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REGISTERING YOUR EMPLOYEES

David Jones Contractor Management System

Please follow this step-by-step guide to register your employees in the David Jones Contractor Management System.

DAVID JONES

COUNTRY ROAD GROUP

COUNTITAGAD WO POLF

Contractor Management System

M Home Help | Terms & Conditions | Privacy

i Welcome
change server

If you are a David Jones ContractorVendaor/Merchandiser/Demonstrator that performs works on a David Jones site you may access this website for the following:
il ei ® Apply for registration of your company in the David Jones Contractor Safety Management System

« Eook your employees info a David Jones Gonfracter Safety Induction

Please Note: If you are not currently, or going to be, working on a David Jonss site you do not need to register through this website.

Register

If your company or business entity is already registered, please login here if you would like to do the following
* Manage your employee’s David Jones contractor safety inductions
* Manage your employee records

Login
If your company is already registered. login here if you want fo
* Book fraining for your employees

*® Check your employee records
® Administer your smployes's David Jones work cards

Login
Ernter your username and password to login now.
Username:

Password:

New User Account
Forgotten Password

Request a new login for your company:
Request new password for your login:

Step 1
Please go to http://contractor.davidjones.com.au and click on

“Register Now/Login” in the top menu bar.

Once on the home page for the David Jones Contractor Management
System, click “Login.

Step 2

Use the login details you received upon registration to login to the
Contractor Management System.
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Step 3

dmo2 Pegasus Safety And Training Pty Ltd « »
On the home page, select “Manage Employee Data.
12:Sep-2013 1227 You have a current Subscription which expires in 364 days being processed.
Beinda Gannon -
Pegasus Safety And Component | Status Timestamp | Contact Comment
Traning Pty Ltd Profile APPROVED
’ Uploads SUBMITTED
Registraton SMS Review | SUBMITTED

Each component's contact will be notified when s status changes.

Profile N N
Welcome to your company's login area

From here you can Book Safety Ihductions and Manage Employee Records.

Portal Access

Manage Employees

Uploads

SMS Review

Step 4
A Home EERR e Sottgs | LHelp || Terme & Conditions | Privacy To add an employee, enter a fragment of the employee’s name, then

select “Search.”
Pegasus Safety And Training Pty Ltd Employees ) ,
- If the system returns with no matches, select “Add Employee!

dmo2

12-5ep-2013 1229

Beinda Gannoa * To Display Company Employees use the “search” bution
Pegasus Safety And * To Add a New Employee cick the “add”™ bution
Training Pty Lid

To show a list of all registered employees, leave the search field blank,
| I A e wwwmie then select “Search.”

[ Group by status
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REGISTERING YOUR EMPLOYEES

Step 5

‘ﬁ Home Logout | User Settings | Help | Terms & Conditions | Privacy
i — Enter all of the information required, agree to the declaration, then select “Save.”
mes Add Employee to Pegasus Safety And Training Pty Ltd g Ll
12-Sep-2013 12:32 Total Cost: empty
Beinda Gannon Please enter fields, upload files and then submit the data (% = mandstory).
:;9:::’:;'::: And 1. Fields 2. Files
Please enter the required fields.

Added By Beiinda Ganson
Then you can upload the files

Last Name: %

! Iy i
adle Name: 3. Submit

Date of Birth: % Please enter all the required data.
Then you will be able to submit &

Drivers Lic. Number.

Portal Access Drivers Lic. State:
Drivers Lic. Class.
Uploads Drivers Lic. Expiry
Gender. ")
SMS Review Address
Town:

State/Province:
Post Code

Prone: x

Email: x

Next of Kin First Name

Next of Kin Last Name:

Next of Kin Phone:

Next of Kin Emai

Next of Kin Relationship: |Piease select ,

Declaration: & [[] 1 agree with Terms & Conditions and Privacy menus

The minimum Next of Kin fiids are Frst Name, Last Name, Fhone and Relationship

Step 6
Q Shopping Cart
e Upload the employee’s photo by selecting
Employee Stats “Upload-"

Pease enter fiekds wioad files »

1. Fields 2. Files

Added By Filet & Photo for Woohworths Card

d shoulders wel R p Lo

8¢ TOmMOve DAt OF sun ses Mage

Last Name = be larger than needed a8 & wil be Samed and
cropged before prnting on the card

Registraton .

Frsl Name 2

Node Name
et Ban x S000 cRoT e e

Portal Accoss Drivers Lic. Number

Orivers Lic State
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Step 7

ﬂ Home Logout | User Settings | Help | Terms & Conditions | Privacy «
Select “Browse” to upload the photo from your computer.

Description Photo for Woolworths Card

Requrement Head and shoulders well R photo taken from the front Piease
remove hat or sunglasses. image can be larger than needed as &
will be framed and cropped Before printing on the card

File 10 Upload: % _ Browse
Namm ® _NG_1253
Comment -
Stetvs Upload
‘“ Home Logout | User Settings | Help | Terms & Conditions | Privacy Step 8

Select “OK”

a2 onste

. 1
20-May-2013 12:30 Description Photo for Woolworths Card

Sends Gannon Requirement  Mead and shoulders wel it photo taken from the front Please
Pepasus Satety Ang remove hat of sunglasses image can be larger than needed as &
Fraiming Ptv Lid will be framed and cropped before printing on the card
File to Upload &  Browse
] Name = John Smih - EDena « ' ”
Comment Message from webpage

l UPLOAD COMPLETED
A

o * The file has been successfully uploaded,
Portal Access

Runtime: 2 seconds)

Eori

P Ensure al entries are cormect. then use upload to save the fle and fields.

SMS Review . P Permitted File Types
Only jpg fles are permitted for this upload

P Maximem File Size
Only fies uo 1o 2 Mb in sze will be accested for upkoad
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REGISTERING YOUR EMPLOYEES

P e R R
Sewrca Gavor

Pegass Syw A
Tranng oy L2

S

S |
N B
@

ﬂHomo

Continue Entry of John Smith

Praiee S0 DECE LOCAC T4 NG PeY SUDANE TG CI (R = MR,

fresame =
st Name =
Mok \ave
Cmorterm e
Onans L Nomoer
Sneniic Sam

S e Can

Logout | User Settings | Help | Terms & Conditions | Privacy

Q\ $opping Cant
[ Tots Cost: empy |

S -

2.Files

Fiel ® PRoto for Viooheortng Care
rﬂxwhxa'\-r R PO Tt oM P SOt Puase
TR O BAGIME TGR CIY DE G TS 0K M
Rl Dt T3%ed 3°C SO00ed e prreng o0 e el

el ooate
20-ay-2013 1248
Beinda Gannen

Pegases Satety And
Training Pty Lid

Submitted Employee John Smith

Onen L Lon
Ganoer =
Q
o 3. Submit -,

Toun C0H SOME 1 47T Te SR T HrOCENENG
— [Submit]
Post Cooe

“ Home Logout | UserSettings | Help | Terms & Conditions | Privacy

g Shopping Cart
Total Cost: empty

This yee has been 0 the portal for
Afer processing. there are 3 possibie outcomes

* Approved
You will e sbie 1o book this employee Nto avalsbie traning Courses

¥ some fieids of fles need edting & will e returned for you i revise

rejected you wil be provided wih & resson

0 will be 8dvised by emal at (roCEsSINg has been completed
Yeu Can 10g FiD ths pOMtal Ay time 10 review your eXStng employee records
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Step 9

Select “Submit” to submit your employee’s profile to Pegasus. This process is
required to ensure that duplicates are not created in the database.

Step 10
Your employee’s information will now be sent to Pegasus for approval.
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ACTION REQUIRED Step11
Started  Qick a name fo complete and submi the entry You can track the status of your employee’s profile submission as they progress through
Name % Entered By | Readiness |Pending Booking the process.
Needs 1 upload
Returned  Gick a name fo edit and re-submit the ents You will receive an email when an employee has been approved, rejected or returned by
Name | Status | Entered By Pegasus.

NO ACTION REQUIRED

Submitted FProcessing incomplete

Name Status Entered By

Approved Fully processed

Name Status 1D Entered By |Photo| Card Print |Card Expiry
Approved

page /



Pegasus

Powered by Onsite

For questions or assistance please call 1300 651 989
or email djssafetycompliance@pegasus.net.au





