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Peabody has introduced a Contractor Management system to ensure the safety and compliance of contractors and their employees on our sites.

Many Contractors working on Peabody sites will now need to register in our contractor management system. The system will ensure the safety and 
compliance of contractors, allowing your employees to work on our sites.

Overview

Table of Contents For questions or assistance please call 
1300 365 747  

or email:
peabodycompliance@pegasus.net.au

Contractor Information Site:
peabodycontractors.com.au

peabodycontractors.com.au
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Step 1> 
Navigate to the login page.

Login for Existing Companies

Peabody Contractor 
Management System   
 
Please follow this step-by-step 
guide to register your company 
and upload your documents 
for verification in the Peabody 
Contractor Management System.
 
Start in the system here >

https://secure.onsitetrackeasy.com.au/portal/peabody/welcome.jsp
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Step 3> 
Enter first name and last name and click “Submit.” 
 
Your login details will be sent your email address (please be sure 
to check your junk mail as it is an automated email). If you do not 
receive an email, please contact your site administrator listed at the 
end of this guide.

Step 2> 
Enter username and password and click “Login.”
This will bring you to the home screen, continue to step 4.
 
If you have forgotten your password click on Forgotten Password and 
go to step 3.
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Step 4>  
This is the home page of the portal. From here you 
can manage employee data, view employees and 
view company relationships.
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Registering Employees and Induction Bookings  

Step 1> 
Navigate to the login page.
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Step 2> 
Enter your username and password and click “Login.”
This will bring you to the home screen.

Please note: Additional user accounts can be setup from here if required by clicking on 
“New User Account.”

Step 3>  
Select “Manage Employee Data.”
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Step 4>  
Select “Search” to search for employees.

Step 5>  
If the correct employee appears in the list, please click on the tick box 
and click on “Order.”
If the employee does not appear in the list select, select “Add New 
Employee” to create a new employee.
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Step 6>  
Enter the employee details and tick the declaration. Then click “Save.”

Step 7>  
Click “Submit.”
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Step 8>  
Click “Process.”

Step 9>  
Click “Select Roles.”
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Step 10>  
All roles from all projects will appear, to narrow down your search, 
select the group in which the role belongs to by clicking on the 
drop down menu for Groups. 

Select your role/s from the list, then scroll to the bottom of the 
pop up and click “Apply.”

Once you have selected the appropriate role/roles you will need 
to close the work roles window by clicking the red cross in the top 
left hand corner of the pop up box.

Step 11>  
Click the declaration to agree to the terms and conditions 
(available from the link at the top of the page), enter card shipment 
details (or copy from person or company) and click “Save.”
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Step 12>  
Upload the photograph and required documents.

If no induction is required, please go to step 22 on page 16 to complete the 
registration process.

Step 13>  
Select “Choose File” to select the photograph that will appear on 
the contractor card.

Step 14>  
Please crop the 
photograph. Take note 
of the instructions on 
the right hand side of 
the page.
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Step 14>  
For new companies that are not yet associated with the site, you 
will have to apply for association.
To apply for association, in the training table, click “Apply.”

Step 15>  
In the pop up window, click “OK”.
 
Once your company has successfully been associated with the 
site, you will receive an email. 
To continue with your employee registration and training booking, 
log into the portal.
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Step 16>  
To continue the employee registration and 
training booking, select “Show All” to view the 
actions required.

Step 17>  
From the action required table, 
select the employee that you wish to 
continue the registration process for.
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Step 18>  
In the training booking table, select “Book.”

Step 19>  
In the month drop down menu, select the month and year 
that the training is to occur. 

Step 20>  
From the courses shown, select “Book” for the course 
that you wish to book your employee into.

Step 21>  
You will be notified that you have contents in your 
shopping cart.
Click “Close” to continue.
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Step 22>  
Select “Add to Cart” to add the 
card purchase to your shopping 
cart.

Step 23>  
In the shopping cart section, select “Review.”
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Step 24>  
Review and ensure all training events and Onsite Cards are listed, and 
click “Proceed to Checkout.”

Step 25>  
Enter your credit card details, then select “Continue.”

Step 26>  
If you wish to download a copy of your invoice, please select “Download.” 
To finalise this process click “Continue.” 
 
Step 27> 
Your documents will be assessed and authorised. If they do not meet requirements, 
they will be returned for action. You will receive an email telling you this, and it will 
show as action required on the home screen of the portal when you login.

Once the upload requirements have been verified, online training will be approved 
and your employees will be emailed login details. 

Once all online training has been successfully completed, the classroom induction 
booking will be approved and a confirmation email sent to the employee.

Please note> Competencies will need to be maintained as they expire.
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For questions or assistance:
 
1300 365 747  
peabodycompliance@pegasus.net.au

Contractor Information Site:
peabodycontractors.com.au

peabodycontractors.com.au

