

        
            

    	Skip to content
	Skip to breadcrumbs
	Skip to header menu
	Skip to action menu
	Skip to quick search




    
        
            
                            

    

        






    [image: Pegasus Business Rules]	
            
        
        

            Spaces
    
        
	
            



	
        Hit enter to search


    
	
            
        
        Help
    
    
                    
                                	
        
            

        Online Help


	
    
                

        Keyboard Shortcuts


	
    
            

        Feed Builder


	
    
            

        What’s new


	
    
            

        About Confluence




            

            
    
    
	
                
    
    
	
            
    
	
                                            
	
        
            

        Log in







    


    

    
    	
    		
    			
                                            
	    	[image: Onsite Contracting Company Support]



Onsite Contracting Company Support



	Pages






Page tree






        
        
    

        

    

    
        
        
        

        
        

        
        
        

        
        
        
        
        
        

                
                                                
                                    
                                    

    








Browse pages

ConfigureSpace tools


    
                        			

    		

        

            
    
        
                        
                        
    
                    	
        
            
                                    
                                
            
                 
                            
                    	

    
        
    
                                                        
    
    
            
                        
                                Attachments (17)
                    
    
	

    
        
    
                                                        
    
    
            
                        
                                Page History
                    
    
	

    
            
    
                                                        
    
    
            
                        
                                People who can view
                    
    


                

                            
                    	

    
        
    
                                                        
    
    
            
                        
                                Page Information
                    
    
	

    
            
    
                                                        
    
    
            
                        
                                Resolved comments
                    
    
	

    
        
    
                                                        
    
    
            
                        
                                View in Hierarchy
                    
    
	

    
        
    
                                                        
    
    
            
                        
                                View Source
                    
    
	

    
        
    
                                                        
    
    
            
                        
                                Export to PDF
                    
    
	

    
        
    
                                                        
    
    
            
                        
                                Export to Word
                    
    


                

                    

    


    


            
            
                
                                    
                        
    
    
    	
                        
                            Pages
                                                                                    
                        
        
	
                        
                            Onsite Contractor
                                                                                    
                        
        
	
                        
                            Onsite Track Easy
                                                                    




                    

                
                
        Skip to end of banner



                    
            	
	Jira links



            

Go to start of banner


    

                
                                                Users
                                    

            

        

        
        

        
                                                


        
    

        




            
    

    
    
        
    
    
                    
    

                        
    
    

    





    



                        




            


        
    
            

        
                            
    

                    

        
        Skip to end of metadata



    
        	
                
        
    
        
    
        
            
            Created by      Lauren Chock, last modified by      Damien on Sep 01, 2023
                


    



Go to start of metadata



        
                                            
        
                           
        



[image: ]









Find below instructions on how to perform various functions in Onsite Track Easy, under the Person > User Menu.
Users are those with Onsite Track Easy access who can run reports, review worker's competencies, edit personal information, or end employment.










 User Access Levels Explained
Subscription Contact - The account that is listed as both the Company contact in Onsite Track Easy and the account that 
will receive all email notifications of Expiring Competencies, Subscriptions and any other notifications form Pegasus for the Company.
Editor - Can edit Worker details (phone, emails, addresses) in Portals and in the ConcoWeb.
Viewer - Can only view data in Worker Portals and in the ConcoWeb
Employee Personal Data Only - Worker account so they can view just their own competencies, roles and personal data in the Concoweb.
Also use the same access to the Individual Worker Portal.


[image: ]


 Create a New User
	STEP	ACTION
	1	Login to https://secure.onsitetrackeasy.com.au with your allocated credentials
	2	Click on PERSON
	3	Click on USERS
	4	Click SEARCH without entering anything in the find field. 
This will then display your current list of users with access to your Onsite Conco Web Page.
This will also list the current subscription contact.
The subscription contacts is the primary contact to receive emails from Onsite Track Easy regarding expiring competencies, or other communications

	5	If the user you are looking for is NOT listed there, then click the ADD button
	6	The ADD button will then list all your current employees listed against your company
	7	At this time we just wish to click on the ADD AS NEW, as we are wanting to create a NEW USER
Enter in the person’s details, ensuring that the minimal details required (marked with an Asterix ) are completed.
The defaults that are listed will grant that person access to Onsite Track Easy and be able to view employee data in the Conco Web.
This default is Viewer Access. If you wish to grant editor access, and any other rights, you will need to change their Onsite Contractor Access Level to Data Editor.

	8	Click SAVE
	9	This will then send an email to that new USER created, to their email address listed, with their account login details.




 Make an Existing Employee a User
	STEP	ACTION
	1	Login to https://secure.onsitetrackeasy.com.au with your allocated credentials
	2	Click on PERSON
	3	Click on EMPLOYEES
	4	Enter in some partial text for the existing Employee you are trying to find and then click SEARCH
	5	Click on the Employee in this results page that you wish to choose to have a USER account.
This will then open a new page showing that person’s ID and details.

	6	If this is the correct Employee, on this page will be a button that says MAKE USER to the left of their photo section.
	7	Clicking on MAKE USER will take you to a new screen and ask you to confirm their email address. This is required to send their login details for their new USER account they will be given. This will allow access to Onsite Track Easy Conco Web.
	8	Click the APPLY button and a popup will inform you that a new password will now be generated for them and confirm that it will be sent to the email address displayed.
	9	The screen will then take you to their User Rights page where you can edit their access permissions.
The default permissions are for VIEWER access. This will allow to Access the Conco Web page and view the basic menus and reports.

	10	Click SAVE.




 Make a worker an Employee Personal Web User
	STEP	ACTION
	1	Login to https://secure.onsitetrackeasy.com.au with your allocated credentials
	2	To check if a worker DOES NOT have a Emplyee Personal Web User accout  - Click on PERSON
	3	Click on USERS
	4	Enter in some partial text for the existing Employee you are trying to find, Select "Employee Personal Users" and then click SEARCH
[image: ]

If the employee shows in the list, no action required.


	5	If user does not show then we need to grant them an account
Click on PERSON then EMPLOYEES

	6	Press SEARCH to list all employees. Once found, click on the employee you wish to give the access to. in this example thats Steven Tyler.
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	7	Clicking on MAKE USER to start the Account creation process for this worker
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	This new screen will ask you to confirm their email address. 
This is required to send their login details for their new USER account they will be given.
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	8	Click the APPLY button and a popup will inform you that a new password will now be generated for them and confirm that it will be sent to the email address displayed.
	9
	Skip ALL seetting on this page. and just press SAVE and OK when the prompt appears in a pop up.
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	10	This have created the user as CONCO USER - which is incorrect for our goal. Click the GENERAL Tab to look at profile details
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	11	Click EDIT to change this account type
	12	Take tick OFF the Active checkbox and press SAVE
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	13	The User Profile is now an Employee Personal User. Which is the correct type needed for the Workforce Mobile app or Onsite Mobile App.
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 Reset a User Password
	STEP	ACTION
	1	Login to https://secure.onsitetrackeasy.com.au with your allocated credentials.
	2	Click on PERSON
	3	Click on USERS
	4	Enter in some partial text for the existing Employee you are trying to find and then click search; or click SEARCH to list all users.
	5	Click on the EMPLOYEE in this results page that you wish to choose to examine.
	6	This will now display the USERS details.
	7	Click on EDIT.
	8	Click on RESET PASSWORD.
This will ask you to confirm that the email address that the reset password will be sent to for that user.

	0	If the address is correct press OK.
The person will now receive an email with their USER ID and their New Onsite Track Easy Password.





 Change Your Username or Password
The contracting company user must use the originally supplied Onsite Track Easy login details to login to onsitetrackeasy.com.au  
Go to the menu for PERSON > MY USER ACCOUNT
[image: ]
Here you will find 2x buttons that will allow you to either change USERNAME or PASSWORD:
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 End Employment
User Guide - Ending Worker Employment in ConcoWeb.pdf
User Guide - Ending Worker Employment in Worker Portal.pdf











Full user guide to Adding users, Managing Rights and Inactivating user permissions.
User Access & Rights.pdf
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