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 Overview 

What is the Rail Safety Worker Card Purchase Portal? 
The portal is a web site where you can register your company and then register employees, upload your 
employees required qualification documents, and then pay for your employees Rail Safety Worker (RSW) card.  
 
The portal provides a secure mechanism for you to do this. Examples of files you may be required to upload 
include employee photos, driver’s licenses, certification documents, trade certificates and medical certificates.   
 
For more information on the RSW Card please go to the RSW Website: 
 
http://www.railwaysafetyworker.com.au 

Onsite Track Easy 
Onsite Track Easy is a real-time safety and contractor management system which tracks compliance 
records such as a company registration, employee competencies, training, activities and site access. 
 
Data you enter and card purchases you make through the Rail Safety Worker Card Purchase Portal will be 
automatically entered into the Onsite Track Easy database. This is the database used by Onsite Track Easy to 
manage your employees’ competencies and cards. 

Onsite Contractor 
Once you have registered your company and employees you are entitled to a free subscription to Onsite 
Contractor Basic which is a product developed by Onsite Track Easy. This is a web based solution which allows 
you to view basic data held on your employees in the Onsite Track Easy database on all sites where they work 
or have attended training. If you would like enhanced access to your data you can activate a free trial or 
purchase Onsite Contractor Full. 

http://www.railwaysafetyworker.com.au
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The Process 
 

 
 
 
To obtain a Rail Safety Worker Card you will need to complete the following steps  
 

1. Register your company using the Rail Safety Worker Card Purchase Portal (if not already registered) 
including requesting a user account (see page 11). 

2. Enter your company employees who will be required to receive a RSW Card (see page 23). 
3. Upload all of the required files needed to have your employees certified and approved to receive a 

RSW card. 
4. Finalise your order and pay for the cards. 

 
 

For more information please see the Rail Safety Worker website -  www.railsafetyworker.com.au 
 
 

Onsite Track Easy Contact Details 
If you need to contact RSW Hotline for any reason please call 1300 777 245 or email 
RSW@pegasus.net.au 

1 

2 

3 

4 
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Website Navigation 

Website Access 
Login to the Rail Safety Worker Card Purchase Portal using the 2 options below 
 

1. Access the Rail Safety Worker Website and click on the “Click Here to Get Started” Button as shown 
below. 
 

 
 
 

2. Go directly to the portal by using the link below 
 

https://secure.onsitetrackeasy.com.au/portal/railSafetyWorker 
 
The most compatible Internet browser to use is Internet Explorer as it has been extensively tested with this 
website. There is no guarantee that other web browsers will be as compatible. 
 

 

 
 

Click this button to login if you 
have a username and password 

Click this button to register your 
company and receive a username 
and password 

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


 
 

 © Onsite Track Easy Rail Safety Worker Card Purchase Portal User Manual – Version 2.90 7 

 
The website features public and secure areas. If your company is not registered with Onsite Track Easy then 
you will only be able to access the public area where you can register. Upon registration approval you will be 
issued a username and password which will allow you to log you into the secure area of the portal where you 
will be able to order cards for employees.  

Login 
When you click the login button you are taken to the login page. The login password is case sensitive. Please 
ensure you use lower and upper case letters as appropriate. 

Standard Page Layout 
The pages in the Rail Safety Worker Card Purchase Portal conform to a standard layout. Here is a typical page 
with the main elements highlighted. 

 

 

Menus 
The RSW Card Purchase Portal website uses a menu bar, as shown above. Here are the various menus. 
 

 Portal Home 
Go to RSW Card Purchase Portal home page. 

 Logout 
End your RSW Card Purchase Portal user session. Only appears if logged in as a user. 

 User Settings 
Change your username and password. Only appears if logged in as a user.  

 Help 
Provides a user manual and information on who to contact if you need help. 

 Terms & Conditions 
Terms and conditions for use of the RSW Card Purchase Portal. 

 Privacy 
Onsite Track Easy privacy statement. 

Session Timeout 
When you are logged into the portal a session timeout applies so your session expires after 60 minutes of 
inactivity.  

Details of who is 
logged in 

Menu bar 

 
General data display area 

These menu items only appear if logged in 

Shopping 
cart 



 
 

 8 Rail Safety Worker Card Purchase Portal User Manual – Version 2.90 © Onsite Track Easy 

Company Registration 
Before you can order RSW cards for your employees your company needs to be registered. This can be done 
from the portal home page using the register button. 
 

 
 
The register button can be used to check if your company is already registered with Onsite Track Easy, to 
apply to register your company, or to check the status of a registration application. 
 

 
 
 

Check if your company 
is registered 

Enter a fragment of your company’s 
name to see if it is registered and 
click Search button. 

If your company is not registered, 
apply to register your company 
using the Add button. 
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If your company appears in the results of the find company search then your company is already registered or 
has applied for registration with Onsite Track Easy. Otherwise, use the add button to proceed with adding 
your company. 
 
Please Note: Your company may already be registered with Onsite Track Easy without you having had to 
register through the portal. This will be the case if you are an existing Onsite Track Easy customer or you work 
on sites that engage Onsite Track Easy for administrative services. 
 

 

Australian Companies 
Onsite Track Easy requires a valid ABN (Australian Business Number) for all Australian companies who wish to 
register. If you do not know it, you can use the lookup ABR button to look it up from the Australian Business 
Register by doing a search on your company’s name.  
 

 
 
After entering an ABN, you will be presented with a list of valid business names for  that ABN from the 
Australian Business Register. For more detail on the Australian Business Register please visit 
www.abr.business.gov.au 
 
 

Lookup your ABN by searching 
on your company name in the 
Australian Business Register. 

Enter your ABN and click 
Continue to add you company. 

http://www.abr.business.gov.au
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Non Australian Companies 
It is a requirement that non Australian companies are identified by a name and business number. If a 
registered company is not found with the entered name and business number then the registration process 
will continue. 

Add Company 
To register your company you will need to provide the following company details (marked with an *): 
 

 

1. Company 
Your company contact details. The company phone number and postal address fields are mandatory.  

2. User 
Details of a user who you want to receive email notification of your company’s registration status and login 
information. Login information is only emailed if your company’s registration application is approved.  See the 
section on Users for more information on the company user. 

3. Declaration 
You must be an authorised representative of the company you are registering.  

 

Mandatory fields 
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Users 

Website Access 
All users can login to and access both the Rail Safety Worker Card Purchase Portal and Onsite Track Easy 
websites. This manual is predominantly only about the Rail Safety Worker Card Purchase Portal.   Once a 
company is registered, a user ID and password is sent to the nominated person to allow them to login to the 
portal to order RSW cards.  

Rail Safety Worker Card Purchase Portal 
The portal is a web site where you can register and order your employee Rail Safety Worker cards. 
 
Log in at https://secure.onsitetrackeasy.com.au/portal/railSafetyWorker 

Onsite Track Easy 
Onsite Track Easy is a real-time safety and contractor management system which tracks compliance 
records such as company certifications, employee competencies, training, activities and site access. It is a 
product developed and used by Onsite Track Easy to manage your employees’ training.  
 
When your company registers with Onsite Track Easy your company will receive a free subscription to Onsite 
Contractor Basic if they don’t already have one.  This is a website where you can view basic data for your 
company from all sites using Onsite Track Easy. If you would like enhanced access to your data you can 
activate a Free Trial of Onsite Contractor Full. 
 
Log in at https://secure.onsitetrackeasy.com.au. 

Adding Users 
Any number of user accounts can be created for representatives of your company once your company’s 
registration has been approved. Use the login button on the home page to access the login page below (even 
if you don’t have a username and password). This page has an option to request a New User Account. 

  

 
 
After clicking the New User Account link, you will be prompted to search for the company of the new user.  
Do a search on your company’s name. If your company is registered it should appear in the search results, as 
shown in the image below. 

Request new user account 

Reset password 

https://secure.onsitetrackeasy.com.au/portal/railSafetyWorker
https://secure.onsitetrackeasy.com.au
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Click on the Name of the company matching yours to request a New User Account. You will need to enter the 
first name, last name and email address of the user you wish to create.  The user request will be emailed to 
user request managers from your company for approval. When a decision has been made an email containing 
login information will be sent to the email address you provided. 

Email Address and Password 
Each user needs a valid email address for the delivery of their login information which contains their 
username and password. All passwords are generated automatically. 

Reset User Password 
Use the login button on the home page to access the login page. This page has an option to request a new 
password for your login. Click the forgotten password link and a new automatically generated password will 
be emailed to you. You will need to enter your first name, last name and email making sure to use the exact 
spelling you used when first setting up your user account. 

Change Username or Password 
If you are an existing user you have the option to change your username and password. This may be done 
from the user settings menu when you are logged in. 

 

Change username 

Change Password 
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Example Login Email 
Following is an example of the email you will receive containing your login details (next page). 
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Ordering Cards 
To order RSW cards, use the Order Cards button on the portal home page. This will bring up a list of 
requirements that are required for the allocation of Rail Safety Worker card.  
 

 
 
Click on the purchase button or the picture of the card (see below) to progress to the employee selection 
screen. 

 

 
 
Do an employee search to select one or more existing employees or click Add Employee to add a new 
employee (see page 23). Click the Buy button when you are ready to purchase the card. You can select 
multiple employees to process and purchase a card for. 
 

Click to 
purchase a 
card 
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Add new 
employee 

Select 
employees 

Employee 
search results 
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Employee Card Purchase Data 
Once you have selected the employee/s from the list and clicked on the Buy button, you will be shown a 
screen that outlines the data requirements for each employee’s RSW card purchase. 
 

 
 
Click on Process to start the ordering process. There are 3 sets of data required to complete a card purchase: 
 

1. General 
This includes specification of the following: 

a. work role/s 
b. who to communicate to regarding card purchase 
c. declaration regarding agreement to privacy statement and terms & conditions  
d. shipping address and who to communicate to regarding card shipment 
e. name and date of birth to use for identity check and who to communicate to regarding 

identity check 
 

2. Files 
The file upload requirements are dependent on the role/s you select in the general data section.  
When attempting to purchase a card for role/s with file requirements, detailed information on what 
the requirements are will be displayed. 

 
3. Information 

The information requests are dependent on the role/s you select in the general data section.  When 
attempting to purchase a card for role/s with information requests, detailed information on the 
request requirements will be displayed. 

 
Initially after you first click Process only the General section will be shown. Once that data set is completed 
and saved the Files and Information sections will appear for completion.  You can see the completion status 
for each data section in the Card Purchase Employee table in the ‘General’, ‘Files Done’ and ‘Infos Done’ 
columns.  Some file and information requests are optional so even though the completion status columns may 
indicate that data is complete, you may want to continue to upload optional fi les and answer optional 
information requests. 

Process 
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General 
You need to complete all of the details in the Card Purchase, Card Shipment and Identity Check sub sections. 
Once this is done use the Save button to save your changes. 
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Work Roles 
 

 
Click the roles icon (shown left) to select one or more roles for the employee whom the RSW Card is 
being purchased for.  The role selection determines what the file upload and information requests 
are for the card purchase for this employee.  The roles icon is found in the General section in the 
Card Purchase sub section.  You may choose not to select any roles. In this case you will be warned 
that you have not selected a role, but you will not be prevented from proceeding with the card 
purchase. 

 

 
 

Communications 
 
Onsite Track Easy will communicate via email and/or SMS regarding the following components of your card 
purchase: 
 

 Card purchase 
A communication will be sent when your card purchase has been processed by Onsite Track Easy.  

 
 Card shipment 

A communication will be sent on card dispatch containing Australia Post tracking number and 
shipping address. 

 
 Identity check 

Communication will be sent on identity check enrolment (including an information pack on the 
procedure for undergoing an identity check) and on processing by Onsite Track Easy.  Reminder 
communications may also be sent if the identity check has been pending for too long.  

 
 

Tick one or  
more roles 
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You may choose the same communication settings regarding all three components or you may set them 
differently.  You may want  the card purchase communications to go to the user making the booking on behalf 
of an employee, but you may want the card shipment and identity check communications to go directly to the 
employee.  The communications options are completely flexible and it is up to you how you use them. 
 
Declaration 
 
In order to complete the card purchase you must make a declaration that you agree to the Onsite Track Easy 
terms & conditions and privacy statements.  These are accessible from the terms & conditions and privacy 
links in the portal menu bar. 
 
Card Shipment 
 
The card shipment section allows you to specify the address you would like the RSW card shipped to and who 
to attention the package to.  If you are purchasing cards for multiple employees and do not wa nt to ship to 
them individually, but rather to a company address for example, then if you enter the same card shipment 
address and attention to details for each employee’s card purchase these cards (which are all going to the 
same shipping address) will be sent together in the one package. 
 
Identity Check 
 
An identity check is a requirement for the purchase of a RSW card.  As part of this process you must enter the 
employee’s first name, middle name (optional), last name and date of birth as will be verified by th e identity 
check. The values entered must exactly match the values used in any identity check process or the identity 
check will not pass.  Upon card purchase an identity check information pack and a 100 point checklist will be 
sent to the communication contact.   

Files 
Once the general details have been completed and saved, the next step is to upload any required files.  These 
files are role specific.  
 
Types 
You can upload any of the following types of files providing they do not exceed 2,000,000 bytes ea ch: 

 JPEG image files 
 PDF files 
 Text files 
 Word document files (*.doc and *.docx). Note: File names must be less than 50 characters. 

 
Managing Card Purchase Files 
For employees that have file requirements you will be taken to a page similar to the following image which 
provides information on  

1. The file requirements  
2. A summary of the employees in your booking  
3. The number of files uploaded for each employee.  
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This page allows you to upload files for an employee against each file requirement for the roles selected. To 
upload a file against a file requirement use the relevant upload button. For information on uploading files see 
page 24. 
 
If you do not complete uploading files, then files that you have already uploaded will remain in the system 
until you’re ready to register your employee at a later date. 

Information 
You could also be asked to answer some questions as part of the card purchase process. Use the Edit button 
at the bottom of the screen to change to edit mode and enter asnwers to the questions. Select the Save 
button once completed. 
 

 

File requirements 

File requirements 

Employee we are 
processing 

Upload file 

Click back to process 
a different employee 

Add card purchase 
to shopping cart 
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Add To Cart 
Once all of your employee’s general data, mandatory files and information requests have been uploaded you 
will see green ticks for all of the card purchase requirements for this employee in the Card Purchase Employee 
summary table at the top of the screen.  Even though the card purchase appears complete, you may also want 
to upload some of the non-mandatory files and information requests if appropriate before adding your card 
purchase to the cart.  Once you are ready, use the Add To Cart button (found immediately below the Card 
Purchase Employee summary table) to add your purchases to the shopping cart. Click on the review link to 
proceed to the checkout review area (see page 24 for more information on the shopping cart) once you are 
complete and wish to purchase the card/s. 
 

 
 
Once you have purchased the card/s, you are entered into the Onsite Track Easy database as having pending 
card purchase/s. This order needs to be approved by Onsite Track Easy. If there are any file upload 
requirements, Onsite Track Easy personnel will check the validity of these before approving your card 
purchase/s. The card purchase communication contact/s will be notified by email and/or SMS when your 
purchase has been processed, and if approved,  the shipping communication contact/s will be notified with 
details of the posting of the RSW card/s. 

Returned Card Purchases 
If Onsite Track Easy personnel require you to supply some more information or files before they approve your 
purchase they may return it to you for completion. You will be notified by email of any additional 
requirements. You will then need to log back in to the Rail Safety Worker Card Purchase Portal to amend your 
purchase based on the feedback given. On your home page you should see any returned items listed. 
 

Click to proceed to the 
shopping card 
purchase area. 
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Employees 

Employee Manage/Search 
Use the Manage Employees button on the home page to search for all employees from your company that 
are registered or have applied for registration with Onsite Track Easy. Leave search box blank to list all 
employees. 
 

 
 
The search results are divided into two categories: 
 

 Action Required 
Consists of returned applications that need amendment and re-submission. 
 

 No Action Required 
Consists of submitted (awaiting processing by Onsite Track Easy), approved and rejected applications.  

 
In each case use the Name link to view details of your employee. In the case of returned employees you will 
be able to edit their data and re-submit it.  
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Adding Employees 
There are two access points for adding new employees.  

 From the Manage Employees button on the home page. 
 Whilst purchasing a card (see page 17) 

 
Before attempting to add an employee you need to do a search to make sure they do not exist first. If they do 
not exist, then use the add button. You will need to complete all mandatory fields before your entry can be 
submitted. Mandatory fields are denoted with an asterix. 
 

 
 
Any employees you add here will be set up as contractors in the database unless you have your own Onsite 
realm or site, in which case you will have an extra tickbox, as shown below.  
 

 
 
Tick that box to allow your employee to be visible as a contractor in other sites, or leave it un-ticked if you 
want your employee to only appear in realms and sites where your company is an employer. 
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Uploading a File 
Here is the page used to upload a file. You can access this page with the upload button when processing card 
purchase files or uploading a photo for an employee. 
 

 
 
Click the Browse button to locate the file on your local file system. The full file path and name will appear in 
the File to Upload field and the file’s name will appear in the Name field. You can then edit the name to make 
it whatever you want this file to be known as, and whatever you want to be the default filename whenever 
the file is downloaded in future. The Comment field is for any supplementary information you wish to record 
with this file. 
 
When you are ready to proceed, click the upload button. If you have chosen an unpermitted file type or a file 
that is too big, the upload will be rejected and an explanation displayed in the Status area. If the file is 
accepted, it will be uploaded and progress information displayed in the Status area.  
 
The rate at which a file uploads depends on the speed of your Internet connection so it is recommended that 
you use a fast broadband connection when uploading files.  
 

Status area 

3. Use this button         
to start the upload 

2. Edit these fields 

1. Browse for file to upload 
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Certified Documents 
Some of the files you are required to upload may be classed as certified documents. Certified documents are 
documents which certify that your employee has a particular skill, licence or competency and are denoted 
with the scroll symbol. 
 

 
 
When you upload one of these documents you must ensure the following: 
 

 The document is an official document that genuinely represents the file requirement description. 
 The document clearly contain your employee’s name. 
 If the document contains an issue or expiry date you must enter them exactly as they appear.  

 

 
 

Scroll icon representing 
a certified document 

Status area 

1. Select document type (only 
if this certified document has 
multiple types to choose 
from) 

2. Browse for file to upload 

3. Edit these fields 

4. Use this button to     
start the upload. 
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Use the same procedure for uploading a normal file to upload a certified document. 
 
Sometimes a certified document can have multiple types.  For example a certified document called “First Aid 
Certificate – General” might have types: “First Aid Certificate – Basic” and “First Aid Certificate – Advanced”.  
If a certified document has multiple types you will need to select the type you are uploading a file against.   
 
When Onsite Track Easy processes your employee’s card request they will also certify that the document 
uploaded genuinely represents the file requirements description, that it represents your employee and that 
the issue and/or expiry dates you entered are correct and match those in the uploaded docu ment.  If any of 
these requirements are not met, the card purchase will be returned or rejected.  However, if the 
requirements are met, and an Onsite Track Easy representative certifies the document, then a competency 
representing the document will be assigned to your employee in the Onsite Track Easy database with the 
issue and expiry date specified.  These certified document competencies can be tracked in Onsite Track Easy 
by ARTC and will be available across all projects your employee works on.  This means the certified document 
representing the competency will only be required to be uploaded once for your  employee, rather than each 
time they work on a new project. 
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Shopping Cart 
If you are logged in, the current total of items in your shopping cart should appear underneath the menus in 
the upper right hand corner of every web page you access in the portal.  
 

 
 
At any point you may manage the items in your shopping cart by clicking on the credit cards icon or the 
shopping cart review link. 
 

 
 

Use the remove link to remove items from your shopping cart. To purchase all items in your shopping cart use 
the Proceed to Checkout button. There are two methods for payment: 
 

 Credit Card 
Available to all companies. 

 
 Purchase Order 

Limited availability by prior arrangement. If your company is not approved to pay by purchase order 
you will not see this option. 

 
 

Shopping Cart: 
Click review to 
see/edit/purchase 
shopping cart 
items 

Remove item Purchase cart 
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After your purchase order or credit card has been processed, the screen will show details regarding the status 
of your transaction. If successful you will be emailed a receipt/tax invoice which can also be downloaded from 
the payment summary screen, see below. 

 

 
 
When you logout, any items in your shopping cart will be discarded. 
 
 

Enter credit card details 

If your company has been pre-approved to pay on an 
account a purchase order number will need to be 
provided. 

Payment Results 

Download Receipt/Tax Invoice 
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Frequently Asked Questions 

Company Registration 
 

1. How do I know if my company is registered or has applied for registration?  
Please see page 8 of this user manual regarding doing a company search.  
 

2. Why have I not received notification of my registration status? 
Your email address may have been entered incorrectly. Please contact the RSW hotline. 

 
3. My company is Australian, but they do not have an ABN. Can I register?  

No. You will need to apply for an ABN first.  
 

4. How long does it take for a registration to be approved? 
Company registrations are usually approved within 1 week of submission. Please contact Onsite Track 
Easy if you need your registration approved in a shorter time frame.  

Users 
 

1. How do I get a username and password? 
First check if your company is registered with Onsite Track Easy. Please see page 8 of this user 
manual regarding doing a company search. If your company is not registered, you may register them.  
The registration process allows you to enter user details. If your company is registered then see page 
11 in this user manual for information on adding users. 

 
2. Why have I not received my login details? 

Your email address may have been entered incorrectly. Please contact the RSW hotline. 
 

3. Why can’t I login? 
First check that you are entering your username and password exactly as specified in your login 
email. The password is case sensitive. If this doesn’t work try resetting your password.  If you still 
can’t login then please contact the RSW hotline. 

 
4. I have forgotten my username. How can I find it out? 

Please contact your company’s user manager. If you do not know who they are please contact the 
RSW hotline. 

 
5. I have forgotten my password. How can I find it out? 

No-one can look up your password as this is protected information. However, a new password can be 
issued. Please see page 12 in this manual for information on how to do this.  
 

6. Can my company have more than one user login? 
Yes. Please see page 11 for information on requesting new user accounts.  

 
7. Why did my session time out? 

Your user session will timeout after 60 minutes of inactivity. 
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