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Overview

This user guide can be used when you are wanting to:

. Remove an employee from your company. This may be needed when:
- They have left your company
- You are no longer their primary employer and would like to transfer their card
management to another company

Why is this important?

It's important to make ex-employees inactive in Onsite Track Easy, so they do not access
awork site under a previous employer. Making an employee inactive also “blocks” that
employee’s card until a new employer notifies us of the company change to unblock the
card.

This function allows contracting companies to manage their employees with greater
efficiency.

For questions or assistance please call 1300 777 245 or email riw@pegasus.net.au.

Contractor Information Site railindustryworker.com.au



INACTIVATING AN EMPLOYEE

Rail Industry Worker Competency Management System

Please follow this step-by-step guide to inactivate an employee in the Rail Industry Worker Competency Management

System.
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Step 1

Go to the Onsite Track Easy login page:
https://secure.onsitetrackeasy.com.au/

This is not the Rail Industry Worker system, however your administrator
login details will be the same.

Step 2

Select “Employees” which can be found under the “Person” tab.
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Step 3

Search for the employee you wish to inactivate.
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P Leave search box blank to match any employee name, or enter a text fragment to find specific matching names.
P Leave all options un-ticked for employees whose home site is Transport For NSW Site.
P Include Associated who have Other Home Sites means

ploy who are iated with your site but who have different home sites.
P Include Ul fated means employ who haven't been individually associated with this site but who work for site employers.

Step 4

—_— From the matches found, select the person you wish to inactivate by
sossiondesia Employees for Qi clicking on their name.
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P Leave search box blank to match any employee name, or enter a text fragment o find specific matching names

P Leave all options un-ticksd for smployass whose home site is Transport For NSW Site.

P Include Associated who have Other Heme Sites means employees who are associaied with your site but who have different home sites.
P Include Unassociated means employees who haven't been individually associated with this site but who work for site employers.

B Glick an employee name o view the person's details.
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INACTIVATING AN EMPLOYEE

_ Step 5
Active: v ) U qig
Scroll to the bottom the the employee’s profile and select “Edit.
Step 6
Active: Untick Active to end this person’s employment Untick the active box, then select “Save”
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