_lendlease

Lendlease
Site Access

User Guide for Registering Employees

Pegasus



Table of Contents

RegisteriNng EMPIOYEES ... 3

Updating Employee Data ... 15



REGISTERING EMPLOYEES

L endlease Site Access

Please follow this step-by-step guide to register new employees in Lendlease Site Access.

WORKER PORTAL PROJECT LOGIN E

'WORKER PORTAL PROJECT LOGIN

LENDLEASE FIND YOUR

SITE ACCESS LENDLEASE PROJECT

About Lendlease Site Access Find My Lendlease PFOJBCT
ontractors working on Lendlease Australia projects pot
ust first register in Lendlease Site Access. 1 i 1 = The Lendlease Site Access process is completed in two parts — business detail registration and worker registration. As part of

| Find My Lendlease Project FAQs and Documents warker registration, you will select the roles your worker performs for Lendlease, and be prompted to upload documents to support

their credentials to perform those roles

Find out more —> . . . . .
Which Lendlease projects require contractor registration?

N R =ty 1O o SRR

Lendlease will be rolling out Site Access across their Australian projects. Currently, contractors on the projects listed below must
register before coming to work for Lendlease.

Ste p 1 Please click on the project 1o see the Registration Process and 1o find the appropriate system link.

Please go to http://www.lendleasecontractors.com.au and click on

“Project Login” in the top menu bar.

Step 2

Once on the Find my Lendlease Project page, select the project you are working
on.
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Step 2 = Register your business in Lendlease Site Access

LENDLEASE SITE ACCESS

Step 3

Once on the project page, select the “Lendlease Site Access” button

Step 4

If you already have a user account, please click “Back to Login” and continue to
step 5.

Back to Login

Business Details Registration

Select the country that your business operates in.

To create an account, continue with the business details registration process.
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Pegasus Pegasus

& 1241562 ~ M FlyingPegasus ~

Manage
Manage Roles

—

Register
Recover my password

i ndingActions = | = | Checkout

Privacy Policy - Terms and Conditions

Step 5 Step 6
Once on the home page for Lendlease Site Access, enter your login On the home page, select “Manage Employees” from the dashboard tiles or the
details and click “Login.’ side menu.
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Dashboard / Employees

Employees

Select an employee to view

ADD NEW EMPLOYEE +

© Copyright 2017 Pegasus - Powered by Onsite - Support 1300 131 194

Manage Employee

Manage a selected employee

Privacy Policy - Terms and Conditions

Dashboard / Employees / NewEmployee

© Copyright 2017 Pegasus - Powered by Onsite - Support 1300 131 194

Personal Details

Create anew employee

Town/City

o

3

8

S
? g
g

Backto Employees

SAVE & CLOSE

Privacy Policy - Terms and Conditions

Step 7
Select “Add New Employee.”
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Step 8

Enter all of the employee’s details.
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Dashboard / Employees / New Employee

Personal Details

Create anew employee

Town/City

Australia

(Select)

Back to List Employees

© Copyright 2017 Pegasus - Powered by Onsite - Support 1300 131 194

@ Agreeto

Privacy Policy - Terms and Conditions

Lzsrbozrd § Emacyes  Selected Employocs.

Employees Available

HEaet ema cyees 10 add to zction list

Employees Selected

These.are byeemployecs wou wilaction

=
Sl

2 Coppright 2017 Pugasais - Povernd by Credbn - Soppart 1300151 194 Privazy Prelicy - Turmes wad Coradibees

Step 9

Agree to the terms and conditions, then select “Save and Close.”

page /

Step 10

Select “Continue” to assign work roles to your employee’s profile.
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‘ 2250‘!41 B m AJ Bakﬂ E\I 5:“15 :l[?ll[d .

plovess J Cltas

Add site associations

Sites/roles for James Bailey

Selact all ralas for lamas Balloy ar the site they ara warking on

Wiy all rokes
Lendlease NEN v
All Roles >
e Lendlease Head Office

Lendlease Telstra

Back 1o Selkected Employaas ADD SITE

Step 11 Step 12

Select “Add Site” Select the site/s that the contractor will work on.
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Sites/roles for James Bailey e All roles for James Bailey
SlteS/rOIES for James Balley Select all roles for James Balley or the site they are warking on
Select all roles for James Bailey or the site they are working on Visw sl rolks
Sites assoclated
Lendiease HBN
View all roles
All Roles >
Sites associated
Lendlease NBN
Back to Salectad Emplovess ADDSITE ADD NEW ROLE
Step 14
You will now need to add roles to the worker. Select “All Roles,” then “Add
New Role”

e Employees
Step 13

Select “Add Site”
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» M Flying Pegasus Q
Add New Roles

/ Roles

st

1.NBN Project v
2. Telstra Project

Ashestos Removallst

Ashestos Removalist - Supervisor

Cable Hauler

Civil - Supervisor

Civil Worker

Communication Linesworker

Communication Linesworker - Supervisor
Copper Jolnter

Capper Jumper / Terminator

Fibre SDU/MDU Installer

Fibre SDU/MDU Installer - Working Underground
Fibre Splicer

Fibre Technician

HDD Drlller

HDD Drlller - Supervisor
DUl s ADD NEW ROLE
ADD 1ROLES
pusite - Support 1300 131194 Privacy Policy - Terms and Conditions

Pegasus

Step 15

Select the roles you wish to add to the worker. Once all of the roles have
been selected, click “Add # Roles.”
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& 1241562 v M Flying Pegasus v Q Pega§!.|§
oard / Employ s / Selec mploy: / Roles.
Roles for Chris Test
€©  Copper Jointer >

Back to Selected Employees AADD NEW ROLE

© Copyright 2017 Pegasus - Powered by Onsite - Support 1300 131194 Privacy Policy - Terms and Conditions

You will now be required to upload mandatory documentation for the role/s
you are adding.
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Dashboard / Employees / Selected Employees / Roles / Competencies

Roles for Chris Test Competencies for Chris Test

Ty Role Copper Jointer

€©  Copper Jointer > Expand All | Collapse Al

MANDATORY 0/12 -
Asbestos removal.Certificate.Asbestos Awareness (How to >
Safely Remove Asbestos COP) Sec 2

Cabler-.NBN Enable Copper Cable Jointer >

Fire Fighting Certificate.Demonstrate first attack firefighting 3,
equipment CPPFES2005A

First Aid Certificate.Provide First Aid (HLTFA301B ) >
Generic.Induction.GMR Passport >
OH&S-WHS Certificate.Enter and work in confined spaces >
(RIWHS202D)

OH&S-WHS Certificate.Gas Test Atmospheres >
(MSAPMOHS217A)

OH&S-WHS.InductionWork safely in construction industry

Project.Induction Lend Lease Induction (HFC Project) >

000 0 0 00 0 0 O

Project.Induction NBN HSE Awareness (NBN - Enable) >
Back to Selected Employces

ADD NEW ROLE

© Copyright 2017 Pegasus - Powered by Onsite - Support 1300 131194 Privacy Policy - Terms and Conditions

Dashboard / Employees / Selected Employees / Roles / Competencies / Upload

Competencies for Chris Test

Role Copper Jointer

Expand All | Collapse All

MANDATORY 012 v

Asbestos remov:

ificate Asbestos Awareness (Howto 4,
Safely Remove

stos COP) Sec 2

Cabler~NBN Enable Copper Cable Jointer >

Fire Fighting Certificate.Demonstrate first attack firefighting 3,
equipment CPPFES2005A

First Aid Certificate Provide First Aid (HLTFA301B ) >
Generic.Induction.GMR Passport >
OH&S-WHS.Certificate.Enter and work in confined spaces )
(RIIWHS5202D)

OH&S-WHS Certificate.Gas Test Atmospheres >
(MSAPMOHS217A)

OH&S-WHS.InductionWork safely in construction industry %

OO0 © 0 06 © 0o

Project.Induction.Lend Lease Induction (HFC Project) >

Back to Employee Roles

© Copyright 2017 Pegasus - Powered by Onsite - Support 1300 131 194

Competency

Asbestos removal Certificate. Asbestos Awareness (How to Safely Remove Asbestos COP) Sec 2

Business Rules

Select evidence for: Asbestos removal.Certificate.Asbestos Awareness (How to
Safely Remove Asbestos COP) Sec 2

Select or Upload Document

Privacy Policy - Terms and Conditions

Step 17

To view the mandatory documentation required for each role, click on the
role.

page 11

Step 18

Upload each mandatory document by clicking on the name of the required
document. Click “Select or Upload Document” to add the document.
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Cancel / Emj / S / Roles / Comp / Upload

& 1241562 ~ T Flying Pegasus v 0 D Lib
ocument Library . .
Select or upload the document required Competencies for Chris Test Competency

Home / Upload Allowed file types: PDF,DOC, JPG, JPEG, XLS, TXT, DOCX Role Copper Jointer Asbestos removal Certificate. Asbestos Awareness (How to Safely Remove Asbestos COP) Sec 2

Manage Roles

Competencies for Chris Test Competency Select None

Role Copper Jointer Asbestos removal Certificate. A Business Rules
Youdon't have any documents stored in the library for this
employee yet. Start by uploading a new document below. Expand All| Collapse All

Select evidence for: Asbestos removal Certificate.Asbestos Awareness (How to

BusinessRules Safely Remove Asbestos COP) Sec 2

Expand Al Collapse All MANDATORY 0/12 i
Select evidence for: Asbest Select or Upload Document
Safely Remove Asbestos Ct

MANDATORY /12 < Asbestos removal Certificate. Asbestos Awareness (How
Select or Upload Docu Safely Remove Asbestos COP) Sec 2

Logout

Asbestos removal Certificate.Asbestos Awareness (How to >
Safely Remove Asbestos COP) Sec 2

Cabler-NBN Enable Copper Cable Jointer >

Cabler-NBN Enable Copper Cable Jointer > Fire Fighting.Certificate.Demonstrate first attack firefighting >

equipment CPPFES2005A

Fire Fighting.Certificate.D firstattack i >

equipment CPPFES2005A First Aid.Certificate. Provide First Aid (HLTFA301B ) > Add more documents
First Aid Certificate.Provide First Aid (HLTFA3018 ) > Generic.nduction GMR Passport >
Extra information requried:
Generic.Induction.GMR Passport
enericinduction asspo > OH&S-WHS.Certificate Enter and work in confined spaces IS

(RIIWHS202D) Issue Date B ‘
(RIIWHS202D)

OH&S-WHS.Certificate.Gas Test Atmospheres >

(MSAPMOHS217A) ryD: a

o Certi Test o >
(MSAPMOHS217A)

OH&S-WI i safely i ionindustry ¥

0O 0 06 0 0600 06 ©

OH&S-WHS.InductionWork safely in construction industry & - ‘
Comments
>

Project.Induction.Lend Lease Induction (HFC Project)

(]
(]
(]
(]
© OHES-WHSCertificate.Enter and workin confined spaces >
(<}
(]
(]

Project.Induction.Lend Lease Induction (HFC Project) >

Cancel Save Save & Next
Backto Employee Roles Back to Employee Roles

[T E—— [Dp———— ) ) . )
© Copyright 2017 Pegasus - Powered by Onsite - Support 1300 131194 ©Copyright 2017 Pegasus - Powered by Onsite - Support 1300 131194 Privacy Policy - Terms and Conditions

Step 19 Step 20

Upload documents to the document library by selecting “Upload New For each document, enter all information, then select “Save & Next.”
Document.” Select the document from your compluter that you wish to
add to the library. Continue uploading all mandatory documentation for each competency.

Once you have documents in your library, click “Select # Document” to
upload the document/s against a competency.
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Dashboard / Employees / Selected Employees / Roles / Competencies / Upload Dashboard / Employees / Selected Employees / Roles / Competencies / Upload

Competencies for Chris Test

Role Copper Jointer

Competency

Photo Editing &

Competencies for Chris Test

Role Copper Jointer

Competency

Photo Editing &

" safely Remove Asbestos COP) Sec 2 s - % safely Remove Asbestos COP) Sec 2 4
o N Uploading Uploading
Cabler-NBN Enable Copper Cable Jointer i
PP Upload a photo and edit it here, with the O Cabler:NBN Enable Copper Cable Jointer > Upload a photo and edit it here, with the
tools below. tools below.
() Fire FishtingCertificate Demonstrate first attack irefighting 3 () Fire Fighting Certincate Demonstrate first attack irefighting 3,
coupment CPPRESZ00EA B
pload & pload & rop
© FirstAidCertificate. Provide First Aid (HLTFAJ018B ) > O First Aid.Certificate.Provide First Aid (HLTFA301B ) >
© GenericinductionGMR Passport > O GenericinductionGMR Passport >
Cancel Save
OHES-WHS Certificate. Enter and workinconfined spaces 3 OHBS-WHS Certificate Enter and work in confined spaces 3, _
(RIWHS202D) (RIWHS202D)
() OHESWHS Certificate Gas Test Atmospheres > OHBS-WHS Certificate.Gas Test Atmospheres >
(MSAPMOHS217A) (MSAPMOHS217A)
© oHss-WHS.InductionWork safely in construction industry @ OH&S-WHS.InductionWork safely in construction industry 3
© Projectinduction Lend Lease Induction (HFC Project) > © Project.Induction.Lend Lease Induction (HFC Project) >
© ProjectInduction NBN HSE Awareness (NBN - Enable) > @ Project.Induction.NBN HSE Awareness (NBN - Enable) >
Traffic Management.Certificate Traffic Control and > Traffic Management Certificate Traffie Control and >

Management Management

Back to Employee Roles Back to Employee Roles

© Copyright 2017 Pegasus - Powered by Onsite - Support 1300 131 194 Privacy Policy - Terms and Conditions © Copyright 2017 Pegasus - Powered by Onsite - Support 1300 131194 Privacy Policy - Terms and Conditions

Step 21

When uploading the photo for your employee, select “Upload,” then choose
the photo from your document library or your computer.

Step 22
Select “Crop.”

page 13
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rd / Employees / S / R / Compe o= / Upload Dashboard / Employees / Selected Employees / Roles / Competencies / Upload
Competencies for Chris Test Competency Competencies for James Test Competency
Role Copper Jointer Role Asbestos Removalist Client.Induction.Lend Lease Introduction

Once the applicationi i will be enrolled into our online training
i platform. Please ensure they check their email for instructions.
W safely Remove Asbestos COP) Sec 2 ’ Photo Editi ng & Asbestos removal Certificate.Asbestos Awareness (How to > . .
Upl oadin g Safely Remove Asbestos COP) Sec 2 “ Enrollin required courses for competency?
O Cabler-NBN Enable Copper Cable Jointer )

Upload a photo and edit it here, with the Asbestos removal.Certificate.Remove non-friable asbestos )
tools elow (CPCCDEa014A) ceiore: [

Fire Fighting.Certificate.Demonstrate first attack firefighting )

equipment CPPFESZ005A ) )
Done v Asbestos removal Certificate Supervise asbestos removal >
(CPCCBCA40514)
© First Aid Certificate. Provide First Aid (HLTFA3018 ) >
Fire Fighting Certificate. Demonstrate first attack firefighting 3,
O Genericinduction GMR Passport > equipment CPPFES2005A
e
OHSSWHS Certificate Enter and work inconfined spaces ¢ _ O First AidCertificate.Provide First Aid (HLTFA301B) >
(RIWHS2020)
OHESWHS Certfcate Gos Toot Atmocoh O GenericinductionGMR Passport >
~WHS Certificate.Gas Test Atmospheres
(MSAPMOHS217A) >
0 OH&S-WHS.InductionWork safely in construction industry )
@ OoH&s-WHS.InductionWork safely in construction industry ¥
© ProjectInduction.Lend Lease Induction (HFC Project) >
O Project.Induction.Lend Lease Induction (HFC Project) >
O Project.nduction.NBN HSE Awareness (NBN - Enable) >
© Project.nduction.NBN HSE Awareness (NBN - Enable) >
Traffic Management.Certificate Traffic Control and >
Management
Traffic Management Certificate Traffic Control and > N

Management

© rhoto

>
Q Fhoto b3
@ Clientinduction.Lend Lease Introduction >

Back to Employee Roles Back to Employee Roles

© Copyright 2017 Pegasus - Powered by Onsite - Support 1300 131194 Privacy Policy - Terms and Conditions

Step 23 Step 24

Use the crop box to crop the photo. Once finished, select “Done” and then Select “Submit” to book your employee into any required training and
“Submit” submit your employee’s application.

Pegasus will now validate the documents you've uploaded for your
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.

page 14
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UPDATING EMPLOYEE DATA

| endlease Site Access

Please follow this step-by-step guide to update employee data in Lendlease Site Access

Pegasus Pegasus

& 1241562 v T Flying Pegasus v

Pending Actions %

® Logout e - Manage
Manage Roles

—

Register
Recover my password

: ‘.1’ " il sy |
BT m flode o |
i: nding Actions 2 1 Checkout| § =52

Privacy Policy - Terms and Conditions Privacy Policy Terms and Conditions

Step 1 Step 2
Please go to http://www.lendleasecontractors.com.au and click on On the home page, select “Manage Employees” from the dashboard tiles or the
“Login” in the top menu bar. side menu.

Once on the home page for Lendlease Site Access, enter your login
details and click “Login.’
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‘P & 1241562 ~ 1l Flying Pegasus ~ | FEH'E.H-'IS

# Home N

et Erapley ez klzmzze Empleyez

[ERL PR LS = T A e

i Manage Employees

A Pending Actions

® Logout

DD MEW EMFLOTY EE

derws pe -

LI an a

Pl P »

|

Employees

N [P g s

ADDMEW EMFLOVEE

8 Agustin =77
e Baxtar, Fun

8 (o] S
e Bhattacharya Huusu i
8 Band, slarnan

e Buther ureieda

[T VI S—

Manage Employee

B ansgn s st el san sl

Smith, Joe
I
Approved
=
Subscription wallduntil 12002017 3
Wark Rales @ 0 >

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.

page 1/

Step 4

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

Details section.




UPDATING EMPLOYEE DATA

Personal Details

Edit Jo Dixon's details

e
9]
=
L
o
=

First Name

Last Name

Gender

DOB

Email

Address

Town/City

STATE NSW

I=
o
O
=
m
(¥4}
o

Step 5

Back to Employees SAVE & CLOSE

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

For questions or assistance please call 1300 183 990
or email lendlease@pegasus.net.au



