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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.

© Onsite Track Easy Onsite Contractor User Manual — Version 2.3 5
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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.

6 Onsite Contractor User Manual — Version 2.3 © Onsite Track Easy
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Website Navigation

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

onsite track easy

Protecting your people and assets

Click this
ovewil pytton to login Manage Risk

Cnsite Track Easy (Onsite) provides  Real tme safety and risk
busnesses with an advanced, real management tools to SuDpOrt your
time, site access control & safety businass operation,

management system,

Onsite faciitates the protecton LATEST NEWS & EVENTS
read o0, and...read on i :

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

)
A4
onsite track easy

i foaaed outi Onsite Login

Fheasn arfer o Uier 1D e Password

Enter your

Uzer o J — | username and
posswort [ password here.

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.

© Onsite Track Easy Onsite Contractor User Manual — Version 2.3 7
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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.

—_—
o —
onsite track easy \ Corn Systems, Inc
home person report help system

|_session details Welcome to Onsite's Corn Systems, Inc web timezone: Australia/NSW
Sazziontag 9796 \ Latezt loginout Thu 18 Sep 06 o 11:¢4
PR — : Page title
T Session
details Conco Web company
Fri13 Sep 2008
1056

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

General data display area

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
Home: Go to the Onsite Contractor home page.

Person menu

lookup by id

employees

ser account

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.

8 Onsite Contractor User Manual — Version 2.3 © Onsite Track Easy
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Report menu

on site now

site log

site log id lookup

cardholder
data statistics expiring
onsite hours
sites

user sessions

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

conco web

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

Help menu

about
contact us
terms of use

user manuals

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.

© Onsite Track Easy Onsite Contractor User Manual — Version 2.3 9
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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.

onsite track easy Corn Systems, fnc

home person Enter a SearCh String tO help system

|_session details Employees for Corn Systems, Inc limit search by name.
Sesson tag 9790
U: bednia
R Dala Manager l—
bk Geeen)
Ry 10 semch
Fri19 Sap 2000
1543 P Leave serch ba biank 1o malch of ergioyee names, o
erier aled Iragmeant o Ind matchng names. K
Use the tickboxes to

refine the search.

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.

onsite track easy Corn Systems, inc

home person | 1 5 1 ;"'pnrl*t [ ; Hs;lp 1 ,;v;;";n,‘

_seesion details Employees for Corn Systems, Inc @?ﬁ:‘:ﬁf,
Seasicn tag 9790
U: bednia
R Dt Manger ) - 7 roue insctive
Guwas
Found I maiches i A
Fri 19 Sap 2008 Printer Friendly Icon
Mame Id Humber  Employer

Click this icon to reformat
Lyntam, Robert 00008228 Coen Systens, ne the page for pnnt'ng

Madden, Ro 020015133 Comn Syztens, no
Robxon, Luke [0} $14  Com Systens, no
P Leave sewchooxtirklomscna | CliCK the links to

erder aded fragmert 1o tnd natcheng dISplay the fU”
P cick an arpunee nare o ventie of - €MPployee details

1548

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.

10 Onsite Contractor User Manual — Version 2.3 © Onsite Track Easy
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AN
V7 onsite track easy
Employees for Corn Systems, Inc
The printer friendly version
B e it of any list page contains
exactly the same data but
frod 2 melchas. without the page header,
Heme KNumber  Emplayer menus, footer or details bar.
Lynham, Robert 000005223 Coen Systens, ke
Madden, Robert 000015193 Coen Syatens, b
Robzon, Luke WI04 514 Coen Systans, e
© Onsite Track Easy Onsite Contractor User Manual — Version 2.3 11
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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 (el A R RS e
data and reduce clutter.

onsite track easy

home

person help system

session detalls Rod Briggs (erppfoyee, coniraclor) 000 014 881
Seszion tag 9790 general competencies keys site contact messages position kecations report
U bedndia
R: Dt Naroger \
CGLUAS
Rolez tmployos, Comractor” -
Fi19 Sep 200 SN pane Click the other tabs in
185¢ Wt Mo the tab bar to switch to
Laved 2ero B
ey BN the other data groups.
Fit €020
Fhane 1 o110267 421 5 Sticker Pic: [0k
Fhone 2 i
Erad 1 diimoRensilets sckiayLom. u
Enad 2
Agdress £11 Wollord:d Rd
Towne Gurredsh
St NS¥
Post Code BA
Courtry. Augdroba
Flace of Batix
Date ot Burlic 01.04.48
Procimty Card it
Ermgirpne Mo
Oepartment
Emp Status:
Exlid Nunder
B id Note:
Acdioe v

=)
* Thiz emplopee ix 4120 0 contracton a5 Edit BUtton
Use e show putic utenlorgnigrtter  |f your user account has
sufficient privileges each view
page will have an edit button.

PERSOHAL COMTACTS

Found 0 perzonal contacts.

EXTLRHAL SITCDETAILS

Azsotintions

site Assotistion |Blocked
Lalgo Oy Nozs Peazock on 15000
Betorjar | By Rozs Peacock on 156008 |

Legeacy IDs
Found 0 ey D

Custom FloldsLists

Sxe | Custoen FintdList Hame  Valoe
Bso  |Crew
Balgo  |Employment basis Contract
Bako  [Medcol Aged - Yesdo
Baigo | Praviouss Emploryer
Baljo  |Sdary or Winges
Baigo  [Vehics Nurkcer
Batiarise |Pravaonss Englorir

Betarjar [Frevious project
I&lm Soadn sl up rew
[Betaiar [ sate of oriain

12 Onsite Contractor User Manual — Version 2.3 © Onsite Track Easy
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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.

Corn Systems, Inc
home person report help » system
|_session details Rod Briggs (employee, confractor) 000 014 881

‘S;::';"J 3150 general compatencies Keys sile contact messages position locations report
IL:Dalnw
C:uoas

Frat Hane: [fa
Fri18 Sep 2000 MR ot
1618 Last basw: [Boe=

Pt [o0

Fhoes 1 W

Fhone = 1 Sticker Pic: oK

Erad 1 [demomonster ncknsy com ma

Emal 2 |

Address: |01 véstote B

Town [Gurnesa

State =

Post Code ko

Conxtry. | Austrats =]

Fisce of Bt |

Octe of Bith |2 | e | ET

Proc Card Izl Coadhe £0% a0 pROLO & COrd Deitns 2 pvevious pane

Efplayee Nonder: |

Brrgloyer Mane: -

Desadnert

Ureoymet Statvs |

EdenlOMozer |

Edernal D Dezarigbion | .

Tris Empiopes Warks ke [Com Syetens, e =] You must click the

Al T I A e i s hisal save button for the

add or edit operation
- - < to complete.

© Onsite Track Easy
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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.

Timezone
display.

onsite track easy

home

Corn Systems, fnc

report help

|_sesslon detalls Welcome to Onsite’s Corn Sysiems, Inc web timezone: Ausiralia/™NSVV/

Saszion tag 8834 Lt ogincet Non 22 Sea 03 1810
U; bednin P Cick honme i 190 mifrd bie 10 redsplory %is 2age oy i Suing your Seson / Sites fizo
B Dt Nawrssgar : Lpe Apkwl
SN The date_and time of the N
latest login or logout Logged: Cut

Tus 23 Sep 2003

performed by one of your
0x23

employees. Hover over text
to display more information.

P Uit thas P20, o URES aceoun conaind 10 Chiigs your assword o USermame:

Sites Listing Your Company This is a list of the
«— |
* pago sites where your
i employees work.
P Thass are the s1es 1sing 5 'Work 5220Ckh900 Win Your carpany i Onsts.

Use the sites repant 1or foce delalz on these stes

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.

14 Onsite Contractor User Manual — Version 2.3 © Onsite Track Easy
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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.

e Employee AND Contractor
e Employee AND Contractor AND User

A\ ,
\ 4 A compound
onsite track easy P Corn Systems, Inc
person type has ¢ % :
home parson multiple roles. n help system

session details Rod Briggs (employee, confrac 000 014 881
Sezsiontag 9790 general competencies keys site comact messages position locations report
U bedenia
R Dalo Mamager
C:Loas
Rolas Employee, Contractor™ -
Cord bt w0004 60
Fri19 Sep 2000 Firsdd Mans Rod ?
1616 Pt Nare
Last Nane Briygs .
S A Make this person
Rt 0 into a user as well.
Fhoew 1 SI02ET AN §

Sticker Pic; okl

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.

© Onsite Track Easy Onsite Contractor User Manual — Version 2.3 15
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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.

Corn Systems, Inc

" report | help
L_session detalls Employees for Corn Systems, Inc @?’::::L
Seasi0n tag 9790
U: bednia .
S (@D " rewma | Clickname
CLas for details
Found 3 madches
Frid9Sep 2008

1548 Mame Employer

Lyt Robert 020008226 Coen Systens, ne
Madden, Robert 020015193 Com Syztens, ho
Robxon, Luke 00014514 Com Syrtens, ne

P Leawe seorch box blank 1o match o engloyos names, o
erder aded fragment 1o tnd matching nanes,

P Chok on argloy e e Noe 1O Wew 1he delels,

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.
e General
Competencies
Keys
Site Contact
Messages
Position
Locations
Report

16
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General

The employee general tab has general contacts details including the person’s photo.

home

session detalls

Sesziontag 9790
U: beinda
R Custn Narwper
C:L0 A5

Fri 19 Sop 2008
155¢

onsite track easy

Corn Systems, inc

report help system
Rod Briggs (employee, coniracior) 000 014 881
general competencies keys site contact messages postion lecations report
Raolex (mplmo.(«ﬂruuov‘
Corcl b0 €0 014581 -
Frzt Nama: Rad
Moz Narex
Laved hero Bripgs
74 iy . o Make this person an
Fhooa 1 5110267 421 5 Onsite conco web it
Phone 2 user. F
Ered 1 deinoRongitets ackeazy Lo,
Enad
Address £11 Wollonii R \
Tove Gurredah .
St HW Click here to send the
Post Code B3R H
Courtry Austroba employee an email.
Flace of Bitiy
DateotBel  01.04.48
Provimty Card i
s The edit button will only appear if your
Errp Status user account has edit permissions.
B id Nonder
B4 id Nete:
Ackioe v
'- Use this
- button to
#* Thiz smplopes ix 4120 6 contracion a0 sone dedats s gobaly vl n Cnae hlg hllght
Uza e Show pubic kuton 1o Highigt the puidcly viewaiie ks I red. - <+— which fields
are globally
PERSONAL.CONTACTS visible in
Found 0 peroonal ooty Section for managing Onsite.

personal contacts.

EXTIRHAL SITCDETAILS

Azzotintions

Sixe

Associstion |Blocked

Baigo

Oy Nozs Peazock on 12500

Betorjar

By Rozs Peacock on 10560 |

Legecy I0s
Found 0 gacy Ds

Custom FioldsLists

Custoen FintdList Hame  Value

Crew

Errploryment basis Contract

Medoal Aged - YesNo
Fraviouss Emploer

EEEEE L.

| vehicis numizer

Selsy oe Vioges

Bt

Pravinss Engloir

Belangsr

Preavious peoject

Batiésr

SoAn s up crew

| Betorjar

Siale of origin

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.
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The general tab is divided into three sections:

e General Details
e Personal Contacts
e 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.

A\ _
74
onSItetrackeasy Corn Systems, Inc
home T [ report I | help J| system
|_session detalls Rod Briggs (employee. contractor) 000 014 881
Sezzion tag 3600 general competencies keys site contact messages gosition locations repornt
U: bednda
R Dwin Narwper
C:U0 A5 i i ) i
T =) P Goptyste Click view links to view
Mo 22 Sep 2008 [srave ALL Genpetercy Tymee T] T show aspointments Criy 1™ Show Pazt an nacove competencies.
1203
Balgo 1 Current Kuy)
Filters. Compedency Mame Appt Current Issuc Date Expiry Date Duration Active View
(Opr idor Crane Nonshew Wobsds Cersncate: Current 03005 ¥  View
Beltanjar (8 Current Keys)
[Competeney Name Apgnt Current Issue Date Expiry Date Durstion Active Wiew
Duichrg S Construcion.. Latier of Compatency Current 20 Ape 00 Yy  Vow
FHier & Tumer Corsnicaie Current 25 Ape 08 Y VieW
OHSS Certficats Lowar Curraet | (3 un 06 ¥ w Current keys count
(CHSS. Certficate York Palfom Curert 03 Jun 06 Yy Vied
Oper ator Crane Nonsiew Mobde Cershcae: Current 0GJn 06 ¥ | View
Operator I'oridet Carricate. Current . 03 n 06 ¥ | Vow
<S40 nducton Main Surface Currert | 30AprOE 30 Apr 10 24Mortha |y Wiew
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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.

Corn Systems, Inc
hmm\ person W 3F = | 7’;[1;[{774 ‘4‘;{91})7‘7":;‘1};"‘.‘4'
|_session details Rod Briggs (employee, contractor) 000 014 881
Sessicn tag 9600 . - o =
genera competencies kays 5 5 . q locations regort
U besna Click view links to view
R Dalo Manager .
e competencies.
[Al=e ¥] B Gropoy s
Non 22 Sep 2000 Balgo
1207
L Koy Hame View e Locstion  Oriver Active
Balgo Access Brployes V»ew% Curert Bao Fveh
CHEP Db Fnstrictod view [EEENEs:0  esticod ¥
(CHFP Drtver Unvestnicted View Baigo unrestricted Y
Wine Ske Accesa View Bakzo ¥
Nne Ste Criver Restncted Veew Balzo rezincied Y
Wine Ske Driver Uneestricted  Wiew Bakyo wrestricted |y
Beltanjar
Key Hame View Current Location Driver Active
Surince Accass View Betanpr Y
Underground Accormpaniad Access View Setaner  restricted Y
Lvdércronns Uhasomgarssd Acorss Vn'.w-ww wvadnided |
There is 1 active unassigned Koy

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.

homne person report

session details Rod Briggs (employee, contractor) 000 014 881
Sessicntag 9802 general competencias Keys site contact messages position locations report

U beknsa
R Dala Mamaper
L A5 ALL Stez v Snw Exgend (Fusre T o

Non 22 Sep 2006 P Thasas mezzages vl be vieweable by Rod Briggs on logroints ol e

1214 2162 08 i e Show WU’ Se2ing i enablod on Fose loppointz.

P 25 this seting con be changed] o any 30= £ not poszitls 10 determing if this mezzepe
Wi cbipas 100 40 ndatusl bgn

Dalgo

Days Left Message Start Finish  Originstor  Action
355 2200.03 22-05.09 Belnda Roni

Beltanjar

Ibm Left Message Start Finish Originatar Action |

© Onsite Track Easy Onsite Contractor User Manual — Version 2.3 19



A\
\ 4
onsite track easy

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.

onsite track easy Corn Systems, Inc

home person report help system

_session details Rod Briggs (employee, contractor) 000 014 881
Seazion tag: 3682 genaral compatencies keys site contact messages position locations report
U: bednia
R Dudn Manager
Guwas

Employee Report for Rod Brigys

Ny 22 Sep 2008 Inchude
1233 m
¥ General Detads
[T Garet Cotpetencies
I™ Hoa-Cument Corpetencies
I~ Sas Accuss Veys
T Curent Maszagss
I Moa-Oarend Mizsagis

r LW'WM\‘M'R 'IIS&M '”m 'IWI?‘ 'IIS&M« '”2033 'I

Layout
I Fope Fesd atiar coch tabie when perng

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.

onsite track easy Corn Systems, fnc

home company repart satup help

session detalls printer
_session detalls Conco Web Users A employee @mm,,_
Seszion tag 9936
s @@ s | Personal web user | aemy
R: Do Marwper Foiodl 5 adel
00 S metches
CUAS . q
Hame "] Uscrname  Web Access Emplayee  Tithe This person is also
Salss andjuz, Klle €030 737 [sta s apores 4—— | an employee.
:’;"3‘ Now 2 Andruwes, iod 000015 769 Ervuboyen Pursorsd Onta Orde_Jmmgterns
Banaghan, Leigh  €C0D015 203 Dala ViEwS Erpioyes
Munded, Joo COO02031¢ corcol Csdn Namwaper
Trundel, ez COO00 M3 coneat Do Marager ¢ A data manager
P Leawve search box biark 10 match o uzer names, or arler aled fragnent 1o 1ndd matchiong nanss,
B o w umnr's rorme 10 vinve the uer cetads

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

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

o 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.

o 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.

o 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.
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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.

74
onsite track easy Corn Systems, Inc
home person company report setup help
session details Create Users From Existing Employees
Season 9936 i
wmm P Use ihe add ttion to 20d 3 user i Iz not an employee - Add auser Who IS
Ll 4_
R: Dta Marapar P To 08 usirs who are erephpees, Seect the romses ron ¥ NOT anem p|0yee
C:U0 A5 2l below, crnck and update ther anal oddresses, then ht proceed.
Make U tmployes Umad [ T
Wion 3 Moy 2008 b il ing
10ar r Barber, Daved [remcidanzeatrackenzy comau | Erployes Perzcnalven v |
r Buarber, Johr frerecasmiacnasy comau |Erpryme Persoastiven v
r Evamante, Damren ferciRonzestrockeasy consu |Comowen |
| m Brgzs, Red }am:@:mtd-'advuw oM 3
Add users G Evoran, hMark ferconzzetockenzy conau |Erpioyes Perzonalven ¥
WhO are r Calan, fiod [ﬂa’nc&\mm'v:uow,compu Itmwyu Perzonsl Wed d
employees r Carg, Geotf [eneiaonzzetackeazy conau [Ereoyee Perzenatives ¥
r Chaciy, Sloven [dtmcmmm:&xe:y.cm»u [Dumu PNW\\WZ
G Walaze, Fenny fem@onzetrackeazy conau |Efeiogee Persona v v
r Wakts, Nichae! }:’e‘rmmﬂvodzow.cwau Ib'rwm‘eo Feezonsl Vb ;]
o Whalz, &y [encacnsretrackeasy conau [Ergioyee Perscod vieh v |
= Whita, Jocy [ramegacnzestrackeay.con sy | Lrgioyee Ferzanal Vieb x|
r Whitedaw, P [rencacnsmtracinasy con su |Evghoyen Peesoad b v ]
! Woods, Dans [encianzetrackeazy con.au |Ergioyee Perzonal vied x|
r Yong, Meous }:\m@:ﬂw:ad»uw Lom sy [Evﬂ:)\!u Parsondd b _'_I
r Sedect All Select 2 user ype 10 apply to all employees: Ergloyee Ferzonal Ved v
- Select all T
P Ferzans beisd oo Bis popd employees accounts, S I t t t
P Salact erployess 10 crasle omployue peTEONI] Wb of GONGo wab et acoounts by che elect a user ype (0]
P11 y0u wish 10 ehange this secess o axign Gights 10 uers Caded o0 10 page yos wi apply to a” employees W rightx las
P User accounta con onldy be orealed for efglyees wih o vas Emad ocdress.
P Zuser login and password il be emaded to the enal adikass of each engioyee seected

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.
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When you make an employee into a user you will get this prompt.

onsite track easy

home person i ) ) il report e —r ',y':mm i

session details New User Email Address
Seasion tag 3604 Craig Cock has currently gat v Toliovang smad address
U: bedrria Thiz i now required 100 ZEndng T Lty BCe0UTE PIATAOHS.
L n e Pz ale this enal address il g
e saze updale o535l requirad:
Emat [Jmofonster schensy con o
Nion 22 Sep 2000

i &= @D

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.

Windows Internet Explorer E3 |

€ , Answ Password for Craig Cook will now be gensrated.
V The new password will nok be displayed, but wil be emailed to:

demoi®onsitetrackeasy, com.au

Please confim the Usar emal address Is corract before proceading.

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

Here is an example.

I0n31ce Track Easy has generated a new password fOor your user account.
Please note the information belou:
Person Name: Craig Cook

Username: 15057
Password: wiv4sl

The passuord above i3 case-zeasitive,

To change your usernams and passuord log into Onsite with the usernams and password shown above.
Then choose ‘my user account' on the *person' menu and click ‘change usernswe' or 'change passwvord® .

This nessayge was automatically generated by the Onsite User Password HNanager.
Do not reply to this wmessage as the sending address 15 not wonitored.

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.

© Onsite Track Easy Onsite Contractor User Manual — Version 2.3 23



A\
4

onsite track easy

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:

e 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.

onsite track easy Corn Systems, inc

home person campany report setup help system

|_sesslon details Kylie Aladjuz (conco web user) 000 006 737
ESatin {ng S808 general rights
1F; beinds
R Dot Maniger

Siese et )
Fiest Narsr Kyl
Shdcde Nore \

Mon 3 Nov 2008 LaztHane:  Alatiuz
"2 o T View as employee
Prooe 1 51854585
Prone 2
Enadi demodonsiteirackeasy.com.au
omad 2

Adzress: 100 Uindeman Straet
Tomn

stwe: MW Only data managers can
Post Code H

B okt edit user accounts

Active: v

- o

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.
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onsite track easy Corn Systems, Inc

home person company report selup help

|_sessian details Edit Conco Web User Kylie Aladjuz 000 006 737
Sessin Iy 00 general rights
1 s
R Data Manoger
C:U0AS
Frsd noee Iqh
Man 3 Nov 2008 Meidie name: |
"a Lot o [N :
sot | Inactivate account
Fhoos 1 |$6|664306

feez [

Endd 1 [hmaersterackensy con w

Enalz |

Addeess (102 Lndenan Stest

Towre |

Sde F\_'SW

Post code: |

Courtry. |&-.ut~oi/ >l
Acsve: ~ Uneos Active 1o 0Gsa the occied 2o disablie Doms /

Reset password

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).

onsite track easy Corn Systems, inc

home company report setup help system

|_session details Kylie Aladjuz (conco web user) 000 006 737
Seszkntog 8396 general rights
U badrvin
B Dt Moo
C:U0 45 Traze zemirgs ndcais whal Kyte Aldx may do wih éata n the conco yeeb,

Overall Data Access
Non 3 Now 2000

@ "
11:92 Conco\ed

© Brplryen Perzons Web for amakyees b vaaw toair parsomal Gt

Gunural Coneo Wb Accexs Roles
Conco\ieb bocess Levet Oata Cddor

Specific Conto Web Data Rights
X CanEdt Conco Virh Seltinz

© Onsite Track Easy Onsite Contractor User Manual — Version 2.3 25



A\
\ 4
onsite track easy

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.

onsite track easy Corn Systems, Inc

home person report help log out

session details Samantha Robins (conco web user) 000 020 943
Seszion tag 3809 general rights

Lk saen

e Ussrks 000020 M43

Usemame:  san
FratNanx  Sanantda
Non 22 Sep 2008 Mickdie Name:
14:0% Lazt hamac  Rolns
Job Ttk
Fhone t

Phore 2 These buttons only appear when
Emal 1: demo@onsiteirackessy.com.au Viewing yOUr own aCCOUnt.

Crad 2

Acdruss

Towend

Sle

Post Code:

Caurtry. Hasvola
Active v

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

AN
A4
onsite track easy Corn Systems, Inc

home person report help log out

|_session details Change Your Password
Seszhniozx 8308 Flaaze chanps your password If you think zonscns elze knows £
Ik =3
R Do Mo Your Onaste passwond muest comply win the folovng ndes
Ul AL

* Lengh from 610 15 characters

* Nust inchade of kot one befler

* Nuzt inzhids ot keatt ore rumier of cot

* Wy not nchade hacesaeh () o sposteozbe ()

Vour passwied i CaRe KENFIWE 0nd Con be 2 engientd by uing fixed case,

Old Pazzword I
Hewr Paszword: l
Nave Pageoaned (agan) |

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.
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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.

Corn Systems, Inc

onsite track easy

report help log out

person

|_session detalls Change Username
Seazion tag- 3849 WWhen vou ko into the Dnzie v you may L2e pour azsined runeric D of o e
W zam Trweusly ravtes ol your oam choos, georiing € compbes wih Lhe Sobormirg rudes
R D Namwper
Gl A ® Lengh fron 1 10 30 characters

® vt not be lotaly raresic

* st rot areatdy belong 10 another uzer
Won 22 Seo 2008
1407

Unike pazzwords, are not case

Haaza enler your proterred choice and ¢ wil ke tested for complance.

Uzarmans: [!mn

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.

Corn Systems, inc

report help ] system

session details Lookup Person By Id

= e @D

Wi 22 Sw0 2008 Enter person’s id

1440

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).

Corn Systems, Inc

home person report help systemn
| session detalls Lookup Person By Id oK — priasar
Sexzion tag 9010 ICK On name Ilin
:;m onsiter: BT - to view person’s

SR record.
Results at 22 Sep
Non 22 Sep 2008
1501 Onste 10: 14881 /
Mame: Rod Brigos

Person Type:  EMPLOYEE, CONTRACTOR < SeCtlon for
Emplaper: Com Systana, ke person
EmployerID: 471 identification.
Active: [yoe |

CHECK LOGPOINT ACCESS

Select site and

Section to check
logpoint to test—|—p  ste: [Betwiar =] Logpoin: [EEEED =] EZD) <«

logpoint access.

access at.
Assockated: | yes
Canlogin: |yes |
Ferzcn can 1og In at the logpoirt e thz tire Access results.

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.
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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.

St Patricks site
home person company compliance training safety report setup | help | system
_session detalls Peter Eason Survey & Mining Services Pty. Limited (as employer) v/ 37 003 727 535 v/
Sessiontag 6671
s Comgary Nome Peter Eason Survey & Mining Services Pty. Limited
R: Dt Marvagar Roles: Conco, Employer
SU 0 A ane 37 000 727 535
Errpiryas 1
Adiress POBOXATE
s St Pdricks Town SRCGLETCH
Siate 2=l
Post Coda: 30
Wed 22 Oct 2008 Coatry. Austraks
S Srarm 026571 8853
Fax 026571 €829
St recrutment Jpeqasus.net.au
Vst Stec heipcwww pegasus.ned.au
emergency Cortnc Perzor David Cook
evacuation ;
report Ackrin Nolox
Genera Noles:
ConcoWeix Mo
Alow Giobal Caroholder Btz X
R v Only appears to users
with the can edit conco
GD <« web settings right.

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.
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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:

e Cardholder (contractor or employee)

e Contractor Company
e 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.

AN -
A4
onsite track easy Corn Systems, Inc

home person ) report 7 —t;elp system 7

session details Rod Briggs (employee, contractor) 000 014 881
Sessicntag 9892 general competencias keys site contact messages position locations report

U: befnsa

R Data NManaper
C:L0 A5 ALL Stez ¥ S Exgiend (Figae T o

Non 22 Sep 2006 P Thasa messages vl be vieveable by Rod Briggs on logpoints ol 9e

1214 263 BA0E if e Show Wetome Se2ing iz enabies o0 ot opports.

P 22 this setting con b changedd of any 30 13 not poszivis 10 determing i thiz me2zope
Wik Gizdined 1o fn nekvitusl bgn

Days left
Dalga
\ Daya Left Mossage Start  Finish  Originator  Action
385 2208.03 22-053-09 Belnda Ronai
Beltanjar
Inwn Left Mesasoge Start Finish Originator Action

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.
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report help

Login Details for ROD BRIGGS at Balgo

Gunursl
Parson b 000013
Nafe: Rod Briggs
Comgaryy: Com Systems, Inc
PerzonTypee  Crgloyee
Custionthm)y 237
Login
SteLoy 173535
Log Poink: ADMN
Teme: 22%p0AIEX
Actrety. Admirisiraton: Acoourts A1
Sg Contat
Method: Narua W Ertry
Note:
Log Out
Log Puint ADMN
Tern: 2SepO8at 1810
Method: Narwal ki Entry
Note:
Intuction Viewsd:
Nore

Corn Systems, Inc

system

Fiease endure you hawe the Comrect 2afety SUPnent 1or Sach:

fark you are uncertatng . Report §0 the man wiore for mpsies

The exact messages
seen by this person

during the login.

This page can be accessed from the on site now, site log or site log id lookup reports (pages 38,

39 and 41).
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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:

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

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

e 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.

e Recording personal training and qualifications.
e 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.

e Directly on a one-by-one basis.
e 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:

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

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

onsite track easy

home person

Competency name

session details View Competency of Rod Briggs for Beltanjar
Sexticn bag 3620 [weme: Fitter & Tumer.Ceriificate, 4
U: bedncia 5 x
R: Dt Manager Verdfication Methodt [\ im0 nembars web = |
Guas
=l
Non 22 Sep 2008 Glasengtion: =]
1551
=
Appointed: el o [27 5] [Sevenver 7] [002
Period of Currency: € ron =
pec
© Bevawen two dates tzzusbotee [ =] [t =] [Fes ¢ Period of currency
& From o cate orvards
 Upto adate
Authortsing User:  Deven Freenan
Training Event: Not s poGiadid wih & lrainng el
III Active? v

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
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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.

Compulsory appointments have Corn Systems, inc

pending status until appointed T | — e e B | 5 v ram R

View Competency of Rod Briggs for Beltanjar

Sazzion tag 3026 ThisisaC dsory Appoind < " Stana
Uz beinch Hame: Mining-Qualfied.viork Unaccompanied
R Dl Marsger
StaE Verification Method: =
Mon 22 Sep 2008
1612 Description:
/_
<Appol'le¢ r ey l— ‘On\l. vI
Period of Curreney: ey =
? Norvspec
© Setwmn two cilas
© From o gate oonvards
Cuptosdue This is where the
Authorising User:  Beinds Ronsi appointment details
Training Lvent: Mot azzociated wih atraning evert. will be visible once it
16 Ackive? A is appointed.

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.

A4
onsite track easy Corn Systems, Inc
person report help ‘ system
|_session details Rod Brigas (employee, contractor) 000 014 881
Seszion tag 3026 general competencies keys she contact messages position locations report
Lk bebon
P Data Narager
C:U0 45
|ALL Sres x| ¥ owewsyste
D 2 B 2008 [Se0w ALL Conpetiricy Types 2] [T Stow Apscramerts Oty [T Show Past sed inctive
=1
Balgo (1 Current Key)
[ Competency Heme Appt Current Issue Dste Capiry Uste Duration Active Yiew
[Operoicr Crane Nonzlew Mobde Cedisoate. Curent | 03JnC6 ¥ | View
Beltanjar (0 Current Keys)
Competenty Name Appt Current Issuc Date Expiny Dote Duration Active View
Suich g & Corafruction - Letler of Competancy Qareed 26 Ape (55 Y View . eyr
FHer & Turmer Cericate. Cument 25 Apr 03 ¥ View Inact[ve awaiting
icing Qukind Wicek Unacsirtparind Bl oarent -| «— appointment
OHSS. Cortricats Loader Curent 03 .un 06 Y  View
[OHSS Cetnoate Work Malfcon Curent 03 un(08 ¥ View
Operator Crare Nonders Nobds Carricats. Qarent 0300 06 ¥ Veew
[Operotor Forkis Codtificate. Curent 03 un 08 Y View
S48 ndacton Man Sirface Qarerd 30 Apr98 D Apc 10 24 Nocthe .y View
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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.

onsite track easy Corn Systems, inc

home

person repart help

session detalls "Balgo Access Employee® access key Controls the printing of @ﬁ!i.".iéi,.
rmm 9827 i Norr: Eiabgo Ao Emgiyws drlven_' wat_ermarks on
km"“‘b“ . Ef:'m xe«g»akum;h logpoint stickers.
GUAS Lozatore M/
Qrtrer: nes
Won 22 Seo 2008 s At
1819 Copx 0 < No competencies

/

Competencies
[Group Hame Appt Wiew Location Duration|

P b assigned 10 Cardnokiers this by wil 0y work it hey fave all 1ese conpHences curend and adive
P For o group competenty to be cunrent the cordholder MUst DIV o 10Tt 0Ne INBAZET O ¥4 (roup current ond acive.
P The Appd corn in the Congatancies tabie shows which campetencies are Compulsory Appantnens

Key Structure Statement

Thes Hiy provices e socuss winin 7w Balgo Locaton for o ephobier s recee dess of [her competencies,

And here is one that depends on both group and single competencies.
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report help
" : % :
session detalls "Underground Accompanied Access" access key (@) ke
::::” pe Firy Nanet  Unedér gronned AcComensed ACosss
[T v— Descrptont Peraon bz corgicted ol relevant Surfoce and Underground nducions 10 st S00LS 10 Uit 0.0 St &b S.0100e e
CU0AS St Batanjar
Locatiore  Daltargsr
Oriver: rasinicied
Non 22 Sep 2008 A
152¢ Corpa yux < Competencies
Competencies A/
oup Rame Appt View Location Duration
Ske nduction Man Surface view Belanjar 24 Months)
S vuction Seutn Surtace vicw Delarge 24 Movthy)
Ste Incuction Man Underground wiow Belarger 24 Morths)
SteIncuction South Underground view Belangar 24 Months

» Yémn 05500 1O Carchobiie § thet key 'will 0dy work if Ty harve alf 1he 5o CORPRlantd Cursadl ane X3
P For o group competency 1o be current e cardnalise must have o loact 0N member of e 0L Curtent anc sl
P The Appt colunn in the Campetencios table shows which competencies are Compuizory Apportnerts

Key Structure Statement 4/

Thiz Key peovides she occes2 wihin the BeManjar Location 1or ol keynckier 2 who have the 10loaing Comgetencies current

Structure statement

SHe.nduction Main Surfate

and SitetnductionSounh Surface

and SttenductionMain Underground
and Sitenduction.South Underground

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.
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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.

onsite track easy Corn Systems, Inc

person report help

|_sesslon detalls Onsite Hours Repori for Com Systems, Inc Employee Conlractors at ALL Sites @3,23:::2
Saszion tag BB4T
% Dates ton 1 w|[Sepmantnr w][203 ] 10 |25 =][Sectenier ][00 =]
B Dt Wi gne
C:U0 A5 Sttec Al Sees ¥ Logpoints IMLcmotts 'l
Format: |Company Totaz >l
Tus 22 Sep 2003
1048 Include Durations: And Intlude Those Persons:
P it fwge rom[3 2] mindasto[18 2 hewrs [ Who weo sta on st
I Loss wan Noarad Rurge o hast Forces Logofis -
I Grester thany Moeread Renge 7 Bt cory it thase dorstinres ol ch ooesnadod nchade Dursons

Company Totals of employees from for all limes over 3 minutes and under 14 hours plus those who had
forced logoffs after those times but not those slill on site at all logpoints from all sites between 1/9/2008

and 23/9/2008
. A Use the download button
0 300 B2 & 00 1B, eipitchok i 44—
-r.mmwcmm “Saa Taegst £3.. for raw columnar data
Company Total Howrs
Com Systens, e <658
All Companics [ 965.8

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 “xIs” 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.
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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.

Corn Systems, Inc

report help

clon dotall ©On Site Now Report for Corn Systems, Inc orf Page refresh interval prinsar

e
Latest logins \ "t

Currently shoeing ALL EMPLOYEE CONTRACTORS ON ALL SITES

at the top Ao fletresh [Smmdes <]
(LTS \ Dsteln  |Hours | SHe | Logpoind | Hame 0 PersonType | Company | SteConfet | Actisity
22.05-0317:03 | 00 [Betovier [RECEPTION |Roach, Stewen 000005 147 | Engiopes [coenSyztenz, e [inore) |irorv)
Won 22 Sep 2008 20901703 | 00 [Betarjar [RECEPTION [Crosaley, Sk 000005473 Engloyen [coen Syztenz, ne [inore) [irre)
1703 2205461701 | 00 [Bajo  [ADMN  [Steyduin, Camron | 000017 002 | Ersgloyes [Corn Systans, ne[(noen) [azwe
208081080 | 00 |Bago S Charluy, Stoven 0014 531 Employee Coen Syztens, he [[nqre) [Eramting
Report across all sites where your employees work. ||

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.
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Site Log Report

Here is an example of a site log report.

onsite track easy Corn Systems, inc

home report help

|_session details Site Log for Corn Systems, Inc Employee Coniraciors on ALL Sites @'om;;’
Session tag 9847
U: beinda © Yesterday and Todsy
:DL:DM & Date Range [2085en ] fom:[¢ 2] 1e: [F =] <«—| Report filters

Logged Ot [ns 'l

Tus 238
s Seded O |Date o T in ¥ | [Ascendng v

1050

> R0 10e lor g dale ranges may be 2w, Try Onate Howr s repont

Chck Dasa I for login datads of Tinme' for parzon datads

Logins can be sorted in
different ways and the Site Logins Between 4-9-08 And 6-9-08

sort symbol shows the

N
y
I!mcln‘ I ks S lnm.

xm) l Site

vaoim’ Hame IPuwuﬂ!o I Typu I Company Actmity ‘

current setting e

[prosoa i proae11:37 [ 1007 [Baige  [OFF  Madden, Robert

e .. - -
[595.98 9338 01.05.09.08:1][ 702 |[Betarss|REcer 5o favatio, Wil coones][oo0 015 058 Eewtorec]romsvasoms. o nere] £ \CHIVILY detalls link
[p105.03 01:52 01.03.05 0557 | 705 [Bevaner RECEPTION Morante, Travis 1000014 703 Erioyee [Comn Syztens, o - noe |
[p105.00 0954 020308 11:37 | 343 a0 jOwP Jrorey, Shane 000015 €17 Enployee [Corm Syztens, no - nove -
[pr0003 0954 0203021137 | 342 A jOowP [Strydom, Cameron 000 017 012 Enpioyee [Com Syztens, o Showel 5129
0409.0801:55 0409031135 | 942 [Bagn  [OWP  Nhale, Ay 1000017 354 Engloyes Com Syseme e St 5657
0409.0801:58 40903 10:37 | 943 [Bage  [OBP  Andrews,Rod 000015769 Engioyes Com Symeme i -more -
D09.0801:54 0409.0310:37 [ 942 [Bakp  jOWP  Randen, Wayne 1000015 360 Engloyes o Sysems e - pore -
0409.0801:55 0409030226 031 [Bage [O#F  Copley, Kelman 1000015 125 Employes Com Systeme, e - nooe -
DEU106 0145 0408051142 946 Bugy [P Duriey, Mack 000 018 425 Errqiorpws [Coen Systans, ne Repai Tray
DEEI060159 (400031137 | 937 Sugd [OBP  Matuj, Seol 00 018 994 Erqiorres Coen Systans, e -ncos-
Da09.060249 0409051010 731 Bage  [GHP  Juhnsen, Juel 000 015 208 Ergbarpne [Coen Syatans, e - noos -
a-09.08 0226 04-0] b, Kestnan 1000 015125 Engiorens [Coen Systans, ne - nooe -
nemos e Site log details link  |i: 00,015 196 [Engacrros [Corn Systans, e - nane -
Pa02-06 0749 04 , Jotin 20 015 411 Engicrs [Coen Systans, ne - nooe -
DE9.080255 0400-0311:31| 838 Sag |OPP  Walace Penny 020 015 400 Emglorpne [Coen Syatans, n - nooe -
Pet060001 0400-0311:37 | 236 Sago  [CBP  Copley, Kelman 090015125 Enngloroe [Coen Syztens, nc - nooe -
DE9.080045 0400-6319:37 | 21 Sago  [OBP  Morante, Traves 090 01¢ 703 Emnglooe [Coen Syztensz, Inc - nooe -
DETI0E 0146 0500.0314:3¢ | 047 Sago  [OBP  Randon, Wipne 5
DEEa08 0146 0500.030541 | &53 =g or  oyanuvain o] Person details link  pee-
DS09.0601:49 0500.0311:23 | 930 Sago [P Matci Soor hooe-
PS0A.0601:50 0500-0311:30| 939 Sage [P Androws, Rod 000 015 763 Emgloyee [Coen Syztenz, e - none -
D50A0601:51 0500.0311:30| 939 Sage  [GHP  \ihale, Ay 030017 354 Emgloyee [Corn Syztenz, ne Shosel SHI2
0503060153 0500.0311:30| 937 Sago |O#F  Sparke. fod 000 015 372 Emgloee [Corn Syztenz, v - none -
DE03.080153 0500.0314:35 | 942 Sago  |0#F  Copley, Kelman 020015125 Emgloyes [Corn Syztenz, ne - none -
0509.080234 05-00.031011 | 736 Sago  jowF Johnsan, Jocl 090015 202 Emgloyes [Coen Syztenz, ne - none -
D509.08 0538 05-09.030543 | 110 Saho  joF Strydom, Cameron 000017 012 Emplores [Corn Syztenz, e Shosel SH29
DE-3.080123 0508.0307:30 | 6O7 oo joP Madden, Robert 020015193 Emgioyes [Corn Syztens, e - none -
DE-03.080131 05-08.030545 | 516 oo joF Randon, Wayre 090015 353 Empiores [Corn Syztens, e - none -
DE-03.08 0136 0508.0307:3¢ | 556 Sage  |[o4F Deriey, Mark 0090018 423 Empiores [Corn Syztens, ne Repair Tray
DE-03.08 01:50 D5-08.0305:80 | &49 [Baio  [OFF Sparke, Rod 1020015 372 Employes [Corn Syztens, ne - none -
DE-13.0601:50 05-08.03 0560 | &49 Sako | joF Andrews, Rod 090015 753 Empiores [Coen Syztens, e - e -
DE-09.08 01:55 1208.0301:43 14353 [Baigo  |OFF Houey, Shane 1020015 417 Employes [Corn Syztens, no - none -
DE-09.08 0223 0508.0307:60 | G17 Sago  [O#F Johnsan, Joel 1020 015 208 Employes [Corn Syztens, no - none -

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.
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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).

|zexsion defalls Login Details for ROD BRIGGS at Balgo
Session tag 9620
U bedrvia Guneral
R: Data Manager Parson bt 000014 81
C:L0 A5 Nor: Rod Briggs
Comgarty: Com Systens, e
Perzon Type: Crpioyee
Non 22 Sep 2000 Cwationthmy 237
1533
Logtn
Stelogkt 173535
Log Point: ADNN
Time: 2252p 00 H 152
Actrety. Admirisraton: Acoounts AtS
St Contuit
Method Warued W Ertry
Note:
Log Out
Log Poind ADN
Terw: 2Sept8at 1810
Hethod: Narwal k Entry
Mote:
Induction Viewsd:
Nore

Corn Systems, Inc

report help system

Piease endure you hawe e COmrect 2afety SQUPNEE 10 Soch

ek you are uncertakng. Report §0 the man more for mpsles

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.

a
A4
onsite track easy Corn Systems, Inc

home person report help system

session details Site Log Id Lookup

Seszion tag 9849 3

R Dt Narwper
C:U0 A5

T 23 Sep 2008
11:22

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.

© Onsite Track Easy Onsite Contractor User Manual — Version 2.3 41



A\
\ 4
onsite track easy

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.

onsite track easy Corn Systems, Inc

hoine | person [ | | report help systain

|_sussion details Cardholder Compelencies Report for Corn Systems, In¢c Employee Contractors on ALL
Ssssizatag 9632 Siles
U: ke
Bz Dala Mamger REPORT ON ALL, EMPLOYEES from Corn Systems, Ine
C:loas Fam = | = K& [ so.ccT oovperoiey - -
Nion 22 Sap 2000 0
1217 Competency selection logic
OPTIOHS:
Quipt To Include Data Group On
[Seraan Loyot | | Sencted Corpetancies | [See.ferson, Corpatency =

r g Lins o0 groep
[T Page Bresk o Ttk oo orowp

HELP TIPS: [V
» To chwose a confraccor company and ctency chok The ok o iz hand keon, i ot

Output format

» Comprtency names have 3 parts zeparaled by 0oz inihe form Globah Leael Sutfl wih Zlars a5 widcards 1o mabch any vadie b a pat.
P 20k ond remmove o5d5o0d aclecdlon lines wih Ihe pluz o miru s butioce, i Q Q
P Tee gesndiod opGans fod included data, grouping and culput wil vaey dipendng o0 % rigod seidins oo e,

To produce this report you must make the following choices:

o Competency selection logic
e 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.
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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.

onsite track easy Corn Systems, inc

home repart help system

|_sesslon detalls Expiring Competencies Report for Comn Systems, Inc Employee Coniraclors on ALL Sites g
Seszion tag 8832 i
U; bebnin
B Dt Mawsn g Report: EMPLOYEES From I o Sedang.
Clols Srelude Growp By
[T 21Conpetencies © None
Mon 22 Sep 2008 F rdxsos C Corpency
1r22 [T appontments (RN

[T Show sdirass 5 New page on grovp

For: & Moethof |00 ¥

P This repaet ket cordroiders whoss competerces sxpire within tha gheen period.
P T AL oo seTioy Incdes ndacsons and Agpoininents.

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.

onsite track easy Corn Systems, Inc

LTS company report setup help system

|_sesslon detalls Corn Systems, Inc Data Statistics, 03 Nov 08 fner
Saszion tag 9536
U: bekno *+ Sites
R Dt Nawagar Nunber: 2
C:U0 45 Names  Daigo, Detarjar
* Employees

Mo 3 Now 2008 Masber;:” 72
11:55 * Site Associations

Murker: 63

Awragy 0.8 £1¢ asI00H0NS pir afpliyne

* Compstencies

Murker: 327

ge 105 s et Ty

* Sijte Logins

Earlect 06 May 03

Latest 2900106

Curaion 5.9 mocths

Nunbes: 2,854

Averaps: 16,3 ke loging per amployes
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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.
e |
\ 74
onsite track easy Corn Systems, fnc

home persan report help

|_session detalls Onsite Hours Report for Corn Systems. Inc Employee Coniractors at ALL Sites peirker

friendly
Srpe R vetos e[ =][Srsterter =][P@ =] to [10.=][Seterier =][7005 =]
R D Namwper
C:U0 A5 ste:  [arste: 3 Logpointa: [MRopoits = Formats with combinations of person
Recmas: [pocion Yo Compor TS . ¢ and company details and totals
Tor 23 Sep 2008
a3 Ingludis Duratsons; And Include Thoss Pursons;
F nxonaRange:tron |3 =] mvtesto |16 T mows [ Whoare stion ste
™ Lasz than Noenal Range ¥ Wha has Forced Logatis
[T Greater than Normal Rarge ¥ Bt cniy 1t treir durations match naminated Inchude Durations -
Person Totals, Company Totals of employees from for all limes over 3 minules and under 14 hours plus
those who had forced logoffs after those fimes but not those still on site at all logpoints from all sites
between 1/3/2008 and 10/3/2008
- To sawe 02 o local T, rigtclek the
trtion sed chooss “Swve Targd Az *
Coampany Name . Type  Vigits | Total Hours i .
c«nsmm:,vr}@m:.m ‘ooomsns{sm,-e{ ¢ 340 The report title gives your
Coen Systans, B dorn 00015417 |Emloyes | 1 54 selection options in text
Coen Syztenz, Inc | Chardey, . 05
comSysens,ve [cneme|  DOWNIO@d OPption %0
Coen Systens, e |Clrk, Br 88
Corn Systama, inc | Cogey, Kekran 02015125 |Empiores| 7 a5
Coen Systers, v | Ducdey, Nk Q0D 0713 425 |Errployws | 4 354
Corn Systema, e | Gyotuw, Vakan (Jon) [COD 015 058 |Emgloyes| 3 202
Comn Sysiams, b | Movey, Shore  [C02075 417 |erpiores | 1 Car
Coen Systenre, e | Jobnson, Jod C0D 015 208 |Splopee| 6 a40
Con Systems, ke [Lynnan, Rebart €00 026 226 |Empioyes | 1 33
Coen Systenms, G | Masden, Robert 000015145 |Employws | 3 195
Corn Systema, e | Malg, Scom C0D 016 93¢ |Ergloyes| 3 229
C&ns*ms.;'c H:uvw;. Travets COJIIN :oa UvM g 72 §d
Coen Systene, e | Randon, Vv €00 015 389 |Ewgloyee | S a33
Corn Systame, inc | Sparka, Rodl 02015 372 [Empiores | 3 27
Coen Systers, b | Strydon, Cameon  [000017 012 [Employns | 3 208 Overall totals are
Corn Systema, bne |Welloce, Perny 1000015 400 {Ergloree | 1 o8 given at the bottom
Corn Systams, e | Yenale, Ay COI 0T 356 |Crployes | 2 134
Corn Systems, ine Total Hours 3988
Pursons Visite Howrs /
Repaort Totals 19 52 1988

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.
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Sites Report

The sites report extract three types of data:

e Site contacts
e Contractor Associations
e Company Messages

onsite track easy Corn Systems, Inc

home report help system

sesslon detalls Sites Report for Corn Systems, Inc @:’?;::.’.
Saszion tag SB4T
::“"’ Select Site: [A1Stes v Options: B nckuge See Cotoct mioeration
C:U0 45 F nchuse Cortroctor Azzocations
I“_‘
| P2 nchaze Coengernry Messagecs -
Tos 23 Sep 203

1102

Site Contact Information

The site contact information is essentially contact details for the sites that the contractor company is
associated with.

onsite track easy

home

Corn Systems, Inc

person report help system

[ SRR GHIE] Sites Report for Corn Systems, Inc @?.2:’::.'.,
Saxsion lng $847
:m;’m Selecese: [A1S8ez ] Opfions: [V bnciuss Ste Gorbact bcammsen
C1U0 AS I~ nchude Cortractor Azzociations
e G
Tue 23 Sep 2008
11:03 Site Contact Information
Balgo

Ste Operater: Baigo Coal Mine

Address: 751 Main Hghwary

Town Gargarvile

State: NS

Poat Code one

Tomn Gargarvaie

Country: Auztrada

Prone: 0200001111

[ 020000 2222

Enad unicomZonxitetr sckeaxy.com. s

Contact Person Wit Dearygo

Beengar

Ste Operator Betargar Mning

AdFrezy N1

Toran Sunclerbury

State W

Fost Code 0381

Towr Surdertury

Courtry: ]

Phoos 02 00001111

Fax 0200002222

Enal UNCOrNERoNSitelrackeasy.comuau

Coeract Ferson: it Rayshiner
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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.

onsite track easy Corn Systems, inc
home report help system
|seesion detalls, Sites Report for Corn Systems, Inc e B
Seszion tag 984T
::::“W' Suluct Sitn; m Optionss [ Icupde S48 Cortact nformasan
C:U0 45 ¥ incanie Contractor Azzociutona
™ o Company Nussazns
Tus 23 Sep 203
thEL Contractor Associations
tmploy CeedID | Balgo BeXerjar
Aladjuz, Kylle 00C0577|
Androws, Rod woms s v v
Saevaghuan, Leigh o0 msm? v
Barber, David MOISHN;’ v
Barber, John oooisan |
Dramanie, Darren wooisIN | v v
Brigys, Rod 00014851 | v
Urown, Mark OCOCO.’;ZZ?E
Callan, Rod oocosess| v | v
Card, Geoff 000 COS 471 |
(;'Ill'l:y..sﬂltvl:ll (ﬂ]bﬂ 5‘3I; v | v
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.

onsite track easy Corn Systems, Inc

home report help system

|_session details Sites Report for Corn Syslems, Inc @f;’,’:;{y
Seazion tag 9849
U: bednda : s - g
e Seloct Sho; IA! Stes | Options: ™ nchase S2e Cortact infornation
C:U0AS I™ nehase Contractoe Assecaicns

¥ nctats Company Meszages -

Tus 23 Sep X003

1113 Company Messages

™ Srow Expirec Compary Maszagns

Location Uays Left Mossago Start finish  Originetor
b il

Please se= your site supemsro before procesding
10 your work area

020805 23,0308 Betnds Ko
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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.

onsite track easy Corn Systems, Inc

person report help system
session details User Sesslons printer
Friandly
Sezsion tag 9634
L beknca Dates: Bedaven |23 VIINJ;«“ VIINOS vlo'-‘.- |23 vll&aucmv VHJOOS vl
R Data Marager
10 45 Conco; Corn Systens, ne ¥ ¥ Soet by Duration
User Ramo Usor Id Usar Conco Total Total
;:e;;sapm ‘ I Type I lsmnslhurown)
Corn Systems, Inc
Fokina, Sanaetha [000 020 43 [ ConcoWen [Corn Spsmns e[ 3 13
Report Totals! & 13

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:

e General — Onsite Contractor company name and number of cals.

e Subscription — subscription expiry date, contact.
e 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.

4
onsite track easy

Corn Systems, inc

report setup help

company

|_session detalls Com Systems, Inc (conco web)

Seationtaraevd general subscrption oplicns
U: bedndda
R Do NMaowper
C:U0 A5 CEIRAL

Nare Comn Systems, nc

Concod AT
o 3 Mo 2008 Cals s
pZ08 Tirezons:  Austraalows

Acive:

P Thaese conco wih SE10GE a0 N0 eUERAbie 1 ¥ CONCO Wb, PR e G0 10 1he Sy5ten wid it you noed 10 make Chanes

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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home company report setup help log out

|_sassion detalls Corn Systems. Inc (conco web)
Sezzintog 0093 general subscription optians
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R: Do Noroger
UM SUDSCRIPTION
Stdus CIRSENT - Overall totals are
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1218 125un Dot 03Mov 03
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CONTACT DETAILS

Fret Mame: James
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Ema defef@onaielrackeasy Con au

P Seson cortact Oreede Supocet # o nend your current B scription rensaed,
P The sukacnpticn Contodd dl@s dne Land 10 el s e tedng pensing Subiscizlion epry

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.
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home company report setup help system

|_session details View Corn Systems, Inc Conco Web Subscription History
Seszion tag 004
U: beinaa Subszription Type | Iseun Dste | Expiry Date |Duration | Issued By Comment
R: Duta Narwper TRIAL 03 Now 02 04:40 03 Dec 08 ]1 aoodn | Beinda Roni | Trisllerns and constions ogreed. Trad subscrpson actvaled
C:U0 A5

- &

1347
P The Issue Date comasponcs to T cyte of gurchass of the conco web for purchased zubzcrictions.
P Tha Insue Dato comascnds to 9 cyis larmz ond conddions wars Arzt agreed to at logn for trial subscrpbons.

Options

There is currently only one option setting in Onsite Contractor: give all employees user access.
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home company report setup help log out

sesslon detalls Corn Systems, Inc (conco web)
Seszion tag 0003 general subscription cpbions
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B Dt Naweagar

C:Ut A4 OPTIONRS

X Gue ol orployecs user 000052
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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).

Corn Systems, Inc

caompany report setup help system

session detalls Welcome lo Onsite's Com Systems, Inc web fimezone: Australia/NSW
Sesziontag 00M Latest logrout: Wee 280t 05 s 11:05
U bedndla B Chck home o the mecw ko {0 recesatay thes page soy lims dsing your sesson

R Cudn Marwper

G0 A5

B Uzaihe person, My user scount COmMmand 13 Change your password or username.

Pending User Accounts

Thern see T3 srrplirpnscs wAliou! uir Socoads

Sies Listing Your Company

Thase are 9 stes b 8 wiork az50cketion with your company n Onste.
Use ¥ giles repont 1or more Getads on hese stes

* Baco
*  Belargsr
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Online User Manuals

The user manuals command on the help menu displays this page.

onsite track easy Corn Systems, Inc

home person réeport help system

session details User Manuals

Sasziontag 3616 -

User Manuals
U; bedncy

R Dt Mewrgar Onxite Conco Wb ser Managl 2.2 (0 200
CLAS

Tue 23 Sep 2008
3

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.

onsite track easy Corn Systems, fnc

home person B i report help | log out il

|_session details Existing Session Found
Seasion tag 9840 The Caste Session Monoge nae detected that wou o eady hive an exisling adive Session
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Gulaa

Disconnected Sessions il everlualy expre atiar a pre-zel parcd of Inazlivly, 82 shown InTe Seszion Detals belovr.

Tos 23 S 206 EXISTING SESSIOH DETARLS
003 Uzer Rame Uzer I Serzion Stat Last A d Expires At ion Ming  Idle Ming Mg To Expiny
Sanantha Rotine 000020 943 0x02 a0 1002 ] 0
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- < using the old session’s CAL

o you iy caneed 1his new bgn, By the dher ses5i0n nloct, Tz is 0ok o BeneiR it he oer -
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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.

© Onsite Track Easy Onsite Contractor User Manual — Version 2.3 53



A\
\ 4
onsite track easy

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:

onsite track easy Corn Systems, inc

person report help

sesslon detalls Warning
Sesziontag 9841 Accuss deniod,
u Fre s0ry bd you oo Fot e oo et B loths

soery bud you o wrve weoass Lo ths,
Sh O ernges Fleaze zee you local odTRZ ator i you think 1Nz Is Incormect,
C:utAad
Tus 23 Sen 2008

007

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.

Corn Systems, Inc

report help system

session details WWarning
Sovsiontog. S84 e For as&starycg with this error, type an
U ek exact description of the steps you
S WAFurterEscention followed immediately preceding the

- error in the Description area and hit
Tos 23 5up 2008 the send button.
0834
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Page: wievrCon 5o and time

Erroe: aPorterExcestion
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User Type! Syatem

Web Type: Conco

Concec Com Syztens, Inc

Ouscription: ’ » |
=
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