User Guide

Associating to site| Contractors

STEP ONE | Adding employees
Click on the Person tab and select employees

company

pokup by id
pokup global
pokup roles & comps

ardholder custom fields
ardholder custom lists

d checks lookup by id

nessages

ny session preferences

past cardholders

Dirivers Lic. Mo:

Click the add button
Employees for lllawarra Coal - Dendrobium Operations

@

From [ ALL EMPLOYERS

Include Associated who have Other Home Sites

Include Unassociated
Include Inactive -

Ready to search
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Click add again

Create Employee From Existing User

P Here are all the existing users who are not also employees.
Click any name in thiz list to add the employee role to that user.
P Otherwise use the add bution to create a new employes. .
Select the employer this person will be representing at site

Select Employer

& Specific Employer

Mame

lllawarra Coal Holdings Pty Ltd

= Click on a link to return that selection to the report page.

Complete a search of Onsite to ensure the person you are adding does not already have a

profile in Onsite, if they do not exist click ‘add as new’

Add Employee

Company: lllawarra Coal Holdings Pty Lid

Last Mame: ||Slexr&ns on

First Mame: Eliza

Middle Mame:

Date of Birth: 29 Jan 1983 E‘E‘]

Drivers License Mumber:

ADD EMPLOYEE TO ONSITE

B EBefore a new employee can be added use search fo
— P Search results will include system-wide Contractors a
B Enter additional search criteria to segregate the mc
B Select a name below for a side-by-side comparison

Include "sounds like"

SEARCH DOME: Mo Matching Cardholders Found.
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Complete the person profile including; Email, date of birth, licence etc. Click ‘Save’

Universal Student Identifier;
External ID Mumber:
External ID Description:

Thizs Employes Works In: llawarra Coal - Dendrobium Cperatio

Legacy Id (none) o
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STEP TWO| Adding a Photo to an employee

In the person profile click ‘upload’ under the photo

no photo

No Card Photo
(no pending photo)
upload

Sticker Pic: n/a

Choose the person photo from your files and click upload

Add Pending Photo to Eliza Stevenson

Photo to Upload: | Choose File | Felicity JPG Erowse fo select photo for upload

Upload Status: -

A pop up will appear, click ok

. . x | [ D
epe.onsitetrackeasy.com.au says:

I UPLOAD COMPLETED -

I The file has been successfully uploaded. h i U
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Click ‘Show Pending Photo’

no photo

No Card Photo
Show Pending Photo
upload / process

Sticker Pic: nfa

Click ‘Process’

Penading Photo
Show Card Photo
upload / process

Sticker Pic: n/a
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Crop as necessary and click ‘apply’
Process Photo

Source Photo

Instructions
P The final photo initially shows the
top left comer of the source photo
P Rotate by clicking arrows if required.

P Drag out a selection frame on the source
photo to define the area you want to use

P Resize the frame with its handies.
P Reposition the frame by dragging it

Final Photo
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