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OVERVIEW 
	

The Otis Contractor Management Portal is the gateway for contracting companies to register their employees and meet the Otis role requirements. This 
portal allows the nominated personnel of the contracting company to: 

• Register their Company or Business Entity 

• Complete the Company Profile Questions 

• Register their employees 

• Select and upload role requirements 

• Upload employee photos for efficient card production 

• Book their employees into an induction 

• Track employee induction and card status 

 

  



	
	

	

LOGIN (FOR COMPANIES EXISTING COMPANIES) 
 

a. Go to 
https://secure.onsitetrackeasy.com.au/portal/otis/welcome.
jsp?psn=otis 

 

b. Click  to access the portal: 
 

 
 

 

https://secure.onsitetrackeasy.com.au/portal/otis/welcome.jsp?psn=otis
https://secure.onsitetrackeasy.com.au/portal/otis/welcome.jsp?psn=otis


	
	

	

c. Enter username and password and click on . This will 
bring you to the home screen. If you have forgotten your 
password click on forgotten password and go to step d. 

 

 

d. Enter first name and last name and click on . Your 
login details will be sent your email address (please be sure to 
check your junk mail as it is an automated email). If you do not 
receive an email, please contact the help desk on  
1300 305 072. 

 

 

 



	
	

	

REGISTERING EMPLOYEES & BOOKING INDUCTIONS 

a. Click  
 

 
b. Enter your username and password and click 

 
 
Please note: Additional user accounts can be setup 
from here if required 

 

 



	
	

	

c. Select  
 

 

d.   for existing employees 
 

 



	
	

	

e. If employee appears in the list, please click on the 

tick box under select and click . If the 
employee does not appear in the list select, select 

 to create a new employee 
 

 



	
	

	

f. Enter the employee details and click  

 



	
	

	

g. Click  
 

 
 

h. Click on process 
 

 
 

i. Click on  
 

 



	
	

	

j. Select the relevant site from drop down menu 
 

 
 

k. Select your functional role/s from the list, then scroll 

to the bottom and click . Once the roll 
has been added, click the cross to exit the Roles 
window. 

 
 



	
	

	

l. Click to agree to the terms and conditions 
(available from the link at the top of the page), 
enter card shipment details (or copy from person or 

company) and click . 
 

 



	
	

	

m. Upload file requirements (mandatory requirements 

will be marked with a red X) by clicking . 
 

 
 

n. Click on choose file and select file to upload  
 

 

 



	
	

	

o. Click . 
 

 
  
 
 
  

p. Click OK. 
 

 
 
 
 
 
 

 



	
	

	

q. Enter an email address for online training login 
details, or select to copy from employee. 

 

 

r. Agree to training declaration and click . 
 

 
  

s. Scroll up and click . 

 
 

t. Click review. 
 

 



	
	

	

u. Review and ensure all training events and Onsite 
Cards are listed, and click  

 

 
  

v. Enter the payment details and select  
 

 
 
 
 
 
 
 
 
 



	
	

	

 
w. Your documents will be assessed and authorised. 

If they do not meet requirements, they will be 
returned for action. You will receive an email telling 
you this, and it will show as action required on the 
home screen of the portal when you login. 
Once the upload requirements have been verified, 
online training will be approved and your 
employees will be emailed login details.  
Once all online training has been successfully 
completed, the classroom induction booking will be 
approved and a confirmation email sent to the 
employee. 
 
NOTE: Competencies will need to be maintained 
as they expire. 
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