes to the roles, competencies or training.
[ = = >

Pegasus will now validate the documents you’ve uploaded for your
OPTIONAL W v . . . f . . .
employees during registration. You'll be emailed if there are any issues and

given a chance to action them. Upon document approval, the roles will be
applied to your employees in the system.
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UPDATING EMPLOYEE DATA

Visy Contractor Management System

Please follow this step-by-step guide to update employee data in the Visy Contractor Management System.
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Step 1 Step 2
Please go to http://visy.poweredbyonsite.com and click on “Login” in On the home page, select “Manage Employees” from the dashboard tiles or the
the top menu bar. side menu.

Once on the home page for the Visy Contractor Management System,
enter your login details and click “Login.”
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Step 3

Find the employee you wish to update details for by scrolling through
the list of employees on the left. Alternatively, search for an employee by
entering a fragment of their name.

Once you have found the correct employee, click on them to update their
data.
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Step 4

Update your employee’s data by clicking the edit icon in the Personal

Details section.
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Personal Details

Edit Matthew Krevs's details
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Step 5

Update Personal Details, then select “Save and Close.”
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