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BHP Billiton - Mt Arthur Inductions
Onsite Inductions Booking User Guide 
Booking Inductions for MAC Administrator
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All employees of BHP Mt Arthur Coal must complete an online Asset Induction. The online BHP Billiton Asset Induction (Employees) replaces the previous 
face-to-face Mt Arthur Coal Surface Induction.

This induction costs $110 including GST per person and is booked through Onsite. Once the MAC administrator has booked their employees into the 
induction through the portal, the administrator will be emailed the employees’ login details to be forwarded onto the employee to complete the induction 
online.

At the successful completion of the training, the employee will be issued the induction competency, now visible on their profile in the Onsite Track Easy 
database.

After your employee has successfully completed the BHP Billiton Asset Induction, you may book them into the MAC CHPP Plant Induction (Employees) 
and/or MAC Maintenance Induction (Employees) depending on their role. These inductions cost $35 + GST each and are booked and completed online.

Overview

Table of Contents
For questions or assistance:  

inductions@pegasus.net.au
1300 306 384

BHP Billiton Asset Induction Information  
Website >> 
http://www.nswecinductions.com.au
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Step 1> 
Login to Onsite at https://secure.onsitetrackeasy.com.au by using your administrator 
username and password.

Booking the BHP Billiton Asset Induction (Employees)

BHP Billiton 
Mt Arthur - Booking 
Inductions in Onsite   
 
Please follow this step-by-step 
guide to book your employees 
into BHP Billiton Asset induction 
(Employees).
 
Start in Onsite here >

https://secure.onsitetrackeasy.com.au
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Step 3> 
To view all training events, leave the search 
field empty, then select “Search.”

Step 2> 
From the top menu, hover over “Training” 
to expand the dropdown menu. Hover over 
“Events,” then select “List.”
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Step 4> 
From the training events displayed, select “BHP Billiton Asset Induction.”

Step 5> 
Once the BHP Billiton Asset Induction 
(Employees) has opened, scroll to the 
bottom of the page and select “Add” to 
book your employee to the training event.



6

Step 6>  
Enter your employee’s name 
in the search field, then 
select “Search.”

Step 7>  
If your employee’s name shows in the returned results, select them to add to the event by clicking on their name.

If your employee’s name does not show in the results, continue to page 8.
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Step 8> 
Your employee should now show in the list of Attendees and 
Reservations.

You have successfully booked your employee into the BHP 
Billiton Asset Induction (Employees). 

Once you have booked your employee into the BHP Billiton Asset 
Induction (Employees), you’ll be emailed login details to send to 
them so they can complete it online.

The induction consists of 10 questions that should take 
approximately 30 minutes to answer. The induction requires a 
100% pass mark. On successful completion, the employee will 
have the competency added to their profile in the Onsite Track 
Easy database.

Employees can access site by manually entering their Onsite 
ID number, which displays on the certificate at the successful 
completion of the all required inductions.

Please note> 
After your employee has successfully completed the BHP Billiton Asset Induction (Employees), you may book them into the MAC CHPP Plant Induction 
(Employees) and/or MAC Maintenance Induction (Employees) depending on their role. 

Continue to page 15 for more details.
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Step 9> 
Enter your employee’s surname into the search field, then 
select “Search.” 

Step 10> 
Check your employee is not shown in 
the list of existing users. If they are an 
existing user, click on their name.

If your employee is not listed as an 
employee of BHP Billiton MAC in Onsite, 
you will need to associate them to 
BHP Billiton MAC before booking them 
into the BHP Billiton Asset Induction 
(Employees). To associate them, select 
“Add Employee.”

Booking the BHP Billiton Asset Induction (Employees) - Existing Onsite User
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Step 11> 
If they do not show in the list of existing users who are not also 
employees, go to step 15 on page 12.
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Step 12> 
From the dropdown fields, select the employee’s Employer and 
Default location. Then select “Apply.”

Step 13> 
Update the employee’s Onsite profile, then scroll to the bottom of the page and select 
“Save.”
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Step 14> 
Your employee should now show in the list of Attendees and 
Reservations.

You have successfully booked your employee into the BHP 
Billiton Asset Induction (Employees). 

Once you have booked your employee into the BHP Billiton Asset 
Induction (Employees), you’ll be emailed login details to send to 
them so they can complete it online.

The induction consists of 10 questions that should take 
approximately 30 minutes to answer. The induction requires a 
100% pass mark. On successful completion, the employee will 
have the competency added to their profile in the Onsite Track 
Easy database.

Employees can access site by manually entering their Onsite 
ID number, which displays on the certificate at the successful 
completion of the all required inductions.

Please note> 
After your employee has successfully completed the BHP Billiton Asset Induction, you may book them into the MAC CHPP Plant Induction (Employees) 
and/or MAC Maintenance Induction (Employees) depending on their role. 

Continue to page 15 for more details.
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Booking the BHP Billiton Asset Induction (Employees) - Creating a New Onsite Profile

Step 15> 
As your employee has not shown in the list of existing users 
who are not also BHP Billiton MAC employees, select “Add.”

Step 16> 
Select BHP Billiton Limited as the employer.
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Step 18> 
If your employee does not show 
as an existing cardholder, select 
“Add as New.”

Step 17> 
Enter your employee’s details, 
then select “Search for Existing.” 
This will ensure you do not create 
a duplication in Onsite.
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Step 19> 
Enter your employee’s details, then scroll 
down to the bottom of the page and select 
“Save.”
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Step 20> 
Your employee should now show in the list of Attendees and 
Reservations.

You have successfully booked your employee into the BHP 
Billiton Asset Induction (Employees). 

Once you have booked your employee into the BHP Billiton Asset 
Induction (Employees), you’ll be emailed login details to send to 
them so they can complete it online.

The induction consists of 10 questions that should take 
approximately 30 minutes to answer. The induction requires a 
100% pass mark. On successful completion, the employee will 
have the competency added to their profile in the Onsite Track 
Easy database.

Employees can access site by manually entering their Onsite 
ID number, which displays on the certificate at the successful 
completion of the all required inductions.

Please note> 
After your employee has successfully completed the BHP Billiton Asset Induction, you may book them into the MAC CHPP Plant Induction (Employees) 
and/or MAC Maintenance Induction (Employees) depending on their role. 

Continue to page 16 for more details.
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Booking the MAC CHPP Plant Induction and/or MAC Maintenance Induction in Onsite

After your employee has successfully completed the BHP Billiton Asset Induction (Employees), you may book them into the MAC CHPP Plant Induction 
(Employees) and/or MAC Maintenance Induction (Employees) depending on their role. 

To book them into MAC CHPP Plant Induction (Employees) and/or MAC Maintenance Induction (Employees), follow this user guide. However instead of 
selecting BHP Billiton Asset Induction (Employees) throughout the process, select MAC CHPP Plant Induction (Employees) and/or MAC Maintenance 
Induction (Employees).



17

For questions or assistance:  

inductions@pegasus.net.au 1300 306 384 BHP Billiton Asset Induction Information Website >> 
http://www.nswecinductions.com.au


