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Step 1

Please go to http://www.yancoalcontractors.com.au and click on “Register Now/
Login” in the top menu bar.

Once on the home page for the Yancoal Contractor Management System, click 
“Login.”

Step 2

Login to the Yancoal Contractor Management System by entering your 
username and password before selecting “Login.”.
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Step 3

On the home page, select “Manage Employee Data.”

Step 4

To add an employee, enter a 
fragment of the employee’s 
name, then select “Search.”  
If the system returns with no 
matches, select “Add Employee.” 
 
To show a list of all registered 
employees, leave the search field 
blank, then select “Search.”
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Step 5

To add a new employee, select 
“Add Employee.”
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Step 6

Enter your employee’s 
information and select “Save.”  
Please ensure you enter all 
mandatory data marked with *.
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Step 7

Select “Submit.” 

Step 8

Select “Process.”
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Step 9

Select “Select Roles.” Step 10

Tick all of the required roles, then select “Apply.” 
To exit this screen, please click the exit cross for this window.

Please note, if you select an underground role at any site, this 
automatically includes the requirements for a surface worker at the 
same site. i.e you do not have to select Contractor – Austar Surface 
ONLY and Contractor Austar Underground for the same employee.

Contractor – Austar Underground will automatically include the 
requirements for Contractor – Austar Surface ONLY.
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Step 11

Enter the details required, agree to the declaration and 
select “Save.”

Step 12

Upload your employee’s photo and all of the mandatory 
documents by selecting “Upload” for each document.
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Step 13

Select “Choose File” to upload the document you are prompted for. 
Enter the start date, expiry date and all details,  then select “Upload.”

Please Note: All information must match the details in the document 
you are uploading. 

Step 14

When prompted to upload the employee’s photo, select “Choose File.”
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Step 15

Follow the instructions to the right of the source photo to crop the photo. 
Select “Apply” once you have completed the cropping process.
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Step 16

Once you have finished 
uploading all the required 
documents,  scroll to the 
bottom of the page view 
required training.  

Note: If your employee already 
has a current induction, the 
requirement will appear as 
“Complete” and no booking will 
be required. Any training that 
must still be completed will 
have a status of “Outstanding.”

Select “Book” for the training 
that you wish to book into.

Step 17

You will be presented with a list 
of available training sessions 
for this training type. Select 
“Book” for the session you wish 
to book into.
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Step 18

To complete the registration 
and booking process, select 
“Add to Cart” at the top of the 
page. 

Step 19

In the shopping cart window, select “Review” to continue 
to process your purchases.
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Step 20

Review the shopping cart items, then 
select “Proceed to Checkout.”

Step 21

Enter your payment details and select “Continue.”
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Step 22

Select “Continue” to be redirected to the home page of the 
system, or “Logout” to logout of the system.
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BOOKING AN INDUCTION FOR 
AN EXISTING EMPLOYEE



page 18

R E G I S T E R I N G  YO U R  E M P LOY E E S  A N D  B O O K I N G  I N D U C T I O N S

Step 1

On the home page, select “Manage Employee Data.”

Step 2

Enter a fragment of the 
employee’s name, then select 
“Search.”  
 
Please note, employees that are 
waiting on a card to be supplied 
at a site induction will not be 
displayed in this list. If a site 
induction booking is required 
prior to the supply of the card, 
please contact Pegasus on  
1300 663 816 to arrange to be 
booked in. 

B O O K I N G  E X I S T I N G  E M P LOY E E S  I N TO  I N D U C T I O N S
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Step 3

Tick the employee that you wish to book into the 
induction. Next select “Submit.”

Step 4

Select “Process” to book this employee into an 
induction.

B O O K I N G  E X I S T I N G  E M P LOY E E S  I N TO  I N D U C T I O N S
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Step 5

Tick the employee that you wish to book into the induction. Next select “Submit.”

Step 6

Tick all of the required roles, then select “Apply.” 
To exit this screen, please click the exit cross for this window.

B O O K I N G  E X I S T I N G  E M P LOY E E S  I N TO  I N D U C T I O N S
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Step 7

Upload your employee’s photo and all of the mandatory 
documents by selecting “Upload” for each document.

Step 8

Select “Choose File” to upload the document you are prompted for. 
Enter the start date, expiry date and all details,  then select “Upload.”

Please Note: All information must match the details in the document 
you are uploading. 

B O O K I N G  E X I S T I N G  E M P LOY E E S  I N TO  I N D U C T I O N S
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Step 9

Once you have finished 
uploading all the required 
documents,  scroll to the 
bottom of the page to view the 
required training.  

Any required training will have 
a status of “Outstanding.”

Select “Book” for the training 
that you wish to book into.

Step 10

You will be presented with a list 
of available training sessions 
for this training type. Select 
“Book” for the session you wish 
to book into.

Note: This will add the 
purchase price of an induction 
booking to your shopping cart.

B O O K I N G  E X I S T I N G  E M P LOY E E S  I N TO  I N D U C T I O N S
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Step 12

To complete the booking 
process, select “Add to cart” at 
the top of the page.

Step 11

Once you have booked the 
required inductions,  select 
“Save.”

B O O K I N G  E X I S T I N G  E M P LOY E E S  I N TO  I N D U C T I O N S



page 24

R E G I S T E R I N G  YO U R  E M P LOY E E S  A N D  B O O K I N G  I N D U C T I O N S

Step 13

In the shopping cart window, select “Review” to continue to 
purchase your induction booking. Alternatively, repeat the 
booking process to book other employees into the induction 
before paying for all induction bookings in one transaction.

Step 14

Review the shopping cart items, then 
select “Proceed to Checkout.”

B O O K I N G  E X I S T I N G  E M P LOY E E S  I N TO  I N D U C T I O N S
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Step 15

Enter your payment details and select “Continue.”

Step 16

Select “Download” to download a copy of your tax invoice. A copy will also be emailed to 
the email address provided as the company contact.

When the employee’s documents and training booking have been approved, a 
confirmation email will be sent to the company administrator email to forward to the 
employee. The confirmation email will contain time, date and location information as 
well as any additional requirements or prerequisites.

B O O K I N G  E X I S T I N G  E M P LOY E E S  I N TO  I N D U C T I O N S
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For questions or assistance please call 1300 663 816 
or email yancoalsafetycompliance@pegasus.net.au


