
Associating employees to site
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OPTION 1 - Associate through employee search

Step 1

Login to Onsite.

Click the person tab and select employee.

Step 2

Enter the employee’s name, tick the Include Unassociated box, then search. 
Select their name.
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Step 3

Click Associate Employee.

Step 4

A warning will appear ensuring you want to associate this employee. Click 
associate.
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OPTION 2 - Associate through global lookup

Step 1

Click the person tab and select lookup global.

Step 2

Enter the employee’s name and date of birth and select their name from 
the search results.
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Step 3

Click Associate Employee.

Step 4

A warning will appear ensuring you want to associate this employee. Click 
associate.
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OPTION 3 - Associate through lookup ID

Step 1

Click the person tab and select lookup by ID.

Step 2

Type the Onsite ID of the employee and select their name.
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Step 3

Click Associate Employee.

Step 4

A warning will appear ensuring you want to associate this employee. Click 
associate.
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For questions or assistance please call 1300 131 194 
or email support@onsitetrackeasy.net.au


