Pegasus Workforce

Ending Employment



Ending Employment

= Supplier Administrators can end a worker's employment from two locations in Pegasus Workforce.

= Supplier Portal = Onsite Track Easy

f a ﬁane Doe (employee) \
Doe, Jane general
| | 264
ID# 1458 Approved Employer: Angela Pegasus Supplier Company A4~
Card: Not yet printed Training Email: i ining+j; @p net.au
Employee No:
Department:
DOB: 1 January 1966 Gender: Emp Status:
Phone: +61420 202 020 © Email: webinartraining+janedoe@pegasus.net.au @ zf‘s_"_‘ess unk:
ivision:
Address 426 King St, Newcastle West, Position:
NSW 2302 AU Contractor:
Work Roles o @ > . .
ASSOCIATIONS
Invite to Waorkforce Maobile App Not Invited _ Association
Site Blocked
For By Type
R FTraini E | t Notificati Lion AU - Castlemaine Angela Pegasus Supplier Company A | Damien Challen on 22 Feb 2024 | Contractor
SR aningEnroment Notineation NSW - Sydney Office Angela Pegasus Supplier Company *** | Angela Pegasus on 29 Feb 2024 | Contractor
Orica - Kurri ANE Angela Pegasus Supplier Company ** | Damien Challen on 04 Jun 2024 | Contractor

i End Employment ‘ K_ )

= The process requires certain user permissions for the Supplier Administrator to perform this action.

= Without the right permissions, the portal will display a message of “Person is Pending @a”

= Permissions are visible outside the Supplier Portal in a legacy webpage called Onsite Track Easy.




Checking Permissions T —

logged out Onsite Login

= Access the legacy portal https://secure.onsitetrackeasy.com.au 2003 Please eter our Usemane and Password

Username: |*#xx* }

= 1. Select login with your Pegasus Account. Password: [ssasens |

Login with Pegasus Account j

= 2.Login with your Pegasus Workforce/Avetta Connect credentials: 0

= |[fyou are an Avetta Connect user it will take you to the

Pegasus

Connect page to login again. Once you have logged in, the B s

Welcome to Avetta!

Sign in to continue

above URL can be clicked and you will have

access to Onsite Track Easy.

Forgot Login Details?

onsite track easy Angela Pegasus Supplier Company
o . o
= 3.0Onsite Track Easy will load and present you with
session details Welcome to Onsite Contractor Basic e timezone: UTC
«“ )] [ . Session tag: 0692 Latest loginout
a g ree n SC ree n We b pa ge° T h I S IS t h e b a C k e n d ::'gamien Challen P Click home in the menu to return here at any time. What is Onsite Contractor Basic?
) This is @ website provided free so you can lewdl about your company and
your employee contr: ctrsfom all your client sites using Onsi t Track Easy.

Onsite tracks complia ecordssuch compal y

d activitie:

FIIVewF.mDIy ™. Thi subsc Lsy n see II
company and trai gdtblmDIY pl‘l Imlidl lh
p rson at a time. Th appears with that per: 's name ach

report. Go to the pers: nemply pgthgthp

r i data you
hast Dph(OtClratFIl

Fol

P Use the person, my user account command can purcha:
You've already had a 30 day free trial which has expired.
E

to change your password or username.
mail com.au for more il )

database for Supplier Administrators now

superseded by the Workforce Supplier Portal.



https://secure.onsitetrackeasy.com.au/

onsite track easy

Checking Permissions o T

session detail
lookup roles & comps

Session tag: 0692
app3

= 1.Access the User List from Person > Users U:pamien crotc i

my session preferences

= 2.Do ablanksearch to see all users configured. i o |
= Onsite Contractor Users = Standard Administrators e o e N
Employee Personal User = Legacy access for workers to & S e @
Onsite Track Easy and Individual Worker Portal - LI S
= Subscription Contact = User that will be sent all communications  |* M/ S

= Worker Expiring Competencies P risiss (o N

general rights

| | Su bscri ption Expi ri ng Notifications These seftings indicate what Paul Hewson may do with data in Onsite Contractor.

¥ Can Use Onsite

General Onsite Contractor Access Roles

= L o T Q Q E I Onsite Contractor Access Level: Editor
e ea rn I ng ra I n I ng n ro m e nts Specific Onsite Contractor Data Rights

n Manage User Accounts

an Edit Onsite Contractor Settings

n End Employment

n Access Private Data

= 3. Select Supplier Administrator to see permissions enabled o

n Access Sensitive Data

0000 06 O
& 8 oa & &

n Manage Training
an View SMS Review Results

Q

= 4, Select Rights page to see permissions enabled for this Supplier

Can Action Corrective Actions
Can View Corrective Actions
Mobile App Rights

Administrator. Edit permissions where necessary. Ensure X Canperm ot e s

X Can sear ch by Cardholder Name, Company and DOB

XKEKKXKK 2

Other Rights
" Can Make Online Bookings Must be an active user and have the ‘can manage lraining” right

“Can End Employment” is enabled. X oo s
\ @& Wy,




Ending Employment — Supplier Portal

To end Employment for a worker in the Supplier Portal
(all portals work the same regardless of the client) O

= 1.Select Manage Employees

= 2.Select Employee P
[z

Smiley, Guy
ID# 4648632 Approved
Card: Not yet printed

DOB: 1 January 1955 Gender:

= 3.Select End Employment

ADD NEW EMPLOYEE +

(and read warning!)

Ring, Jonathan

Phone: +61420 202 020 © Ermail:
webinartraining+guysmiley@pegasus.net.au

[

= 4, Select Proceed -

. RTALearningTester, Stacey

Address 426 King 5t,
MNewecastle West, NSW 2302
AU

| Work Rales o e >

Re-invite / Reset Password for Web Portal

RTIOLearningTester,
Angela

= 5 Worker is now removed from view
(Warning )

Mo Subscriptios

Runners, Melissa Mo Subscriptios
This will end the employrment of the selected employee. Your name and the time
at which you do this will be logzed for auditing purposes. Are you sure you wish

9
O
O
O

3 Smiley, Amelia No Subscriptiol Reset Workforce Mobile App password
to continue?
f e - . Resend Training Enrolmeant Motification
If there is any non-completed training, that cannot be "auto-completed’, for the € Smilev. G : €
. £ & = miley, Guy ul
selected employee, you will not be able to end their employment until the End Employment e ‘
person is removed from the training. —

\_ oo




" onsitetrack easy .

home person company

Ending Employment - Onsite - —

my session preferences

Wed 11 Jun 2025

users
L 00:30

To end Employment for a worker in Onsite

@mployees for Angela Pegasus Supplier Company A D

= 1.Load Onsite Track Easy ar

From [\NGELA PEGASUS SUFFLIER COMPANY A+

= 2.Select Person > Employees ()

Found 2 matches

| Name Id Employer Roles

= 3.Search for the relevant worker and click their name 9

Smiley, Guy | 004 648 632 | Angela Pegasus Supplier Company *** | Employee, Contractor |/

» 4. Select View 'Guy Smiley (cardholder) A
“ " general competencies keys training messages
= 5. Select “end employment
Works For
= 6.Read Warning message and confirm removal Company ld_|Association|  Roles | View
| Angela Pegasus Supplier Company 44 113596 Employee | Employee, Contractor Vieb

by putting in your name and your reason _
004 648 632

@y Smiley (employee)

= 7.Click “proceed” to remove worker

End Employment of Guy Smiley

o o with Angela Pegasus Supplier Company
= Worker will now be removed from your list of employees 6 Warning

Ending employment requires you fo enter an Admin Note.
NOTE: THIS WILL BE A GLOBAL CHANGE!

If you proceed, this person will no longer work for this company anywhere in the system.
This may_affect their logpoint or user access and restrict visibility of their data assignments

i By: | your name

Comment: your reason

4

P To proceed you will need to name the person who has authorised this change, which may be you, and to explain why this change is being made_
P Your entries will be logged in an Admin Note for future reference.

P If you cancel, this person's employment will NOT be ended, and you will return to the previous page. @




FAQ’s
Can | add the worker back if | made a mistake?

= No, You will need to contact Avetta to re-add them to your company. You do not have permission to add

workers as administrators in the systems. This form will allow you to request to re-add them.

Can | just remove them from one Supplier Portal and only show in the Supplier Portals they need to be in?

= No, if you end employment, they disappear from all portals. Your employees appear across all supplier portals,
because the system does not know where they are needing to work, hence they appear in all portals.

Will | lose the Subscription if | end employment and need to re-add?

= No, the subscription is against the worker for the duration its active. So if a worker leaves and you re-add them

later, they will still have a valid subscription, as long at its current.


https://pegasusnet.atlassian.net/wiki/download/attachments/2931720261/Adding-Removing-a-Cardholder-V4-25022025.pdf?version=1&modificationDate=1749604282793&cacheVersion=1&api=v2

Support

= eLearning Course (no login required):

= Pegasus Workforce Overview for Supplier Admins

= Webinar covering Onsite Track Easy for Supplier Administrators

to learn more about their access and abilities
= Want to know more about Pegasus Workforce?

= Pegasus Workforce Supplier Support Page

= Learning Management System for Learners



https://rise.articulate.com/share/mMr7A23J4h-z3v3JYRFq7S150mRduCv5
https://vimeo.com/444872589/3fcea71170
https://kb.pegasus.net.au/display/WFMS/Workforce+Management
https://rise.articulate.com/share/34sp96ZU2QOzPpVNjLlOI7It6ML4jJI1
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