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REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

Step 1
Peahod P

— Testiode Please go to http://www.peabodycontractors.com.au and click on “Find my Site”
in the top menu bar.

A Home Help | Terms & Conditions | Privacy

apptod Welcome
14-Jun-2016 15:01 Here you may
o Applyfor

and once

S On the Find my Site page, select the site you work on from the provided list.
rogister Follow the link to the correct system.

Giick the register bution if

Once on the home page for the Peabody Contractor Management System, click

“Login.
Login g °
Iyour company s aready ragitaed, g are o vt

urchass Peabody Worker Cards for your employees
* Chek your employee records.

Peahod

Step 2

— ENERGY Test Mode Login to the Peabody Contractor Management System by entering your
username and password before selecting “Login
app104 Login
Login

Requesta new login for your company:  New User Account
Reguest new password for your login:  Forgotten Password

s If your company s registered with Peabody and you
already have an Onsite login, you may be able 1o log in here.
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REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

Shopping Cart Step 3

@ Total Cost: empty

‘fou have a current subscription * You do not want to maintain your compliance data and

C. Subscr Suspend your subscription if.
avmorpdin * You no longer work for Peabody and
which expires in 365 days.

* You do not want to be contacted or receive expiry reminders in relation to it

Welcome to your company's login area

From here you can manage employee roles and Company Relationships.

ENELTR AN LITIAENEY  Register employess, maintain roles and order cards.
View Employees View details of your employees and their data.

Company Relationships Your company relationships on sites in this portal

PLEASE NOTE: .Just because a card is shown here does not mean you may order it. Please ensure the person is
entitled to a card before you order it You may not qualify for a refund if your order is rejected.
If you're unsure about any card order please contact the portal administrator (see details on the help menu).

Description: Peabody Personal Compliance Roles and Card

Requirements: | & Subscription (included in Initial Registration)
Role selection

Photo upload

File uploads

Information requests

Mandatory Onsite Card (if no previous issug)

Registration: $75.00 (plus 37.50 GST) for initial registration and subscription
Card Cost: $30.00 (plus 33.00 GST) per Card
Subscription: | 24 months duration

onsite irack easy
iy T S
conirmcian & saiian a1 you 1

CARDHOLDER NAME

$75.00 (plus 37.50 GST) per Subscription Renewal on expiry

EMPLOYEES LIST

Enter a name ment (blank for all) and click search
Search iragment ( d

to list your employees

You can also select employees that have not yet been entered.
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On the home page, select “Manage Employee Data.”

Step 4

To add an employee, enter a
fragment of the employee’s
name, then select “Search”

If the system returns with no
matches, select “Add Employee.”

To show a list of all registered
employees, leave the search field
blank, then select “Search’”



REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

Step 5
5 Shopping Cart
Employee Compliance @ Total Cost: empty To add a new employee, select
“Add Employee.”

PLEASE MOTE: Just because a card is shown here does not mean you may order it. Please ensure the person is
entitled to a card before you order it You may not qualify for a refund if yvour order is rejected.
If you're unsure about any card order please contact the portal administrator (see details on the help menu).

Description: Peabody Personal Compliance Roles and Card
Requirements: ( & Sybscription (included in Initial Registration)
* Role selection Fonirachers & wiaflars o4 youm aiH
& Photo upload
®* File uploads CARDHOLDER NAME
& |nformation requests
* Mandatory Onsite Card (if no previous issue) I|I""| II"I“'
000 090 090
Registration: $75.00 (plus 57.50 GST) for initial registration and subscription
Card Cost: $30.00 (plus $3.00 GST) per Card
Subscription: | 24 months duration
£75.00 (plus $7.50 GST) per Subscription Renewal on expiry

EMPLOYEES LIST

Enter a name ment (blank for alll and click search
Search rogment 4

to list your employaes
Found 0 matches

Register Employee
Add Employee not yet in your employees list
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REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

Step 6

Enter your employee’s information and select “Save.”

Shopping Cart
' | Total Cost: empty

Please enter fields, upload files and then submit the data (% = mandatory )

On submit a Role Management registration will be commenced for this person Please ensure you enter a” mand atory data marked With *.
1. Fields 2. Identification
Please enter the required fields.

Current Data Then you can proceed if required.

Added By:

First Name: ®

Middle Name: 3. Files

Last Name: ® Flease enter the required fields

and complete identification steps.

Date of Birth: & [!E'] "dd mmm yy" or icon Then you can upload the files.

Drivers Lic. Number:

Drivers Lic. State: 4. Submit
Drivers Lic. Class: Please enter all the required data.

. . Then you will be able to submit it
Drivers Lic. Expiry: [!E'] dd mmm yy" or icon

On submit a Onsite Track Easy

Gender: a card will be purchased for this person.
Address:
Town:

State/Province:

Post Code:

Phone: %

Email: ®

Next of Kin First Name: %

Next of Kin Last Mame: ®

Next of Kin Phone: ®

Next of Kin Email:

Next of Kin Relationship: % Please select a
Historical Data Previous contfact details
Phone:

Email:

Address:

Town:

State/Province:

Post Code:

Declaration: | | agree with Terms & Conditions and Privacy menus

Cancel Save

The minimum MNext of Kin fields are First Mame, Last Name, Phone and Relationship




REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

Step 7
Continue Entry of Test Test Shopping Cart “ .,
Total Cost: empty Select “Submit.
Please enter fields, upload files and then submit the data (% = mandatory )
On submit a Role Management registration will be commenced for this person  Employee Status: 161 :h)
1. Fields 2. ldentification
Mo additional identification data is required.
Current Data
Added By: Lauren Test
First Mame: % Test )
3. Files
Middle Name:
Mo file uploads are required.
Last Mame: % Test
Date of Birth, & 25 Sep 1981
Drivers Lic. Number: 4. Submit
Drivers Lic. State: Click submit to send the data for processing.
Drivers Lic. Class: Submit
Drivers Lic. Expiry: On submit a Onsite Track Easy
card will be purchased for this person.
Gender:
Address:
Step 8
Employee Compliance Shopping Cart y ,
Total Cost: empty Select “Process.
SELECTION
Action Card? | Last Name | First Name | General Roles Files Done | Infos Done Cost Data Status Payment
Process YES x $82.50
v~ = Entered X = Mandatory Mot Entered 3¢ = Optional Not Entered Click link ta view role data requirements:
Action: Click 'Process’ to continue an entry, and when complete, submit it or add it to the shopping cart. Role Data Lookup
Each person requires General entries, then File upleads and Information selections.
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REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

Registration, Subscription, Roles, Card

Shopping Cart
" | Total Cost: empty

PROCESSING: TEST TEST
(Registration, Subscription, Roles, Card)

m Terminate

GENERALx®

SELECTION
[ ction [ cara? [ LastName | First Name | General | Roles [ Fites Done [ Infos Done | Cost | Data Status Payment |
| Processing b | YES ‘ Test ‘ Test | % | ‘ ‘ 582.50 |
v = Entered X =Manaatory Mot Entered 3% = Uptional Not Entered Click link to view role data requirements

Role Data Lookup

Registration, Subscription, Roles, Card

Select Roles Mandatory; Requires valid selection

Roles: (none)
Previous Roles:  (none)
Communicate To:  Lapran Tast Name of person

Communicate By: Er

Email: lche * etau
Mobile: in | Australia
Declaration: | lagree with the Terms & Conditions and Privacy menus

Card Shipment
Communicate To: copy from [ Card Order

Communicate By:  Email B

Email:

Mobile: in | Australia
Attention To: copy from || Person || Company
Address
Town:
State/Province:

Postcode:

Country: Australia a

Save

You must save these entries before you can proceed with the next step

eo0ce
epe.onsitetrackeasy.com.au
Peabody Portal Work Roles
ﬂmm_
Coppabella
Tick all required roles Exploration on at the bottom
| Coppabella - Blast Crew Worker Metropolitan
~| Coppabella - CHPP Worker :1':::;'”“
Coppabella - Coal Mine Worker - Other Peabody

| Coppabella - Maintenance Worker

| Coppabella - Production Worker

| Coppabella - Statutory Role - Electrician

~| Coppabella - Statutory Role - Magazine Keeper

| Coppabella - Statutory Role - Open Cut Examiner

| Coppabella - Statutory Role - Shotfirer

| Coppabella - Surveyor

~| Exploration - Driller

Exploration = Drillers Cffsider

| Exploration - Figld Assistant

Exploration =

Logger

Exploration — Plant Operator

Exploration = Production Manager

Exploration - Rig Geologist

Exploration =

Senior Driller

Exploration — Senior Field Assistant

Exploration = Senior Rig Geologist

Selected Roles

Moorvale - Apprentice

Step 9

Select “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.



REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

Registration, Subscription, Roles, Card @ Filoz:* Appronticeship Indentura Papers

X T p App Papers
SELECTION Mandatory for Roles: Moorvale - Apprentice
| Action ‘ Card? | Nams ‘ Firat Name | Goneral | Rolos | Files Done ‘ I Dnnsl Cost Data Status o ‘ Please upload your indenture papers / apprenticeship commencement / enrolment confirmation here |
| Processing ‘ YES | Test ‘ Test | Xx | | ‘ | $82.50 Please upload a single file
 =Entered 3 =Mandatory N Optional Not Entered Click link to view role data requirements Upload

Role Data Lockup

File3:® Coal Board Medical / Restricted
I(’RR o ia f.: s S\ n‘:m G: l1- E ﬁ 1" T 5 sd; e x V.:..Q (GRP) Medical.Assessment.Coal Board Medical / Restricted | ERT
2gis N, Subscription, Roles, Cart -

Mandatory for Roles: Moorvale - Apprentice

GENERAL* Upload the Coal Board Medical.

« Please ensure the applicants name and DOB, the health practitioner?s detalls, and consent to release information detalls (if
licable) have been leted and are legible.

Registration, Subscription, Roles, Card

Please upload a single file
Select Roles Mandatory; Requires valid selection ip) ingi
Roles: {none) Upload

Previous Roles:  {none)

Communicate To:  Lauren Test Name of person File4:®  Drivers Licence
Communicate By: | Email : 4 E’_—'; (GRP) Driver.Licence. C HC HR MC MR LR SSE Disp Approv
Emall: | Ichock@pegat —...... Mandatory for Roles: Moorvale - Apprentice
Mobile: in  Australia ‘ Please upload current Drivers licence or SSE Dispensation Approval |
Declaration: | I agree with the Terms & Conditions and Privacy menus Please upicad a single file
Card Shipment
Communicate To: ~~~y from | Card Order
Communicate By: = Email
Email:
Mobile:
Attention Ta: copy from [ |Person || Company Ste p 1 2
- Upload your employee’s photo and all of the mandatory

S— documents by selecting “Upload” for each document.

Posteode:

Country: Australia

You must save these entries before you can proceed with the next step m

Step 11

Enter the details required, agree to the declaration and
select “Save.”
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REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

&= Upload File for Test Test Upload Photo of
Verified doc Description: Photo
The file you upload here is classified as a Venfled doc, which means: Maximum Size: 2 Mb
. b Hiclal di tth " the description bel Requirement:  Head and shoulders well lit photo taken from the front with a plain background. Please remove hat or
® itmustbe an efficial document that genuinely represents the description below sunglasses. Image can be larger than needed as it will be framed and cropped before printing on the card.
® it must clearly contain the name of the person shown above
o ifit contains an Issue or expiry date you must enter them in the fields below File to Upload: ®  Choose File | no file selected Browse fo select file for upload
If any requirement is not met, the upload and cardholder compliance will be rejected! Name: & Frigndly name for this file after upload
if you have any questions confact the portal administrator listed on the help menu. Comment:
o . A p
Maximum Size: 2 Mb r
Requirement:  Itis a requirement that all apprentices are supervised whilst on site. Please upload a signed acknowledgement
that you will have a supervisor with the apprentice at all times. Status:
File to Upload: ® = Choose File | no file selected Browse fo select file for upload
Name: % Friendly name for this file after upload
Issue Date: [‘E blank if none (must match upioad file) Enter is e as “dd mmm yy" or click calendar icon
Expiry Date: [fE]  blank it nons (must match upload B8] Enyer ypiry date as “dd mmm yy” or click c

lendar icon Back
Comment:

P Browse for the file and enter field values. Then you will be able to do the upload.
P Permitted File Types
Status: Only jpg files are pemitted for this upload.
P Maximum File Size
Only files up to 2 Mb in size will be accepted for upload.

P Browse for the file and enter field values. Then you will be able to do the upload

Step 13 Step 14

Select “Choose File” to upload the document you are prompted for. When prompted to upload the employee’s photo, select “Choose File.
Enter the start date, expiry date and all details, then select “Upload.”

Please Note: All information must match the details in the document
you are uploading.
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REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

Crop Photo For Card

Source Photo Instructions

P Make final photo like a passport photo.

P The final photo initially shows the
top left corner of the source photo.

P Rotate by clicking arrows if required

P Drag out a selection frame on the source
photo o define the area you want to use.

P Resize the frame with its handles.
P Reposition the frame by dragging it

Final Photo

LB T A

Cancel

Step 15

Follow the instructions to the right of the source photo to crop the photo.
Select “Apply” once you have completed the cropping process.
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REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

TRAINING hige training (&)

Bookings

The following table lists the training required for this employee's role selections. All Auto-Booked training
will aufomatically be booked and added to the shopping carf when you submit this persons application.

Required
Site Course Status Access | Cost | GST By Roles History

Reason

Unavailable S

Peabody Moorvale | Operational Induction Lallp g4/ o] I=R Apply | $35.00| $3.50 II‘

Company not associated with site

Regquired By Roles Legend
1 Moorvale - Apprentice

Training Declaration

— | agree to purchase any outstanding training listed above for this employee
and that they will undertake this training within a reascnable time frame.

Cancel Save
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Step 16

Once you have finished
uploading all the required
documents, scroll to the
bottom of the page view
required training.

Note: If your employee already
has a current induction, the
requirement will appear as
“Complete” and no booking will
be required. Any training that
must still be completed will
have a status of “Outstanding.”

Select “Book” for the training
that you wish to book into.



REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

Step 17
APPLY FOR ACCESS TO TRAINING COURSE In the pop up window, click “OK”.
Site: Once your company has successfully been associated with the site, you
Course: will receive an email.
To continue with your employee registration and training booking, log
Your company is not currently approved to work on this site. into the portal.

Until it is, you are not permitted to book training for the site.

If you proceed you will be notified by emall when your
application has been processed by a site representative.

Press OK to proceed, or press Cancel.

Cancel O
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REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

Pegasus Company Pty. Ltd. g Shopping Cart

Total Cost: emply

Suspend your subscription if:
* “ou no longer work for Peabody and
* %ou do net want to maintain your compliance data and

Compliance Subscription

You have a current subscription
which expires in 365 days.

* You do net want to be contacted or receive expiry reminders in relation to it

Welcome to your company's login area

From here you can manage employee roles and Company Relationships.

Man age Em plo‘y’ee Data Register employees, maintain roles and order cards.
View E mployees View details of your employees and their data.
Company Relationships Your company relationships on sites in this portal.

ACTION REQUIRED

1 Continuing Employee Compliance

shita all 4
Pegasus Company Pty. Ltd. Shopping Cart
' | Total Cost: empty
c i ‘Subscr] Suspend your subscripfion if:
ompliance Subscriplion * You no longer work for Peabody and
Y&i’;‘fgfﬁiﬁ{fﬁ;ﬁ?};'mmn * You do not want to maintain your compliance data and

* You do not want to be contacted or receive expiry reminders in relation to it

Welcome to your company's login area

From here you can manage employee roles and Company Relationships.

Manage Employee Data Register employees, maintain roles and order cards.
View Employees View datails of your employees and their data
(& Ty R VRSBV TTWEl vour company refationships on sites in this portal

ACTION REQUIRED

show all 1

1 Continuing Employee Compliance
| Name |Empid | Description | Started Date | Started By | General | Roles | Filespone | InfosDone | Cost Data Status Payment | Gap Report
|Test‘ Tesll--lgaEBZ | Registration, Subscription, Roles. Cam| 14-Jun-186 ‘Lauren Test‘ v ‘Moowale - Apprentice ‘ Tol? | Oof0 | $82.50

Step 18

To continue the employee registration and
training booking, select “Show All” to view
the actions required.

Step 19

From the action required table, select the
employee that you wish to continue the
registration process for.
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TRAINING hide training (S) Step 20>
In the training booking table, select “Book.”
Bookings

The following fable Iists the training required for this employee's role selections. All Auto-Booked fraining
will aufomatically be booked and added to the shopping cart when you submit this persons appiicafion.

Required Reason
Site Course Status Access Cost | GST By Roles History Unavailable Book
Peabody Moorvale | Operational Induction sl =3 LU Te ]V le® Approved | $35.00 | $3.50 Book

Required By Roles Legend
1 Moorvale - Apprentice

Training Declaration

| agree to purchase any outstanding training listed above for this employee
and that they will undertake this training within a reasonable time frame.

Book Training for Pegasus Company Pty. Ltd. @ Step 21>

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

AVAILABLE COURSES Sort by: | Site a

Click course name to view extra details or make a new booking.
Al bookings must be paid for with a Credit Card.

Classroom Courses

Here are all open classes scheduled for =~ June 2018 a {change month to see other scheduies)
Student numbers are limited. The Avail column shows how many places are left in each session. Step 22>
1 ” .
Site Course| Course # Date Time | Duration | Capacity | Att'ees | Avail| Cost | GST [Files Infos [Venue From the courses shown, select “Book” for the course that you wish
Peabody Moorvale | Book 45376 |Thu 16 Jun 2016 | 7200 am | 6 Hours 14 3 11 | $35.00| $3.50 | none | none | Mcorvale Training Room H
Peabody Moorvale | Book 45375 | Thu 23 Jun 2016 | 7:00 am | 6 Hours 14 1 13 | $35.00| $3.50 | none | none | Moorvale Training Room to bOOk your em ployee |nt0
Peabody Moorvale | Book 45374 |Thu 30 Jun 2016 | 7:00 am | 6 Hours 14 1 13 | 535.00 $3.50 | nene | none | Mcorvale Training Room

* Indicates course cost is paid for by the site.

Step 23>

You will be notified that you have contents in your shopping cart.
You have just added something to the shopping cart Click “Close” to continue.

shown in the top right of this page under the menu.

YOU HAVE $38.50 IN YOUR SHOPPING CART

To process those items click the icon or review'.
IMPORTANT NOTE

If you LOGOUT OR LET THE SESSIOM EXPIRE with any
items in your shopping cart they WILL BE DISCARDED!

Close
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CONTINUING WITH ...

Step 24
Shopping Cart T lete th
Registration, Subscription, Roles, Card Name ~ Quantity Cost o compiete the
Operational Induction 1 538.50 registration and
Review Total Cost: $38.50 booking process, select

“Add to Cart” at the top
of the page.

Card? | Last Mame | First Name | General Roles Files Done | Infos Done
T

YES v Moorvale - Apprentice Tof7 W |0of0

Cost Data Status Payment
$82.50

v = Entered X = Mandatory Mot Entered 3 = Optional Mot Entered

Click link to view role data requirements:

Shopping Cart
Name Quantity Cost
Moolarben Underground Area Familiarsation 1 £0.00
Employee Compliance 1 27T1.50
Moolarben General Induction V2 1 22750
Review Total Cost: $99.00

page 17/

Role Data Lookup
PROCESSING: TEST TEST .
[Registration, Subscription, Roles, Card) Back Add To Cart Terminate
All mandatory eniries are complete. This application may now be added o your cart.
If you intend to provide any more oplional file uploads or information, please dao that first.
Step 25

In the shopping cart window, select “Review” to continue
to process your purchases.



REGISTERING YOUR EMPLOYEES AND BOOKING INDUCTIONS

@ Review Shopping Cart

Step 26

Review the shopping cart items, then
select “Proceed to Checkout”

Company:
User: i
Total:
Line | Qty Item Person |Unit Cost| Unit GST | Cost (ex) | Cost (inc) Description Remove
1 1 |Course Booking Test Test $35.00 Booking for Test Test into Operational Induction. To be held at Moorvale Training Room on Thu 16
Jun 20186, starting at 7:00 am and lasting for 6 Hours
2 | 1 |Employee Compliance | Test Test $75.00 $7.50| §75.00 $82.50 | Registration, Subscription, Roles, Card for Test Test. remove
Total: | $121.00| including GST of $11.00

& Some course bookings cannot be removed as they are requirements for card orders.
= Remove the relevant card orders to enable course booking removal.

Proceed To Checkout

@ Checkout Shopping Cart

Company:

User:

PURCHASE
© credit Card
Card Number:
Card Type:
Card Expiry:
Card CVV:

Cardholder Name:

Total:

VISA

A
w

12 2020

W Please enter your credit card details and click continue to process the purchase

CURRENTLY OPERATING IN TEST MODE

These auto populated credit card values
should produce a successful payment
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Step 27

Enter your payment details and select “Continue.”
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Step 28
E Checkout Shopping Cart S . « »
' ’ Pping Select “Continue” to be redirected to the home page of the system, or “Logout” to logout
ST of the system.
User:

Purchase Successful
+ 1 person has been booked into training.

= 1 Employee Compliance has been submitted.

Tax Invoice/Receipt

- Thank you for your purchase. Below is the Tax Invoice/Receipt.
-

A copy of this has been emailed to you. Click the Download button to access it now.

Invoice Number | Total {inc GST) | Method Details

Credit Card | BIeTL] [0 Te
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BOOKING AN INDUCTION FOR
AN EXISTING EMPLOYEE



BOOKING EXISTING EMPLOYEES INTO INDUCTIONS

Welcome to your company's login area

From here you can manage employee roles and Company Relationzhips.

Manage Employee Data

Register employees, maintain roles and order cards.

View Employees View details of your employees and their data.

Company Relationships

Your company relafionships on sites in this porial.

Step 1

On the home page, select “Manage Employee Data.”

Step 2

Employee Compliance @ Shopping Cart

Total Cost: empty

PLEASE NOTE: Just because a card is shown here does not mean you may order it. Please ensure the person is
entitled to a card before you order it You may not qualify for a refund if your order is rejected.
If you're unsure about any card order please contact the portal administrator (see details on the help menu).

Description: Peabody Personal Compliance Roles and Card -
Requirements:

Subscription (included in Initial Registration)
Role selection

Photo upload

File uploads

Information requests

Mandatory Onsite Card (if no previous issue)

onsite rack easy n

Contrecaer & eaiiane @1 v ahe

CARDHOLDER NAME

000 000

Registration: $75.00 (plus 57.50 GST) for initial registration and subscription
Card Cost: $30.00 (plus $3.00 GST) per Card
Subsecription: | 24 months duration

$75.00 (plus 57.50 GST) per Subscription Renewal on expiry
Back

EMPLOYEES LIST

Enter a name fragment (blank for all) and click search
Search to list your employees

You can also select employees that have not yet been entered.
Please click search first to make sure the person is not already in your employees list.
Then an Add Employee button will be provided.

Enter a fragment of the employee’s name, then
select “Search.”

Please note, employees that are waitingon a

card to be supplied at a site induction will not be
displayed in this list. If a site induction booking is
required prior to the supply of the card, please
contact Pegasus on 1300 663 816 to arrange to be
booked in.

page 21



BOOKING EXISTING EMPLOYEES INTO INDUCTIONS

Step 3
Employee Compliance @ Shopping Cart
Total Cost: empty . . .
Tick the employee that you wish to book into the
PLEASE NCTE: Just because a card is shown hgrs does not mean you may ords!' it. Please ensure the person is ind uction N ext Select “Su bmit."
entitled to a card before you order it You may not qualify for a refund if your order is rejected.
If you're unsure about any card order please contact the portal administrator (see details on the help menu).
Peabody Personal Compliance Roles and Card
Requirements: |  Subscription (included in Initial Registration)
* Role selection
& Photo upload
* File uploads CARDHOLDER NAME
#* Mandatory Onsite Card (if no previous issue) I| I""l II||I“|
$75.00 (plus $7.50 GST) for initial registration and subscription
000 000 090
Card Cost: $30.00 (plus $3.00 GST) per Card
Subscription: | 24 months duration
$75.00 (plus 37.50 GST) per Subscription Renewal on expiry
Back
EMPLOYEES LIST
| 5 Enter a name fragment (blank for all) and click search
ear to list your employees
Found 60 matches
Tick one or mare of the Select and Card Required boxes, Register Employee
then click the Submit button to proceed with this selection Add Employee not yet in your employees list
Select | Card Required? \ Last Name | First Nnmu\ Previous Approved Role Selections Email Card History Reason Select Disabled
T t T
23 Aug 2016
‘ | ‘ 13 Oct 2010
09 Sep 2009 | Employee is not a Contractor
| | ‘ 11 Aug 2009
T T T
Employee is not a Contractor
I I I 08 Lz o0
Step 4
Employee Compliance @ Shopping Cart
Total Cost: empiy « ”» . .
Select “Process” to book this employee into an
SELECTION induction.
Action Card? | Last Name | First Name | General Roles Files Done |Infos Done | Cost Data Status Payment
Process no x $62.50 WL«
v~ = Entered X = Mandatory Not Entered 3 = Optional Not Entered Click link to view role data requirements:
Action: Click 'Process’ to continue an entry, and when complete, submit it or add it to the shopping cart. Role Data Lookup
Each person requires General entries, then File uploads.
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BOOKING EXISTING EMPLOYEES INTO INDUCTIONS

o0 e
GENERAL=® epe.onsitetrackeasy.com.au
Peabody Portal Work Roles
Registration, Subscription, Roles qmm
. ) ) Coppabella
Select Roles Mandatory; Requires valid selection Tick all required roles  Exploration o at the bottom
| Coppabella - Blast Crew Worker Metropolitan
Roles: (none) ~| Coppabella - CHPP Waorker :!';::;'Iim
Previcus Roles:  [none | Coppabella - Coal Mine Worker - Other Peabody
| Coppabella - Maintenance Worker
Communicate To:  Lauren Chock MName of person - P
Coppabella - Production Worker
Communicate B'_I": Email E | Coppabella - Statutory Role - Electrician
" | Coppabella - Statutory Role - Magazine Keeper
Email: Ichock{pegasus.net.au | Coppabella - Statutory Role - Open Cut Examiner
) ) B " | Coppabella - Statutory Role - Shotfirer
. . ot
Mobile: ir Australia "~ Coppabelia - Surveyor
Declaration: | | agree with the Terms & Conditions and Privacy menus | Exploration — Driller
| Exploration ~ Drillers Cffsider
Sa\FE | Exploration — Figld Assistant
You must save these entries before you can proceed with the next step " Exploration — Logger
~| Exploration — Plant Operator
| Exploration - Production Manager
"~ Exploration — Rig Geologist
Step 5 | Exploration = Senior Driller
~| Esxploration — Senior Figld Assistant
. . . . . « o n —
Tick the employee that you wish to book into the induction. Next select “Submit. Exploration — Senior Rig Geologist
Selected Roles
Moorvale - Apprentice
Apply
Step 6

Tick all of the required roles, then select “Apply.”
To exit this screen, please click the exit cross for this window.
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BOOKING EXISTING EMPLOYEES INTO INDUCTIONS

File2: ®  Apprenticeship Indenture Papers

&= Upload File for Test Test
x S : Papees Verified doc

Mandatory for Roles: Moorvale - Apprentice

The file you upload here is classified as a Verified doc, which means:
| Please upload your indenture papers / apprenticeship commencement / enrolment confirmation here |

= it must be an official document that genuinely represents the description below

Please upload a single file » it must clearly contain the name of the person shown above
Upload s if it contains an Issue or expiry date you must enter them in the fields below

If any requirement is not met, the upload and cardholder compliance will be rejected!
if you have any questions conlact the portal administrator listed on the help menu.

File3: #  Coal Board Medical / Restricted

x H (GRP) Medical.Assessment.Coal Board Medical / Restricted / ERT D . A p
Mandatory for Roles: Moorvale - Apprentice Maximum Size: 2 Mb

Requirement: Itis a requirement that all apprentices are supervised whilst on site. Please upload a signed acknowledgement

Upload the Coal Board Medical. that you will have a supervisor with the apprentice at all times.

« Please ensure the applicants name and DOE, the health practitioner?s detalls, and consent to release information details (if

applicable) have been completed and are legible. File to Upload: £ | Choose File | no file selected Browse o select file for upload
I Je ingle fil
Ploase upload a single filo Name: % Friandly name for this file after upload
Upload Issue Date: [‘E biank if none {must match upload file) Enter issua date as “dd mmm yy" or click calendar icon
Expiry Date: [fE]  blank if none (must match upload f18) - Enger gxpiry date as “dd mmm yy” or click calendar icon
File4. #  Drivers Licence Comment:
X ;,-:-3 (GRP) Driver.Licence. C HC HR MC MR LR SSE Disp Approv
Mandatory for Roles: Moorvale - Apprentice P
| Please upload current Drivers licence or SSE Dispensation Approval | Status:

Please upload a singis file

P Browse for the file and enter figld values. Then you will be able to do the upload

Step 7

Upload your employee’s photo and all of the mandatory documents by Step 8

selecting “Upload” for each document. Select “Choose File” to upload the document you are prompted for.

Enter the start date, expiry date and all details, then select “Upload.”

Please Note: All information must match the details in the document
you are uploading.
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BOOKING EXISTING EMPLOYEES INTO INDUCTIONS

TRAINING

hide training e

Bookings

The following table lists the training required for this employee's role selections. All Auto-Booked training
will autfomatically be booked and added to the shopping cart whan you submit this persons application.

Site Course Training Status | Access Cost

Reason

Yancoal Moclarben NEW | Moelarben General Induction V2 [ally g4 V1Tl Approved | $25.00

Yancoal Moclarben NEW | Moolarben Underground Area Familiarsation Lallpp:ar.0 (el el Approved

Required
= By Roles LY Unavailable el
$2.50 |I| Book
$0.00 | $0.00 Book

Reguired By Roles Legend
1 Moolarben -Underground- Warking at Heights

Training Declaration

— | agree to purchase any ouistanding fraining listed above for this employee
and that they will undertake this training within a reasonable time frame.

AVAILABLE COUREBEE Bertow: | Sita B

Click sourss nEma o view oxtre dctaila or make 2 nos' Sozkng.
Al cocHAza mua bap

Classroomn Courses

Fare aa =0 open cazées echadulad far | JacEmber 2516 E (A FeRNN B 856 GIeT SO aLNeE)
Eudent numnbers ars Irkzd. [he AYall column ahows RoW mamy paces are eF i7 cach 3e3ann.

Zhopping Cart

E Total Cast: ampfy

=1 Course | Caurse 7 Cabs Timee | Duratian | Copaety | AR'ens | Awall Cest QBT | Fles | Infos Yenus

‘ranecal Mezlsmen NEVY Boak ATTE0 Tue 13 Dee 2006 (TS am | 3 koLne an 3 37 EXE00 §2.50| none | nore Meclsmen Joer CutTRalring Roem
Yarncral Mosladien 45W Book 4770 T 27 D WG | ™15 8 | O Fowors 1] n an F2RO0 32 50| nnne | wore Mocladen Oper G- T-aicing Room
fancoal Mozlemen MW Book 44520 T 2 Dec ANE | 15 am | dhoLrs 30 1] I £2500 i2.50| none | nore Meclemen Joer Gut rairng Hoom

* Indicates ronrs coet s paid for by thes sie
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Step 9

Once you have finished
uploading all the required
documents, scroll to the
bottom of the page to view the
required training.

Any required training will have
a status of “Outstanding”

Select “Book” for the training
that you wish to book into.

Step 10

You will be presented with a list
of available training sessions
for this training type. Select
“Book” for the session you wish
to book into.

Note: This will add the
purchase price of an induction
booking to your shopping cart.



BOOKING EXISTING EMPLOYEES INTO INDUCTIONS

Step 11

Once you have booked the
required inductions, select
“Save.

CONTINUING WITH ...

Registration, Subscription, Roles, Card

=

Operational Induction 1 236.50

Step 12

TRAINING mae trsining
Booklimgs
Thar fifipaday fewhe heis e Cairnig reguirsd o 7y eciplopes s roke selvcbovs, Al doioaBooked faliryg
well meforratioa Do fraded ool aefoesd (o e i card s o subon N parsons gooficslice
Reguirad T Roagan
Sita Cosirse Training Status | Aocass Cost | GET By Folie Hislory Unzvailatie Elook
. Micolarben Uncery round S . - CURRENT Pewding bk .
vancon Mzoarcer HEw Farmniliarsatizn Approses | 00| SLOU I_ PURCHASE PJII’."H:I:' ir slwopping varl Ramave
- - ; CURRENT Prirding hnnking
Yancoal Maoarter MEVY | Meelarbon Gororal Industion V3 Approvec | 525.00( 5250 [* | AiRenase porehaas ir sheping cart
Raguired Sy Rolea Lagand
1 Moolaran -UnCercrount- Warking =1 Helghtz
Training Declaravon
| e ;l.ll.'l!dsl:' wiy uuulglﬂiné !.'dil ilg_ rehed whows Mor I._"is l::|1||.ll.l:.l|.-1:
arnd wal ey il | andie- b Ui iy wild v esascnable e Daree
Shopping Cart

Quantity Cost

To complete the booking
process, select “Add to

Review

Total Cost: $38.50

cart” at the top of the

Cost Data Status Payment
$82.50

PROCESSING: TEST TEST
(Registration, Subscription, Roles, Card)

Card? | Last Mame | First Mame | General Roles Files Done | Infos Done
YES v Moorvale - Apprentice Tof T |00f0
v~ = Entered 3 = Mandatory Mot Entered 3 = Optional Mot Entered

All mandatory enfries are complete. This application may now be added to your cart.
If you infend fo provide any more optional file uploads or information, please do that first.

Click link to

view role data requirements:

Role Data Lookup

page.
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BOOKING EXISTING EMPLOYEES INTO INDUCTIONS

-

Shopping Cart
Mame Quantity Cost
Moolarben Underground Area Familiarzation 1 =0.00
Employee Compliance 1 &71.50
Moolarben General Induction W2 1 227.50
Review Total Cost: $99.00

Step 13

In the shopping cart window, select “Review” to continue to
purchase your induction booking. Alternatively, repeat the
booking process to book other employees into the induction
before paying for all induction bookings in one transaction.

E Review Shopping Cart

Step 14

Review the shopping cart items, then
select “Proceed to Checkout.”

Company:

User:

Total: $121.00 inc GST

Line | Qty Item Person | Unit Cost | Unit GST | Cost (ex) | Cost (inc) Description Remove

1 1

| Jun 2018, starting at 7:00 am and lasting for 6 Hours

$35.00 $3.50 $35.00 $38.50 | Booking for Test Test into Operational Induction. To be held at Moorvale Training Room on Thu 16

2 1

$75.00 $7.50 $75.00 $B2.50 (F ion, Subsc Card for Test Test.

remove

Total: including GST of

* Some course bookl

gs cannot be 5 for card orders.

d as they are requi

» Remove the relevant card orders to enable course booking removal.

Proceed To Checkout
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BOOKING EXISTING EMPLOYEES INTO INDUCTIONS

@ Checkout Shopping Cart

Cardholder Name:

Company:

User:

Total:

PURCHASE

° Credit Card W Please enter your credit card details and click continue to process the purchase
Card Number: |
CURRENTLY OPERATING IN TEST MODE
Card Type: VISA
o These auto populated credit card values
- should produce a successful payment

Card Expiry 12 [ 2020 B hould prod ful
Card CVV:

Step 15

Enter your payment details and select “Continue.”

@ Checkout Shopping Cart

Company:

User:

Purchase Successful

#» 1 person has been booked into training.

Tax Invoice/Receipt

» 1 Employee Compliance has been submitted.

»  Thank you for your purchase. Below is the Tax Invoice/Receipt.
- A copy of this has been emailed to you. Click the Downlead button to access it now.

Inveice Number | Tetal (inc GST) | Method Details
gl Download
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Step 16

Select “Download” to download a copy of your tax invoice. A copy will also be emailed to
the email address provided as the company contact.

When the employee’s documents and training booking have been approved, a
confirmation email will be sent to the company administrator email to forward to the
employee. The confirmation email will contain time, date and location information as
well as any additional requirements or prerequisites.
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