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Contractor Management System

User Guide for Booking Inductions - Contractor Administrators



Overview 

Contractors who wish to work at BHP Mt Arthur Coal must complete an online Asset 

Induction before coming to site. The online BHP Billiton Asset Induction (Contractors) 
replaces the previous face-to-face Mt Arthur Coal Surface Induction for new contractors.

This induction costs $110 including GST per person and is booked through Onsite. Once 

the administrator has booked their employees into the induction, 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.

Depending on their role, contractors may also need to book their employees into the CHPP 
Plant Induction (Contractors Appointment OR No Appointment) and/or Maintenance 
Induction (Contractors Appointment OR No Appointment). These inductions cost $35 + 

GST each and are booked and completed online. 

 

For questions or assistance please call 1300 306 384 or email inductions@pegasus.net.au. 

Contractor Information Site nswecinductions.com.au
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Pegasus Safety Inductions Booking Portal

Please follow this step-by-step guide to booking inductions for your employees in the Pegasus Safety Inductions Booking 

Portal.

Step 1

Please go to http://www.nswecinductions.com.au and click on “Register 
or Login” in the top menu bar.

Once on the home page for the Pegasus Safety Inductions Booking 
Portal, click “Login.” Enter your username and password, then select 
“Login.”

Step 2

Select “Book Training” to start booking your employee into the 
induction.
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Step 3

To book into this induction, your company must be associated to the 
BHP Billiton Mt Arthur site.

Click on “Apply” next to the BHP Billiton Asset Induction (Contractors). 
This application will need to be approved by Pegasus.

Step 4

To finalise your application to be associated to the site, select “OK” when the pop up 
message displays. 

Please note that no bookings can be made until the approval has been processed by 
Pegasus.
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Step 5

Once approval has been given, click on the 
course name “BHP Billiton Asset Induction 
(Contractors)” to book your employee into the 
induction.

Step 6

In the Employees List search field, enter the surname of the person that 
you wish to book into the induction and then select “Search.”.
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Step 7

If your employee does not show in the list of 
employees returned, select “Add Employee.”

If their names does appear in the list of employees 
returned, click on their name.
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Step 8

Enter all mandatory employee details, then tick the declaration and 
select “Save.”
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Step 9

Upload a photo of the employee by selecting “Upload.”

Step 10

Browse for the saved 
photo and click 
“Upload.”
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Step 11

Click “OK” when the pop up message shows.

Step 12

To crop the photo, select “Crop.”
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Step 13

Drag the mouse over the image to crop the photo. Follow the instructions 
displayed on the screen to ensure the photo you are uploading is correct.

Once you have the crop box in the correct position, select “Apply.”

Step 14

To submit the data for processing, select “Submit.”
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Step 15

Select “Process” to begin the document uploads section.

Step 17

Attach the file by selecting “Browse.” Then select “Upload.”

Step 16

Select “Upload” to upload the required file.
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Step 18

Click “OK” when the pop up message shows.

Step 19

Once all of the required documents 
have been uploaded, select “Add to 
Cart.”
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Step 20

Click “OK” when the pop up message displays telling you that you have added something to 
your cart.

Step 21

Click “OK” when the pop up message displays to be redirected to the booking page.
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Step 22

You can add another employee by entering their 
surname into the Employees List search field, then 
click “Search.”

Step 23

Check all of the booking details and then 
select “Proceed to Checkout.”
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Step 24

Enter your payment details, then select “Continue.”

Step 25

Once your payment has processed, you will be able to download your Tax Invoice/Receipt 
by selecting “Download.” 
A copy will also be emailed to the person making the booking.

To finalise your booking select “Continue.”

The booking information will now need to be approved by Pegasus.
Once your booking has been approved your employee will receive an email with a link to 
the online induction. 
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BOOKING THE CHPP PLANT  
INDUCTION AND/OR  
MAINTENANCE INDUCTION
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Step 26

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

Once your employee has been approved, you will be emailed login details to forward to the employee so they can login and complete the online induction.

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 and their contractor card posted via Australia 
Post to the company’s postal address. 
Until their card arrives, they may access site by manually entering their Onsite ID number, which displays on the certificate at the successful completion of 
all the required inductions. 
 
Please note

After your employee has successfully completed the BHP Billiton Asset Induction (Contractors), the next induction you will need to book depends on 
your employee’s role. 
•     If they work in an electrical, mechanical or supervisory role, then they’ll first need an Appointment Letter from site. 
•     If they work in another role in the Maintenance Facilities and/or CHPP Plant, then they won’t need an Appointment Letter from site.

Do need an Appointment Letter: 
Collect and email the required documents to nswec.document.control@bhpbilliton.com to receive an Appointment Letter. Once you have the Letter, book 
your employee into the online Maintenance Induction (Contractors Appointment) and/or CHPP Plant Induction (Contractors Appointment).  
 
Do not need an Appointment Letter:  
Book them into the online Maintenance Induction (Contractors No Appointment) and/or CHPP Plant Induction (Contractors No Appointment).  
 
Please use this user guide to assist you in booking your employee into the induction. However instead of selecting BHP Billiton Asset Induction 
(Contractors) throughout the process, select Maintenance Induction (Contractors Appointment OR No Appointment) and/or CHPP Plant Induction 
(Contractors Appointment OR No Appointment).  
 
Pegasus will now verify that your employee may complete the induction/s. On approval, you will be emailed the induction login details to send to your 
employee. On successful completion, the employee will have the competency added to their profile and card in the Onsite Track Easy database.
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For questions or assistance please call 1300 306 384 
or email inductions@pegasus.net.au


