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Step 10

The roles you have selected will display in the right
column.

Step 11

Click on the role name to display the competencies
associated with it.
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Step 12

Click the competency to add the mandatory
documentation.
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Business Rules

Upload naw document Select 2 documents

Competency

Genericinduction Heavy Haulags

Absut Training: STAX Skl - Heavy Haulazs Induction Mow onling heawvy haulape induction

Onee the application is submitted the emploves will be enrolled inte cur online training platform. Please ensure
they check their email for instructions.

Enrol in required courses for competency?

Mexi Course Selector

Document Library Step 13

Select or upload the document required

Alloweed File types: PDF, DOL, PG, JPEG, ¥LS, TXT, DOCX Use the document library to upload and assign documents to each competency.
Competency Edit select None To upload documents to the library, click on “Select or Upload Document”
R 5 Choose a document from your document library or select “Upload New Document” to

upload a document from your computer.

You can upload a PDF with multiple pages. These pages will be displayed individually,

s e i (=] however you may upload more than one page per competency.
Select or upload document o o . . .
_ Please note, documents will only remain in the document library for the duration of

your logged in session.

Step 14

Some competencies that are eLearning will appear like the
screenshot to the left.

Each worker will be sent an invitation to the eLearning
course once their application has been completed.
Click “Next” to continue working through each competency.
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Step 15

Choose your payment method, then select “Checkout.”

On sucessful payment you will be emailed the invoice, however you may also download your invoice before selecting “Continue Processing Employees.”
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Manage Employee

Manage a selected employee

Approved

Personal Details

A 2 2
SuDscription

Work Roles

= ‘

Valid until 14/12/2022 >

000>
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Step 16

Once you have met all the role criteria, the
worker’s status will change to green.

Work Role Status

Red: Working towards; competency
documentation or information is required
Amber: One or more competency/s is nearing
an expiry date

Green: Role is compliant
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lllawarra Contractor Management System

Please follow this step-by-step guide to update worker data in the lllawarra Contractor Management System.

Pegasus Step 1

Please go to the Contractor Information Site and click on “Login” in the
top menu bar.

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

Step 2

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

|

b=
Pending Actions
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Step 3

Find the worker you wish to update details for by scrolling through the
list of workers on the left. Alternatively, search for a worker by entering a

fragment of their name.

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

Update your worker’s data by clicking the edit icon in the Personal
Details section.
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Personal Details

Edit Matthew Krevs's details

Person

Frst Name Matthew

Krevs

-gg

Address

Back to Manage Employees SAVE & CLOSE

Step 5

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