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UPDATING EMPLOYEE’S ROLES

Campbell Arnott’'s Contractor Management System

Please follow this step-by-step guide to update or change your employee’s roles in the Campbell Arnott’'s Contractor

Management System.

A Home Help | Terms&Conditions | Privacy
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If you are an Amott's Contracter that performs works on a Amott's site you may access this websile for the following:
+ Apply for Amott's work site cards for your employees

Please Mote: If you are not currently, or going to be, working on an Amott's site you do net 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 work site cards
* Manage your employee records

Login
If your company is already registered, login here if you want to:

* Check your employee records
® Administer your employee's Amott's work cards

Login

Login
Enter your username and password to login now.

Usemame:

Password:

Login

Request a new login for your company: New User Account
Request new password for your login: Forgotten Password

Step 1

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

Once on the home page for the Campbell Arnott’s Contractor
Management System, click “Login.’

Step 2

Enter your username and password, then select “Login.”
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= Step 3
e p——— R ——— ol koAt To update your employee’s roles, select “Manage Employee Data” on the
_ Click the button to contine whare you left of. % You do not want to maintain your complianee data and
p—— home page.

* You do not want to be contacted o receive expiry reminders in relation to it

View SMS Review Results

This subseription allows you to maintain your complianee records.

Name ID_ | Status | Expiry Date | Expires In Renewal | Action
Insurance Liability.Public 155309 | Cument| 01 Sep 17 | 325 days | May be renewed | renew
Insurance.Professional Indemnity Professional Indemnity 155535 | Cument| 01 Sep 17 | 325 days | May be renewed | renew
Insurance Workers Ci ion.SA. 147971 |Cument| 30 Jun 17 | 262 days | May be renewed | renew
Insurance Warkers C: vIC 148767 | Current| 30 Jun 17 | 262 days | May be renewed | renew

Licence.Work Activity. Air Gonditioning and Refrigeration - NSW | 125823 | Gument| 04 Sep 17 | 328 days | May be renewed | renow
Licence.Work Activity. Air Conditioning and Refrigeration - QLD | 125824 | Current| 04 Sep 17 | 328 days | May be renewed | renew
Licence. Work Activity. Air Gonditioning and Refrigeration - SA | 125825 | Gument| 04 Sep 17 | 328 days | May be renewed | renow
Licence.Work Activity. Air Conditioning and Refrigeration - VIC | 125826 | Cumrent| 04 Sep 17 | 328 days | May be renewed | renow

Licence.Work Activity. Electrical Licence - QLD 125827 |Cument| 310ct16 | 20days | Renewsoon | renew
Licence.Work Activi ical Licence - SA 125828 |Cument| 310ct16 | 20days | Renewsoon | remew
Licence.Work Licence - VIC 125830 |Cument| 310ct16 | 20days | Renewsoon | renew

Welcome to your company's login area

From here you can and Gompany

LENERTY IYTISTIIENEY  Rogistor smployses, maintain rolas and order cards.
View Employees View details of your employses and their data.
[T VERVREENE ) vour company relationships on sites in this portal.

Step 4
Employee Compliance @ Shopping Cart
Tomicost emet| | Enter the surname of the employee that you wish to update the role of.
PLEASE NOTE: Just because a card is shown here does not mean you may order it. Please ensure the person is NeXt SeleCt “Sea rCh.”

entitled to a card before you order it. You may not qualify for a refund if your order is rejected.
If you're unsure about any card order please contact the portal administrator (see details on the help menu).

Description: Arnctts Personal Compliance Roles and Card
Requirements:

Alternatively, leave the search field blank and select “Search” to show a
list of all employees.

® Subscription (included in Initial Registration)
* Role selection

® Photo upload
.
L]

File uploads CARDHOLDER NAME =T

Mandatory Arnctt's Card (if no previous issue) I| I""I““I“l po Ly ¢,/
$65.00 (plus 56.50 GST) for initial regi ion and subscription 200 000 500 /' ";,f
Card Cost: $30.00 (plus $3.00 GST) per Card
Subscription: | 24 months duration

$65.00 (plus 56.50 GST) per Subscription Renewal on expiry
Back

EMPLOYEES LIST

[ Enter a name fragment (blank for all) and click search
ear to list your employees

You can also select employees that have not yet been entered.
Please click search first to make sure the person is not already in your employees list.
Then an Add Empl button will be provided.

page 3
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Step 5

Enter a name fragment (blank fer al) and elick search
Skl o st your mpioyees
Found 29 matches

ot a1 et vt o o ot Enpioen Tick the box of the employee, then select “Submit.”

pioy
then click the Submit button to proced with this selection ot yet in your smployees list

Select | Card Required? | Last Name [ First Name. Provious Approved Role Selections | Email Card History |  Reason Select Disabled

Step 6

Employee Compliance @ Shopping Cart

Total Cost: emply « »
Select “Process.
SELECTION
Actlon Card? | Last Name | First Mame | General Roles Files Done |Infos Done | Cost Data Status Payment
Process no x $0.00 MNA
v’ =Entered X = Mandatory Mot Entered 3 = Optional Mot Entered Click link to view role data requirements:
Action: Click 'Process’ to continue an entry, and when complete, submit it or add it to the shopping cart. Role Data Lockup

Each person requires General entries, then File uploads.

Roles o e o o
Total Cost: empty CI|Ck to “Select Roles."

SELECTION

Action Card? | Last Name | First Mame | General Roles Files Done | Infos Done | Cost Data Status Payment
Processing p no X $0.00 MR
v~ = Entered X = Mandatory Mot Entered ¥ = Optional Mot Entered Click link to view role data requirements:

Role Data Lookup

PROCESSING: 7 "7 =77 777 P
(Roles) Back Terminate

GENERAL=®

Roles
Select RO'ES Mandatory; Requires valid selection
Roles: '

Previous Roles:

Communicate To: Name of person
Communicate By: = Email

Email:
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Step 8

To view roles for a specific site, please select the site from the group drop down menu.

Select all roles that you wish to add to this employee. Once all roles have been selected,
scroll to the bottom of the window and select “Apply”

Please close this pop-up window to continue with the addition of the role/s in the system.

Step 9

Select “Upload” to upload any required
documentation for the role.

Opiional single file upload

[ JON
demo.onsitetrackeasy.com.au
Arnotts Portal Work Roles
ciees AT
Marleston
Tick all required roles 2 Virginia lton at the bottom
| Virginia - Administrator
| Virginia - Air Conditioning and Refrigerati ician
Virginia - Apprentice
| Virginia - Bulk Delivery Driver.
| Virginia - Consuliing
| Virginia - Electrical Restricted
| Virginia - Electrician
| Virginia - Engineer
| Virginia - Fire Detection Systems
| Virginia - Fire Electrical Works and Testing
| Virginia - Fire Emergency Lighting
| Virginia - Fire Plumbing
| Virginia - Fire Portables Selected Roles
| Virginia - Fire Sprinkler Systems
| Virginia - Gas Fitter
| Virginia - General Maintenance
| Virginia - Mechanical Tradesman
| Virginia - Pest Confrol
File3d: Construction Induction Card
X ;,:-.; OH&S-WHS.Induction.Construction Induction Card
Optional for Roles: Virginia - Apprentice
| Click here for a list of Campbells Amotts Business Rules
Filed:  Forklift Qualified
x {:,.-_-_.3 Operator Forklift.High Risk Licence.
CoNum i mn s, voyguna - Apprentice
If you will be operating a Forklift on site you are required to upload your Forklift licence here
| Click here for a list of Campbells Amotts Business Rules

Optional single file upload
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hide training e Step 10

TRAINING
Requirements “Save »
The following tabie lists the training required for this employee's role selections. All Auto-Booked fraining °
will automatically be booked and added to the shopping cart when you submit this persons application.
Required Reason
Site Induetion Training Status | Access Cost | GST By Roles History Unavallable Book
Arnott's - Virginia | Arnett's Virginia - Contractor Induction Approved | $25.00 | $2.50 lI‘ E;Eri::;}irneg Eﬁrggliidﬂ]

Required By Roles Legend

1 Virginia - Apprentice

Online Training Email

Please entar a valid employee email address. It will be used to provide access to anline training for the employee.
An invalid address will result in the employee not being able to complete the training requirements for this selection.

Emiil: copy from || Employee

Training Declaration

— | agree to purchase any outstanding training listed above for this employee
and that they will undertake this training within a reasconable time frame.

Cancel Save

Roles

SELECTION

Shopping Cart
Total Cost: empty

Action Car M ~ tMame | General Roles Files Done

Infos Done | Cost Data Status Payment

Processing noe | Boulton Travis v Virginia - Apprentice 20of2

v

0ofd $0.00 MR

v~ =Entered X = Mandatory Mot Entered 3 = Optional Not Entered

All mandatory entries are complete. This application may now be submitted.
If you intend to provide any more optional file upioads or information, please do that first.

PRDCESSING:{F'{I'OIF;:;VIB BOULTON Back Submit Terminate

Click link to view role data requirements:
Role Data Lookup

Scroll to the bottom of the page to select

Step 11

Scroll to the top of the page and
select “Submit”

Any uploaded documentation will
now be verified by Pegasus.
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For questions or assistance please call 1300 175 307
or email arnottscompliance@pegasus.net.au



