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WHERE  CAN  I  FIND  HELP?  

Pegasus Safety 1300 663 816 

 yancoalsafetycompliance@pegasus.net.au 

Yancoal Contractor Management Website www.yancoalcontractors.com.au  

 

mailto:yancoalsafetycompliance@pegasus.net.au
http://www.yancoalcontractors.com.au


 

 

NAVIGATE  TO  THE  YANCOAL  CONTRACTOR  MANAGEMENT  PORTAL  

 a. Navigate to the Yancoal Contractor Management Portal by entering 
the following URL into your web browser: 

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

The Yancoal Portal Log-in screen will be presented. 

 

 

  

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


 

 

LOG  IN  FOR  EXISTING  ONSITE  TRACK  EASY  USERS  

 a. If your company has an existing subscription to Onsite Track 

Easy, click on the  button. 

 

 



 

 

 b. Enter your company’s Onsite Track Easy username and 
password (your username and password will be recognised in the 
Yancoal portal) 

 

 

 c. Your company will be recognised and you are ready to complete 

the registration process by clicking on the  button. 

 

 

 



 

 

Registration  for  new  Onsite  Track  Easy  users  

 a. If your company does not have an existing subscription to 
Onsite Track Easy or you are unsure, click on the 

 button. 

 

 

 b. You can search for your company in our database by typing a 
fragment of your company’s name in the search box and clicking 

on the  button.  
 

The portal will return the results of your search in a table. If your 
company name is in the list you can click on your company’s 
name and request a new log-in. 

 

 



 

 

 c. You can register your company by clicking on the  
button. 
 

In the screen to the right, you can enter your company’s ABN (if 
known) or you can click on the  button to be 
redirected to the Australian Business Register where you can 
search for an ABN by business name. 

Enter your company’s ABN in the field provided and click on the 

 button. 

 

 

 d. The portal will return a list of valid names for the ABN supplied. 
Select the correct company name by clicking on it in the table 

 

 



 

 

 e. Complete the company registration page. 

Note: The following fields are mandatory: 

• Company Name 
• Country 
• ABN 
• Phone Number 
• Postal Address 

Provide User Details. The details provided here will be used tom 
create a portal user account. Please provide a valid email 
address  

Complete the declaration and click on the  button. 

 

 

 f. An email will be sent to the email address specified earlier in the 
process with log-in ID and a password. 

These details can be changed after your first login to the portal. 

 

 



 

 

 g. Use the emailed user credentials to login to the portal. You are 
now ready to complete the registration process by clicking on 

the  button. 

 

 

 

  



 

 

COMPLETE  THE  REGISTRATION  PROCESS  

 a. Click on the  button to start the process   

 b. Answer the questions on the Company Details Page: 
1.1 Identify all Yancoal sites where your company conducts work 
1.2 Does your company contract directly to Yancoal or does it 

subcontract to a principle contractor? 
1.3 Details of subcontractors you engage are required including 

Company name, ABN and contact phone number 
1.4 Is your organisation a company or a sole trader 
1.5 If you are a company, in which Australian state is your 

company registered for Workers Compensation Insurance? 
1.6 Does your company engage in consulting work? 
1.7 Will your company’s vehicles be driven on Yancoal sites in 

operational areas? 

Click on the  button to continue 

 

 



 

 

 c. From the list select any work activities that your company will 
engage in whilst working on Yancoal sites. 

 

 

 d. The portal will ask you to provide your company’s safety 
management documentation. This may consist of 
• a Safety Management Plan; 
• Safe Work Method Statement(s); or 
• An exemption signed by your Yancoal contract owner. 

 

 

 



 

 

 e. The portal will calculate the subscription type your company 
qualifies for and will display the details. 

Proceed to the next step by clicking on the  
button. 

NOTE: This is the last point at which you can go back and 
amend any of the details you have provided. 

 

 

 f. The portal will provide you with an opportunity to review your 
shopping cart. Proceed to the next step by clicking on the 

 button 

 

 



 

 

 g. Enter your credit card details (Visa or MasterCard) to purchase 
your company’s subscription using Pegasus’ secure online 
purchase gateway. 

Click on the  button to proceed with your 
purchase. 

Note: Companies with a current Onsite Track Easy subscription 
will not be required to complete this step as no purchase will be 
required until the current subscription is due for renewal. 

 

 

 h. A tax Invoice will be sent to the email address specified in step 
3.5 or your Onsite administrators email address. A copy is also 
provided for download when the purchase transaction has been 
successfully completed.  

 

 



 

 

 i. Based on the answers provided to the questions during the 
registration process, the portal will now guide you through the 
upload of required documentation. 

Start the process of uploading a file by clicking on the 

 button. 

 

 



 

 

 j. In this case, the system requires an electronic copy of the 
company’s Public and Products Liability Insurance policy. 

Click on the browse button to locate the scanned copy of this 
document and upload it to the portal. 

Additional information is required to be entered after the file has 
been located including: 

• Name (will be automatically populated with the file name but can 
be edited) 

• Start Date (Mandatory) 
• End Date (Mandatory) 
• Details of Insurance. 

Click on the  button to upload the document and 
proceed to the next upload. 

Tips for successful uploads: 

• Unless otherwise noted, PDF file format is the preferred format 
• File size is limited to a maximum of 2Mb 
• For photos, a head and shoulders shot of the employee against 

a light coloured background will deliver best results. No hats or 
sunglasses please. 

• One document per file 

 

 



 

 

 k. When you have uploaded all required insurance documents click 

on the  button to proceed to the upload page for 
Company Licenses (if applicable). 

When you have completed uploading any company licenses, 

clicking the  button will take you to the upload page for 
Safety Management documentation. 

 

 

 l. Click on the  button to submit your documentation for 
review and approval by Pegasus Staff. 

When your documents have been reviewed and verified, you will 
receive an email informing you that your documents have been 
approved. 

Once you have reached this point you can commence the 
process of registering individuals and booking inductions. (See 
Section 5) 

 

 



 

 

 m. Your company’s portal home page will change to reflect the 
approved status of your subscription and document approvals. 

This is the screen from which you can update your renewed 
insurances and licenses (See Section 6) 

 

 

 

  



 

 

RENEW  YOUR  COMPANY’S  INSURANCES  AND  LICENSES  

 a. From your company’s home page, click on the Renew link next 
to the compliance document you wish to renew. 

 

 

 b. Follow the process detailed in Section 4.10 to upload your 
renewed compliance document. 

 

 

 c. The status of your renewed document will remain as “Renew 
Soon” until your existing compliance document expires. The new 
document will then come into effect and the status will revert to 
“current” 

  

 

 


