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This User Manual 
 
The Onsite Track Easy system has various components, such as: 
 

 Public Web 
 Site Web 
 Token Site Web 
 Mobile Web 
 Employee Personal Web 
 Onsite Contractor 
 Data Admin Web 
 Logpoint Client System 

 
This manual specifically deals with the Onsite Contractor. 
 

Version Number 
The manual version number, as shown on the title page and in the page footers, directly matches the 
site web software version number. If it has an alpha suffix, it has been enhanced with references to 
features from the following software version. 
 
You can always see what the current site web software version is by logging in and using the about 
sub menu of the help menu. 
 
If you do not have the latest user manual, you can download it from the user manuals command on 
the help menu. 
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Onsite Overview 
 

What is Onsite? 
Onsite is a database that holds data on persons and competencies. It allows the operators of a 
commercial or industrial site to ensure that persons on the site are competent and authorised to be 
there. It interfaces to interactive logpoints and boomgate controllers to capture the comings and 
goings of persons on the site. 
 
Onsite uses cards to identify contractors and employees, and the cards provide access at the 
logpoints and boomgates. 

What is Onsite Contractor? 
Onsite Contractor allows a contractor company to view all data held by sites using Onsite on their 
individual employees. The viewable data includes their employee contact details, hours, 
competencies and site access keys across all sites where they work. The conco web allows the 
contractor company to optionally choose whether they would like to manage their employee contact 
details themselves or let them be globally editable by any site with users who are Onsite data editors. 
 
Onsite Contractor contains various reports which can be tailored to suit a contractor company’s 
reporting requirements. For example there are reports which can be used to search for current and 
expiring competencies and summarise hours worked by individual employees across all sites. 

What is a Logpoint? 
The standard hardware logpoint consists of a touchscreen appliance with an industrial grade sticker 
printer, as shown here. Logpoints are used on sites to log persons coming and going from the site. 
 

 
 
The logpoint contains a magnetic stripe reader, and this diagram shows a card being swiped. 
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Website Navigation 

Website Access 
Log into the Onsite Site Web through the Onsite Track Easy website www.onsitetrackeasy.com.au 
 

 
 
 
When you click the onsite login button you are taken to the secure website’s login page. 
 
 

 
 

Terms of Use 
The first user to login will need to agree to the terms of use of Onsite Contractor.  Upon agreement 
the user will be taken to the Onsite Contractor home page.  Logins to Onsite Contractor are not 
permitted until the terms of use have been agreed to.  The terms of use can be accessed at any time 
from the terms of use command on the help menu. 

Enter your 
username and 
password here. 

Click this 
button to login 
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Standard Page Layout 
The pages in the Onsite web conform to a standard layout. Here is a typical page with the main 
elements highlighted. 
 

 

Menus 
The Onsite web uses a menu bar, as shown above. Except for home and log out, the menus drop 
down to show all the commands available in each section. Here are the various menus. 
 
Home menu 

 
Home: Go to the Onsite Contractor home page. 
 
Person menu 

 
Lookup By Id: Find employees by ID in the Onsite database and check their logpoint access. 
Employees: Manage data for your employees. 
My User Account: Change your username or password. 
Users: Manage user accounts for persons who can log into Onsite Contractor. 
 
Company menu 

 
Employer: View and edit employer settings. 

Page title 
Session 
details 

Menu bar 

Conco Web company 

 
General data display area 

Dynamic display of latest 
login or logout by one of 
the conco web employees. 
Hover over link to get 
more information. 
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Report menu 

 
On Site Now: Reports who is currently on any site where the contractor company works. 
Site Log: Reports historical site logins and logouts at any site where the contractor company works. 
Site Log Id Lookup: Lookup a site login record with a specific id. 
Competencies 

Cardholder: Check who has certain competencies or combinations of competencies. 
Expiring: List the competencies that will expire within a date range. 

Data Statistics: Summary of company data held in Onsite. 
Onsite Hours: Report how many hours the contractor company employees have been on sites. 
Sites: Report on site contact details, sites where your employees work, and company messages. 
User Sessions: Report who has been logged into Onsite Contractor and for how long. 
 
Setup menu 

 
Onsite Contractor: View and edit Onsite Contractor general details, subscriptions and options. 
 
Help menu 

 
About: Onsite Track Easy version details. 
Contact Us: Contact details for Onsite Track Easy. 
Terms of Use: Terms of Use for Onsite Track Easy. 
User Manuals: View or print Onsite user manuals and various support documents. 
 
Log Out menu 

 
Log Out: End your Onsite Contractor user session. 
 

Session Timeout 
When you are logged into the Onsite web a session timeout applies so your session expires after 60 
minutes of inactivity. Some pages have an auto-refresh feature so you can choose how often the 
page is regenerated. For example, the On Site Now report defaults to refreshing every 5 minutes 
(see page 38). When you are on an auto refreshing page, the session is prevented from timing out. 
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Page Types 
The Onsite web uses a few different types of pages, and becoming familiar with them can help you to 
find your way around. 
 

The Search Page 
This page is used to locate data based on the entry of a text fragment in the search box. If you leave 
it blank the search will return all records. 
 

 
 

The List Page 
This is often the page of results following a search, although some list pages do not allow you to 
specify search criteria. 
 
This page has a tabular layout with column headings. The data being listed shows some details of 
each record, and each row has a hypertext link so you can click on the item and view its full details. 
 

 
 

The Printer Friendly Page 
Most list pages include a printer friendly icon in the top right corner, as shown in the diagram above. 
When you click this the page is reformatted, as shown below. 
 

Use the tickboxes to 
refine the search. 

Click the links to 
display the full 
employee details 

Printer Friendly Icon 
Click this icon to reformat 
the page for printing. 

Enter a search string to 
limit search by name. 
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The printer friendly version 
of any list page contains 
exactly the same data but 
without the page header, 
menus, footer or details bar. 
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The View Page 
When you click a link on a list page it brings up the record’s details on a view page, as shown below. 
 

 
 

Tabs 
Tabs are used to group the 
data and reduce clutter. 

Click the other tabs in 
the tab bar to switch to 
the other data groups. 

Edit Button 
If your user account has 
sufficient privileges each view 
page will have an edit button. 
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The Add/Edit Page 
Usually the same page is used for adding records and for editing existing records. 
 
When adding, the fields on the page are loaded with their default values. 
 
When editing, the fields on the page are loaded with the existing values. 
 
The add or edit operation only affects the database when you click the update or save button. If you 
wish to abort, click the cancel button or navigate to another page. 
 
Here is an example of an add/edit page. 
 
 

 
 

You must click the 
save button for the 
add or edit operation 
to complete. 
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The Home Page 
 
When you first log in to Onsite Contractor, or when you click home in the menu bar, the following 
page is displayed. 
 

 

Version Number 
The current version number is viewed using the about link under the help menu.  

User Manuals 
The Onsite web is undergoing continual improvement and each new version is accompanied by an 
updated User Manual. The user manuals link under the help menu contains links to the latest 
manuals. Click the link to display the manual, or right-click to download it.  

Timezone 
display. 

This is a list of the 
sites where your 
employees work. 

The date and time of the 
latest login or logout 
performed by one of your 
employees. Hover over text 
to display more information. 
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Person 

Person Types 
In Onsite the person object is central to all operations. Onsite supports the following types of person: 

 Contractor 
 Employee 
 User 
 Visitor 
 Site Contact 
 Personal Contact 

Each person in Onsite has a unique “person id” which identifies them in the database.  

Cardholders 
The term cardholder has special significance in Onsite. All contractors and employees are 
cardholders. This means that the following data can be attached to the person. 

 Photo 
 Proximity Card Id 
 Competencies 
 Site Access Keys 
 Personal Contacts 
 Individual Messages 

Compound Person Types 
In some cases a person can be more than one type at once. In Onsite Contractor each employee is 
both an employee and a contractor, and may optionally also be a user. This provides the following 
common compound person types. 

 Employee AND Contractor 
 Employee AND Contractor AND User 

 

 
 
The make user button makes this person into a user as well. Once an employee is a user this button 
will change to a view as user button, where you can switch between viewing this person as an 
employee or as a user. 
  
 

A compound 
person type has 
multiple roles. 

Make this person 
into a user as well. 
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Employees 
 
All cardholders viewable in Onsite Contractor are employees and also contractors. They are 
employees to the contractor company but they are contractors to the Onsite sites where they work. 
 
If an employee was an employee only, and not a contractor, all of their data in Onsite would be visible 
only to their employer. That’s an available option for companies using Onsite’s “Site Web” rather than 
the “Onsite Contractor”. However, employees who are also contractors have a subset of their data 
which is effectively “global” and is available for viewing by all sites using Onsite. 
 
Before a site can view a contractor’s personal details the contractor must be associated with the site, 
and only specifically authorised Onsite users are permitted to do this. The association process 
advises the user to ensure the association is undertaken in accordance with the site’s privacy 
policies and national privacy legislation, and that, if they are unsure, they should seek appropriate 
legal advice. Information on the user who performed the association to a site is recorded in the 
Onsite database and can be seen in Onsite Contractor. 

Global Editing of Cardholder Data 
Onsite Contractor can be configured so only their own users can edit their employee’s general 
details. Alternately it can be set so any Onsite editor on any site can edit the global contractor data 
associated with the contractor company employees. See page 29 for more information. 

Employee List 
Use the employees command on the person menu to list the contractor company’s employees.  
 

 
 
When you click on an employee name, you are taken to the employee details page, which allows you 
to view, and if authorised, edit their data. That data consists of the following components, which 
match the tabs on the employee view page. 

 General 
 Competencies 
 Keys 
 Site Contact 
 Messages 
 Position 
 Locations 
 Report 

Click name 
for details 
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General 
The employee general tab has general contacts details including the person’s photo.  
 

 
 
 

The edit button will only appear if your 
user account has edit permissions. 

Click here to send the 
employee an email. 

Make this person an 
Onsite conco web 
user. 

Use this 
button to 
highlight 
which fields 
are globally 
visible in 
Onsite. 

The EXTERNAL SITE DETAILS 
section lists sites where this 
person is associated, any legacy 
ids they have on associated sites 
and any custom data they have 
on associated sites. 

Section for managing 
personal contacts. 
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The general tab is divided into three sections: 
 General Details 
 Personal Contacts 
 External Site Details 

General Details 
These are the personal details of an employee, including contact details, position etc. An edit button 
will appear to users with the edit privilege and can be used to edit any of the general details. If the 
person is not a user the make user button will appear to users who are data managers and it can be 
used to make this person into an Onsite Contractor user. The email address appears as a link and 
can be clicked to generate an email to the employee. The show public button can be used to 
highlight which fields will be publically viewable by other sites using Onsite where this employee is 
associated as a contractor. 

Personal Contacts 
View, add and edit personal contacts. Only users who are editors can add or edit personal contacts. 

External Site Details 
Data in this section is never editable. It is a display of data owned by sites where your employee 
works as a contractor. Data under the Associations heading lists sites where this person is 
associated as a contractor, who associated them to the site and whether they are blocked from the 
site (BLOCKED will appear in red under the Blocked column). If this person has any legacy ids for 
associated sites they will be listed under Legacy IDs. If this person has any site based custom data 
values these will appear under the Custom Fields/Lists heading. 
 

Competencies 
This tab shows the competencies assigned to this employee at all sites where they are associated as 
a contractor. It includes the current keys count as a guide to the impact of these competencies on 
site access. See the keys tab for full details of the employee’s site access keys. You can use the 
view link next to any competency to see its full details. 
 

 
 

Filters. 

Click view links to view 
competencies. 

Current keys count 
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Keys 
Site access keys are assigned to cardholders to permit or restrict access to site locations. The keys 
tab can be used to view the site access keys your employee has on all sites where they are 
associated as a contractor. Click on the individual view links to view access key details. See access 
keys on page 35 for a full explanation of the way keys work.  
 

 
 

Site Contact 
The site contact tab is not applicable in Onsite Contractor. 
 

Messages 
The messages tab shows all messages created for presenting to this person on logpoints when they 
log in to sites. Because the active date ranges for messages can be changed at any time it’s not 
possible to determine if a message shown here was actually seen during any particular login. 
 

 

Click view links to view 
competencies. 
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Position 
Employee positions are not implemented in Onsite Contractor. 
 

Locations 
Locations are not implemented in Onsite Contractor. 
 

Report 
The employee report tab displays a full set of employee data including data from all sites where this 
employee is associated as a contractor. You can choose to generate a report for all sites or an 
individual site. 
 

 
 
Select the options you want and click report to generate the report, which defaults to printer-friendly 
format. 
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Users 
Users are the persons who are permitted to log into Onsite Contractor. Each user can quickly view 
their own user settings with the my user account command on the person menu (see page 26). 
 
Even though a user who is an editor can edit employees, only a user who is a data manager can add 
and edit users. 
 

Users List 
Use the users command on the person menu to display the users list. 
 

 
 
The Web Access column is an important indicator of the user’s general access level. 
 
This will have one of the following values: 
 

 Data Viewer 
These users can not add or edit data, unless they are assigned specific Onsite Contractor 
data rights. 

 Data Editor 
These users can add and edit general data, but not users’ records, and not data that is 
covered by specific Onsite Contractor data rights, unless they have those rights specifically 
enabled. 

 Data Manager 
These users can do everything an editor can do, plus can add and edit. They cannot, 
however, add or edit data that is covered by specific Onsite Contractor data rights, unless 
they have those rights specifically enabled. 

 Employee Personal Data Only 
These users are also employees, and these user accounts are specifically for access by 
employees to their own data through the employee personal web. When these users log in 
they are automatically placed in that web rather than in Onsite Contractor. They only have 
viewer access. 

 
These access levels can be assigned on the rights tab when viewing a user account. 
 

Adding a User 
When you click the add button on the users list page, you are first presented with the Create User 
From Existing Employee page, as shown below. 

A data manager 

A employee 
personal web user 

This person is also 
an employee. 
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This page lists of all the contractor company employees who are not also users. It’s displayed to 
prevent you from entering someone who is both an employee and a user as two different persons in 
the Onsite database. 
 

 
 
To add a user who is not an employee, click the add button on this page. 
 
To add users who are employees, tick the Make User box for the desired employees. For each 
selected employee edit their Email if necessary and select their User Type.   Then hit the proceed 
button.  User accounts will be created for the employees selected and user login and password 
information will be sent to the email addresses specified on this page. 
 
The choices for User Type are Employee Personal Web or Onsite Contractor Web.  Employee 
personal web users have access to their own personal data only.  All Onsite Contractor users are 
created with viewer access and no Onsite Contractor rights assigned.  If you wish to change the 
access or assign rights to these users you will need to view the users and change their access and/or 
rights on the rights tab. 
 

Email Address and Password 
Each user needs a valid email address for the delivery of their password. 

New User Password 
When you add a user they are sent an email with their user id and password. 
 

Add a user who is 
NOT an employee 

Add users 
who are 
employees
. 

Select all 
employees 

Select a user type to 
apply to all employees 
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When you make an employee into a user you will get this prompt. 
 

 
 
Even data managers, who can add and edit users, cannot specify user passwords. All passwords are 
either generated automatically by Onsite or set by each user for their own account with the my user 
account command on the person menu (see page 26 for details). 
 
Because the email address is so important for the delivery of the user’s password, you are required 
to confirm it’s correct before the user account is added. 
 

 
 
When you click ok, the account is created and an email is sent to the user. 
 
Here is an example. 
 

 

Reset User Password 
If a user forgets their password, a data manager can generate a new one by clicking the edit button 
on their general data tab and then clicking reset password. This triggers another email like the one 
above. 
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View User 
Click a user’s name in the user list to view the user details. 
 
The user’s view page has the following tabs: 
 

 General 
 Rights 

 

General 
The general tab shows the user contact details and whether this person is also an employee. 
 
If so there is a view as employee button that allows you to switch to the user’s employee record. 
When you view the employee page it has a view as user button, so you can easily switch back and 
forth between the person’s two roles. 
 

 
 
When viewed by a data manager the page will have an edit button. 
 
The edit page, as shown below, is used for general data editing, but it’s also used for the following 
special functions: 
 

 Inactivating a user account when you no longer want that person to be able to log in to 
Onsite Contractor. 

 Resetting a user’s password when the user has forgotten it. 
 

Only data managers can 
edit user accounts 

View as employee 
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Rights 
The rights tab shows user’s access level and their setting for specific Onsite Contractor data rights. 
 
These allow you to designate certain users as your experts in different tasks. 
 
At this stage there is only one specific data right: Can Edit Onsite Contractor Settings.  This right 
allows a user to change company contact details (see page 29), edit subscription contact details (see 
page 49) and edit Onsite Contractor options (see page 50). 
 

 
 

Reset password 

Inactivate account 
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My User Account 
This command on the person menu takes you straight to view your own user account settings. Your 
general tab is the same as for any user with the addition of two buttons, as shown below. 
 

 

Change Password 
When you click the change password button, this page appears. 
 

 
 
Passwords are case sensitive and must be between 6 and 15 characters long. They must include at 
least one letter and one number or dot. Your password is stored in non-reversible encrypted format, 
so it is not possible for anyone to provide it to you if you forget it. An Onsite data manager can, 
however, generate a new password on request, and it will be emailed to you. Then you can log in 
with that and change it to whatever you want. 

These buttons only appear when 
viewing your own account. 
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Change Username 
When your Onsite user account is created you are assigned a numeric user id, and that can always 
be used to log in. You can also, if you wish, create a more easily remembered username for yourself. 
 
When you click the change username button this page appears. 
 

 
 
If you already have a username it will be displayed, otherwise the field will be blank. When you click 
change your entry will be checked and rejected if someone else is already using the same name. 
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 Lookup Person By Id 
 
The lookup person by id command on the person menu allows you to look up any employee of the 
contractor company in the Onsite database by entering their id number. 
 

 
 
TIP: If you have a 1210 series magnetic stripe reader connected to the computer’s PS/2 

keyboard port, you can use this page to check Onsite cards. Bring up the page and swipe 
the card to display the cardholder’s details on the screen. 

 
This page can be used simply to identify a person by their Onsite id, or to see whether the person is 
able to log in at a logpoint (see following image). 
 

 
 
This is particularly useful in allowing you to see if your employees can log in at specific logpoints on 
the sites where they work. The logpoint access check applies the same logic that is used by the 
logpoint when a person attempts to log in at the site. 
 

Enter person’s id 

Section to check 
logpoint access. 

Section for 
person 
identification. 

Click on name link 
to view person’s 
record. 

Select site and 
logpoint to test 
access at. 

Access results. 
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Employer 
Onsite Contractor has one employer which is also a contractor company. Use the employer 
command on the company menu to display the employer details. 
 

 
 
Only users who have the can edit Onsite Contractor settings user right (see page 25) can edit 
employer settings. 

Allow Global Cardholder Edits 
This setting is used to restrict editing of contractor company employees’ general details to their own 
Onsite Contractor users who are data editors or to allow editing by users who are data editors on any 
site in Onsite. 
 
Site users in Onsite, whilst viewing your employees as contractors, will only be able to edit your 
employee’s general details if they are data editors and if allow global cardholder edits is set to true. If 
allow global cardholder edits is false then only Onsite Contractor users that are data editors will be 
able to edit your employee’s general details. 
 

Only appears to users 
with the can edit conco 
web settings right. 
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Messages 
 
Onsite allows site users to send messages to cardholders (your employees) at the logpoint when 
they login to sites. There are 3 types: 
 

 Cardholder (contractor or employee) 
 Contractor Company 
 Logpoints in a Location 

 

Cardholder 
Cardholder messages are sent to individual cardholders (i.e. the message is only sent to that one 
person). Cardholder messages can be viewed on the messages tab when viewing an employee 
record. Because the dates over which messages are set to display can be changed at any time it is 
not possible to determine if a message shown here was shown for a particular login. 
 

 
 

All messages are only deliverable within the specified date range, and the list of messages shows 
how many days the message has left for delivery. 
 

Contractor Company 
Messages can be created by site users for a contractor company and are sent to all contractors from 
that company when they log in during the message’s date range. Company messages for your 
company can be displayed using the sites report (see page 46). 
 

Logpoints in a Location 
Site users can send messages to logpoints within a location, rather than to people. Logpoint 
messages are seen by all persons who log in there. 
 
Onsite maintains a full record of exactly what logpoint messages each person was shown during 
every login. You can see the messages on their login details page, as shown here. 
 

Days left 



 
 

 © Onsite Track Easy Onsite Contractor User Manual – Version 2.3 31 

 
 
This page can be accessed from the on site now, site log or site log id lookup reports (pages 38, 
39 and 41). 
 

The exact messages 
seen by this person 
during the login. 



 
 

 32 Onsite Contractor User Manual – Version 2.3 © Onsite Track Easy 

Competency 
 
Competencies are an important component in the Onsite database. The term refers to a person’s 
qualification, training, skill, ability, certification, academic record or can be used for any aspect of a 
person’s suitability for working on a site. 
 
Each site in Onsite compiles its own competency library, and all competencies shown for 
employees in the Onsite Contractor come from individual site libraries. 
 

Structure 
The Onsite competency has a specific structure. Every competency consists of three parts, namely: 
 

 Global 
This is the first part of each competency and it represents the broad category of qualification 
or skill that the competency relates to. 

 Level 
This is the second part of each competency and it generally indicates the level of 
achievement that this competency represents.  

 Suffix 
The suffix is the third part of the competency name, and is optional. It allows a site to further 
qualify the meaning of the global and level as they are being used in this competency for the 
site. 

 
These three parts are always printed with dots between them so you can recognise the individual 
components. For example, Electrical.Trade.Supervisor is a competency where “Electrical” is the 
global, “Trade” is the level and “Supervisor” is the suffix. 
 

Uses 
Competencies are used for the following in Onsite. 
 

 Recording personal training and qualifications. 
 Controlling site access through competency-based access keys. 

 
Competencies can be appointed, which means a site has specifically approved the recognition of a 
person’s competency for their role on the site. 
 

Assignment of Competencies to Cardholders 
Cardholders (contractors and employees) can be assigned competencies in Onsite. This is done by 
one of the following means. 
 

 Directly on a one-by-one basis. 
 Through a training event. Each training event is configured to deliver one or more 

competencies and every attendee with a Pass result receives those competencies. 
 
Assignment of competencies is done by site or realm users in Onsite. As an Onsite Contractor user 
you have no control over what competencies are assigned by sites to your employees - you can only 
view the data. 
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Viewing Competencies 
 
Competencies can be viewed from a number of places including: 
 

 Competencies tab when viewing an employee record (see page 18). 
 Cardholder Competency report (see page 41). 
 Expiring Competency Report (see page 43). 

 
A competency record assigned to a Cardholder will look similar to the following image: 
 

 
 

Duration and Expiry 
Some competencies are not intended to expire, for example, a University degree. Others need to 
expire, such as a driver’s licence or a site induction. The Period of Currency in the above image 
outlines what time period the competency is valid for. 
 

Appointments 
The term “appointment” means an extra step taken by the site to authorise a person’s competency for 
use on the site. It is optional for a site to use appointments when assigning competencies. 

Optional Appointments 
Any regular competency can be appointed, in which case it is said to be an optional appointment. 
In these cases the competency took effect as far as satisfying keys and positions when it was 
assigned to the person. The act of subsequently appointing it converted it to an appointment but did 
not affect its assignment. 

Compulsory Appointments 
Site users can specify that certain competencies must always be appointed or they will not take 
effect, even though they have been assigned to a person. With these competencies, known as 

Competency name 

Period of currency 
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compulsory appointments, the assignment is held in a “pending” state until the appointment 
occurs, and only then does it satisfy keys and positions. 
 
This effectively makes the process of assigning a competency to a cardholder a two step process, 
and allows them to have one person do the original assignment and another take responsibility for 
the appointment.  
 

 
 
When you look at the cardholder’s competencies tab a pending appointment looks like this. So long 
as it is awaiting appointment this competency is not active, and will not satisfy any keys. 
 

 

Compulsory appointments have 
pending status until appointed 

This is where the 
appointment details 
will be visible once it 
is appointed. 

Inactive awaiting 
appointment 
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Access Keys 
An access key is similar to a normal door key in that it controls access to a location. An Onsite 
access key, however, can depend on competencies, so even when someone has the key it will only 
work if they also have all the required competencies assigned and current at the time. 
 
Site access keys can be viewed from a number of places such as the Keys tab when viewing an 
employee’s record (see page 19). 
 

View Key 
Displaying a key will bring up a screen similar to the following image. 
 
Here is a key that does not depend on competencies. 
 

 
 

 
And here is one that depends on both group and single competencies. 
 

No competencies 

Controls the printing of 
driver watermarks on 
logpoint stickers. 
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When there is more than one competency in a key the key is only satisfied when the cardholder has 
every competency.  
 
To provide more flexibility keys can include group competencies, where the cardholder only needs to 
have one of the competencies that make up the group in order to satisfy the group. 
 
Because this flexibility can lead to complex combinations of logical conditions, the key includes a 
structure statement which states the full logic of the competency dependencies. 
 
 
  

Competencies 

Structure statement 



 
 

 © Onsite Track Easy Onsite Contractor User Manual – Version 2.3 37 

Reports 
There are numerous reports listed on the reports menu, but there are many other reports within the 
Onsite system. 
 
Most list pages have a search box with selection options to filter the list, and a printer friendly icon 
for generating a printable report format of the results. 
 
Many view pages also have the printer friendly icon, and some tabbed pages have a report tab, for 
example, employees. 
 

Data Download Mode 
Some reports have two modes, one being the on-screen output, and the other being a raw dump of 
columnar data designed for you to download and use in a spreadsheet or database. This raw data is 
available through a download button, which appears on the page of the relevant reports when you 
have generated the report, as shown below. 
 
If you have used options or filters for the report, they only apply to the on-screen report output, not to 
the data download output. 
 

 
 
When you right-click the download button and choose “Save Target As”, or whatever the relevant 
command is for your browser, it saves the tab delimited text file on your computer. 
 
To use that downloaded file in Excel, for example, you can change the filename extension to “xls” at 
the time of saving. Then it will open in Excel whenever you double click the file. If you leave the 
filename extension as “txt” you can still open it in Excel by right-clicking it and choosing “Open With” 
and then “Microsoft Office Excel”. The file will be opened in Excel with a title and column headings 
already in place. 
 
 
 
 

Use the download button 
for raw columnar data 
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On Site Now Report 
 
This is one of the main Onsite reports. It shows who is on site right now across all sites where your 
employees work. 
 
Here is a typical report. 
 

 
 
Use the printer friendly icon for a report suited to printing. 
 

Auto Refresh 
When you have a refresh interval setting operating, this page keeps refreshing and will stop your 
session from timing out (see page 9). If you want to keep this page open and also do other things in 
Onsite Contractor within your session, use your browser’s command to generate a new page. In 
Internet Explorer this can be done with the shortcut key CTRL+N. You will be able to see from the 
session tag in the session details bar, that the two pages share the same session, so both pages 
are only taking up one Site CAL (see page 53) 
 

Details Links 
There are some fields in this report which are links, and clicking them takes you to another page of 
details. 
 
These all work the same as in the site log report, and each is described on page 39. 
 
 
 
 

Page refresh interval 
Latest logins 
at the top 

Report across all sites where your employees work. 
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Site Log Report 
Here is an example of a site log report. 
 

 
 
Whereas the on site now report shows who is still on site, this report shows similar information for 
everyone who has logged into a site in a date range, whether or not they are still on site. 

Local Mode Transactions 
Any local mode logins or logouts are shown with a silver background in the Date In or Date Out cells, 
and a legend appears at the bottom of the report. 

Breaches 
Any breaches are shown with a red background, and a legend appears at the bottom of the report. 

Report filters 

Logins can be sorted in 
different ways and the 
sort symbol shows the 
current setting 

Site log details link 

Person details link 

Activity details link 
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Links 
The Site Log Report shows various fields as links. Click them to display the relevant details. 
 
The date in link displays the Login Details page, as explained below. The person and activities links 
jump you to the same view pages which you can access through the relevant menu commands. 
 

Login Details 
This page is displayed by clicking the date in field in the Site Log Report (page 39) or in the On Site 
Now Report (page 38). 
 

 
 
This shows all the current details about this person’s login and logout, including what messages they 
saw at the logpoint (see page 19 for more about logpoint messages). 
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Site Log Id Lookup 
The Site Log report can be accessed from the site log id lookup command on the report menu to 
retrieve the login details report for a particular login event with a given site log id.  
 

 
 
Enter a site log id into the text box provided and click the search button to access the login details 
report for the login event. 
 
The login details report provided here is identical to the report accessed from clicking Date In links for 
individual login events on the site log. 
 
If an invalid site log id that is not the id of a current site log record in the database is entered into the 
report, the login details report will not be displayed and you will be notified with the following 
message: ‘Cannot find a matching site log record in the database.’ 
 
If you do not have permission to view a particular site log record, the login details report will not be 
displayed and you will be notified with the following message: ‘You do not have permission to view 
the site log record specified. It is outside your current working scope.’ You only have permission to 
view site log records for logins by your own company’s employees.  
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Cardholder Competencies Report 
This is a comprehensive report that you can use to locate persons who have a certain combination of 
competencies across multiple sites including those who are missing certain competencies, or those 
who have similar, but not identical competencies. 
 
Here is the report setup page. 
 

 
 
To produce this report you must make the following choices: 
 

 Competency selection logic 
 Output format 

 
The page has help tips to explain how to use it. You can build up complex combinations of logical 
conditions, and some of the more advanced report selections require a good understanding of 
selection logic. 
 
This is a good report to experiment with as it has many possible uses and output formats. 
 
 
 
 
 

Competency selection logic 

Output format 
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 Expiring Competencies Report 
 
Use this report to help with planning the renewal of your employee’s competencies such as 
inductions and licences. 
 
Anyone with a competency that is due to expire in the next few months will be notified at the logpoint 
each time they log in, but this report allows you to plan the renewal process in advance. 
 
Here is the report setup page. 
 

 
 
Choose your options and click report. 
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 Data Statistics 
 
The data statistics report displays statistics relating to the sites where your employees work, including 
averages across all employees on the number of site associations, competencies and site logins. 
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Onsite Hours Report 
 
This is a popular report based on the hours worked across all sites by your employees logging in at 
the Onsite logpoints. There are many options and the different format settings result in quite different 
reports. 
 

 
 
The default settings exclude all very short logins and very long logins, but you can easily change 
these settings. You can also choose to select an individual site rather than all sites, or an individual 
logpoint. 

The report title gives your 
selection options in text 

Overall totals are 
given at the bottom 

Download option 

Formats with combinations of person 
and company details and totals 
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Sites Report 
The sites report extract three types of data: 
 

 Site contacts 
 Contractor Associations 
 Company Messages 

 

 
 

Site Contact Information 
The site contact information is essentially contact details for the sites that the contractor company is 
associated with. 
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Contractor Associations 
The contractor associations section displays a table which shows what sites each of your contractors 
are associated with. Each association is shown as a tick which can be hovered over with the mouse 
to show the date the employee was associated and by whom. 
 

 
 

Company Messages 
This section displays any messages set to display to employees at logpoints when they login from the 
contractor company. There is no guarantee that messages shown here were seen by contractor 
company’s employees for a login. 
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User Sessions Report 
This report shows which users have been logging into your site and how long their sessions have 
lasted. 
 

 
 
Select a date range and click apply. 
 
This report totals the number of sessions and the duration of the sessions for each user within the 
specified period. By default the sort by duration box is ticked, but you can make it sort on the user 
names instead by un-ticking that option before clicking apply. 
 
Session Durations 

The duration of a user session may require some interpretation as some users will log out and clearly 
nominate the end of their session, whereas other users may allow their sessions to expire after 60 
minutes of inactivity. To provide the most accurate indication of the time each user has actually been 
using the Onsite web, the duration of expired sessions is calculated from the start of the session until 
the beginning of the idle period that led to the expiry. 
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Setup 

Onsite Contractor 
The Onsite Contractor settings and subscription details can be viewed and edited (if you have the 
correct user permissions) from the Onsite Contractor command on the setup menu.  The Onsite 
Contractor view page consists of 3 tabs: 
 

 General – Onsite Contractor company name and number of cals. 
 Subscription – subscription expiry date, contact. 
 Options – Onsite Contractor settings 

General 
This tab shows the contractor company name, the number of cals they own (see page 53), the 
timezone and whether their Onsite Contractor web is active or not.  The settings on this page are not 
editable.  Please contact Onsite Support if you need any of these settings changed or the number of 
cals increased. 
 

 
 

Subscription 
This tab shows details of your Onsite Contractor subscription.  The subscription status should always 
be current. The subscription type can be either trial (free) or purchase (paid subscription).  Trial 
periods are usually in days, purchase periods in years.  The expiry date on this page is the date your 
subscription ends after which logins are no longer permitted to Onsite Contractor unless the 
subscription is renewed or upgraded to a purchase from a trial.  Please contact Onsite Support for 
assistance with this. 
 
Contact details are editable by users with the can edit Onsite Contractor web settings right (see 
page 25).  Leading up to the expiry of your Onsite Contractor web, alerts will be sent to the 
subscription contact email address at 30, 14 and 7 days prior to expiry and upon expiry. It is 
important to keep these contact details up to date so these alerts are received. 
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The history button can be used to view the subscription history which is a listing of your initial 
subscription and subsequent renewals.  The subscription history in the following image only shows 
one record which is the initial trial subscription with a 1 month duration. 
 

 
 

Options 
There is currently only one option setting in Onsite Contractor: give all employees user access.   
 

Overall totals are 
given at the bottom 
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This setting is used to display a list of pending user accounts on the Onsite Contractor home page 
(see following image).  A person is listed as needing a user account if they are an employee without a 
user account and the give all employees user access setting is true.  Use the create users button 
to go to a page where users accounts for these employees can be created in a batch (see page 21). 
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Online User Manuals 
 
The user manuals command on the help menu displays this page. 
 

 
 
It lists the various pdf files available for download from the Onsite server. Each time a new Onsite 
software version is released the user manual is updated and can be downloaded from this page. 
 
You can click any link to view the document or right-click it to download it. 
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 Onsite Contractor CALs 
 
Your Onsite Contractor licence entitles you to a certain number of client access licences (CALs). A 
CAL is consumed by an active user session in Onsite Contractor. 
 
Each time a person attempts to log in to Onsite Contractor, Onsite checks to see if there is a free 
CAL for them. If not, they are shown a list of all the users who have active sessions, with the time 
until each session expires, so they can contact anyone with an old session if they want to check 
whether that person can give up their CAL. 

Returning CALs to the Pool 
Your session CAL is immediately returned to the pool of available CALs when you choose the log 
out command from the site web menu. 
 
Warning: If you close your browser without logging out, your CAL is not returned to the pool of 

available CALs until the session expiry time is reached, which is 60 minutes from the last 
time you accessed a page in Onsite Contractor! It is strongly recommended that you 
always use the log out command. 

Cleaning Up an Orphaned Session 
When you close the browser instead of logging out, you have created an orphaned session, which 
uses a CAL until it expires. To clean up an orphaned session and return the CAL to the pool of 
available CALs, log in again. You will see a page like this. 
 

 
 
This shows that Onsite still has a session open for your user account. If you choose continue, a new 
session will be opened, and the previous one closed. Then you can immediately log out to return the 
CAL to the available pool. 
 
 
 
 

Click continue for a new session 
using the old session’s CAL 
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Warnings, Errors & Troubleshooting 
 
If you attempt to navigate to a page that your user account is not authorised to access, you will see 
this page: 
 

 
 
This warning page comes with a few different messages to suit different situations, and you will 
always have a return button so you can go back to the last page you were on. 
 
A similar page is used when there is an unexpected error, such as shown here. In the Description 
area type an exact description of the steps you followed immediately preceding the error then hit the 
send button. Information on the error and your description will be sent to Onsite for action.  
 

 
 
 

Date 
and time 

For assistance with this error, type an 
exact description of the steps you 
followed immediately preceding the 
error in the Description area and hit 
the send button. 
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