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Pegasus Safety Inductions Booking Portal

Please follow this step-by-step guide to register your company and book your employees into courses in the Pegasus Safety 
Inductions Booking Portal.

Step 1

Before booking your employees into training courses, your company 
must be registered in the portal. Continue through these steps to 
register your company. 
If your company is already registered, please proceed to page 6.

Please go to the Pegasus Safety Booking Portal and select “Register.”

Once on the home page for the Pegasus Safety Inductions Booking 
Portal, click “Register.”

Step 2

Enter your company’s name in the search field, then select “Search.”

If your company is not existing in the portal, please select “Add.”

https://secure.onsitetrackeasy.com.au/portal/pegasusSafety/welcome.jsp?psn=pegasusSafety
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Step 3

Enter your company’s ABN, then select “Continue.” 
You can search the ABN registery by selecting “Lookup ABR.”

Step 4

Select your company from the list of returned companies based on the 
ABN you supplied.
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Step 5

Complete the company information and select 
“Submit” (entering all mandatory information 
marked with a *).

Step 6

Your company registration application has now been submitted. 

Pegasus will now complete the approval process and you will receive an email with login 
details to the Pegasus Safety Inductions Booking Portal. Once you have received your 
username and password, you may login to the Pegasus Safety Inductions Booking Portal 
and book your employees into the induction.
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BOOKING YOUR EMPLOYEES 
INTO INDUCTIONS
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Step 1

Please go to the Pegasus Safety Booking Portal and select “Login.”

Enter your username and password, then select “Login.”

Step 2

Select “Book Training” to start booking your employees into the course.

https://secure.onsitetrackeasy.com.au/portal/pegasusSafety/welcome.jsp?psn=pegasusSafety
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Step 3

To book certain courses, your company must be associated to the site.

Click on “Apply” next to the training course that you wish to book into. 
This application will need to be approved by Pegasus.

Step 4

To finalise your application to be associated to the site, select “OK” when the pop up 
message displays. 

Please note that no bookings can be made until the approval has been processed by 
Pegasus.
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Step 5

Once approval has been given, click on the course 
name to book your employee into the course.

Step 6

In the Employees List search field, enter the surname of the person that 
you wish to book into the induction and then select “Search.”
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Step 7

If your employee does not show in the list of 
employees returned, select “Add Employee.”

If their names does appear in the list of employees 
returned, click on their name.
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Step 8

Enter all mandatory employee details, then tick the declaration and 
select “Save.”
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Step 9

Upload a photo of the employee by selecting “Upload.”

Step 10

Browse for the saved 
photo and click 
“Upload.”
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Step 11

Click “OK” when the pop up message shows.

Step 12

To crop the photo, select “Crop.”
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Step 13

Drag the mouse over the image to crop the photo. Follow the instructions displayed 
on the screen to ensure the photo you are uploading is correct.

Once you have the crop box in the correct position, select “Apply.”

Step 14

To submit the data for processing, select “Submit.”
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Step 15

Select “Process” to begin the document uploads section.

Step 17

Attach the file by selecting “Browse.” Choose the file from 
your computer or device, and select “Upload.”

Step 16

Select “Upload” to upload the required file.
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Step 18

Click “OK” when the pop up message shows.

Step 19

Once all of the required documents 
have been uploaded, select “Add to 
Cart.”
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Step 20

Click “OK” when the pop up message displays telling you that you have added something to 
your cart.

Step 21

Click “OK” when the pop up message displays to be redirected to the booking page.
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Step 22

You can add another employee by entering their 
surname into the Employees List search field, then 
click “Search.”

Step 23

Check all of the booking details and then 
select “Proceed to Checkout.”
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Step 24

Enter your payment details, then select “Continue.”

Step 25

Once your payment has processed, you will be able to download your tax invoice/receipt 
by selecting “Download.” 
A copy will also be emailed to the company contact.

To finalise your booking select “Continue.”

The booking information will now need to be approved by Pegasus.
Once your booking has been approved your employee will receive an email with a link to 
the online course. 
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For questions or assistance please call 1300 131 194 
or email support@onsitetrackeasy.net.au


