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CREATING YOUR USERNAME

Community Select Contractor Management System

Please follow this step-by-step guide to register your company and upload your documents for verification in the

Community Select Authorised Contractor System.

Create Ac
Username

Password

Username

: Password
Log in

Recover my password

Step 1 Step 2
Please go to http://www.communityselect.com.au To create an account, enter a username, email
and click “Register” in the top menu bar. address and a password. Once you have filled in

the marked fields, click “Next.”
Once on the home page for the Community Select
Authorised Contractor System, click “Create
Account”

Create Account

Please fill in your personal details.

test@pegasus.net.au

First Mame

Last Name

Date of Birth

Please fill in the marked fields

<Back Create Account

Step 3

Enter your personal details and then
click “Create Account.”



S (O

User Activation

Your account has been activated.

Password

Username

We've sent you a verification email. Please

Log in
confirm your email address before logging in.

Recover my password

Return to Log In

Step 4
You will now be sent a varification email to the email address you provided. Step 5
Please follow the activation link in the email to finalise your registration. To log in, enter the username and password that you created.

Please note, the activation link will expire within 2 hours of being sent.
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CREATING YOUR USERNAME

Community Select Authorised Contractor System

For Questions or Assistance ase call 1300 305 072

User Profile

Account Details

Your account has not been activated. To activate you must follow the link in the activation email which was sent to you at the time your account was created. You may resend the
activation email by pressing the 'Resend Account Activation Email’ button

Username *

testerl

Email

testingl@maildrop.cc

Personal Details

First Name

Tester

Last Name

One

Please note

If the activation link you are sent expires, you will be redirected to this page.

Please complete the required information to resend your account activation link.
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RECOVERING YOUR PASSWORD

o

g

Username

Password

Recover »

Recover my password

Step 1 Step 2

Select “Recover my password.” Enter your email and click “Recover.”
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RECOVERING YOUR PASSWORD

Account Recovery
Falli ksl |

A recpnst e haa mada In et pour scoourt pargenn. CHe tha falosing nk o emeka & res pases s
bl Spesamdbyon s e s pppeassintierangrpasssamliEarRe0sT 1ed2Sa b BT IATEESAE 301 Mt Rsin ke T 1 pn Fdan DoaTac Ay IEG L ki B ngh ki DT 0 R e 0E

Trig lirk il epire withir 2 hnum of balng aam.

Pleasa nota: ha raply addssa tor this amall s nol mannian.

Complete

Aireanaky

Pagasiis Aupinar

We've sent you an email with a link to recover
your password. Please read and follow the Step 4

provided instructions. Once you receive the email to reset your password, click the link provided.

Log in >

Step 3

An automated email will be sent to you.

Please remeber to check your junk mail.
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RECOVERING YOUR PASSWORD

Password

Re-Enter Password *

Please fill in the marked fields

Step 5

'0rg

odatea

Your password has been successfully changed.
Please log in.

Log in >

Change »

Step 6

Your password has successfully been changed.

Please login using your username and new password.

Please enter your new password in both of the sections and click

“Change.”
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BUSINESS REGISTRATION

Commu’ﬁltu = & laurentest~ M ~ Community Select Authorised Contractor System Pegasus

SELECT For Questions or Assistance please call 1300 305 072

Pawered by Onsite

Home

Business Details Registration

Details Please enter the AEN of your business (without spaces) and click 'Search

Register Business

# |f your business is listed in the results, click "Register with this business'

. » |f your business is not listed in the results, click 'Register new business’'
Manage My Business

Details

Don't know your ABN? Find it here.
& Manage My Office

Locations

ABN Search

® Logout

:

Step 1
Enter your business ABN into the field and click “Search.”
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BUSINESS REGISTRATION

Business Details Registration

Select the country that your business operates in.

Australia Clear

Please enter the ABN of your business (without spaces) and click 'Search'
# Ifyour business is listed in the results, click "Register with this business'
# If your business is not listed in the results, click '‘Add this business'

Don't know your ABN? Find it here.

ABN Search

T ;

Add this business

Search Results

Registered Business Name ABN

Step 2

If your business exists in the system click “Register with this Business.” If
your business is not listed click “Register New Business.”
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Business Details Registration
s s et o beow,

26sa7e952

Physics Address

Step 3
Enter the business details in the form and click “Request Registration.”



BUSINESS REGISTRATION

Step 4

Annual Subscription Document Uploads Please read the Business Registration

information then click “Continue.”

In order to become an authorised contractor, you must satisfy all criteria as set by Community Select and satisfactorily complete the following steps:

1. Complete all sections of the Business Registration Questionnaire, including the Contractor Work Health and Safety Agreement
2. Process payment to Pegasus for the verification and administration of your registration
3. Upload all relevant licenses and insurances as requested. You will need to upload current documents that can be verified against your ABM.

Please Note: Payments made to Pegasus are for the verification of uploaded insurances and licenses and review of safety management system documents.

P e Step 5

Business Details o Y Answer the business details, then select
“Proceed.”

Under no circumstances will a refund of fees be granted after the document verification process has commenced.

© Which of the following represents your business type?)
Sole Trader
Partnership
Joint Venture/Alliance

Please note
(:r:\::::;‘tj;edsof::::;::;/::af:r::e\r;:::::::l::::dcammumty Select will require licenses or workers Sole Traders and Pa rtnerships WhO trade
. under a different name to their ABN entity
WETERTE: must upload a ASIC Business Registration
© For this application you are required to provide a current Public and/or Product Liability Insurance Policy with a Certiﬁcate_ Joi nt Ventu re/AI Iia nces a nd

minimum value of $10,000,000. Please ensure the policy is available with details of the set amount for the
document upload. Business name listed on the certificate must match the business name registered in the portal. If

e s e i i e e Companies will be required to upload a ASIC
et Business Registration Certificate.

© Does your business undertake activities that could reasonably be torequire a Pr ional Indemnity
Insurance policy e.g. Specialised Advisory, Design, Consulting or Professional Services

Yes
No

© In 50 words or less, describe the Products and/or Services offered by your Business

owrere- | [N
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BUSINESS REGISTRATION

P — Step 6

Licences Scope - NSW e Tick the categories which your business is licenced and certified to work,
© s there a licensing requirement to undertake the work you do within the state or states you have select? If so then CI ick “ Proceed.”

select from the list below only the class or classes of works named on your licence card as you will be required to
upload a copy for verification @)

R —————————— Tick the sub-categories that your business works in, then click “Proceed.”

NSW Erection of it ontractor Licence

. Only select licences that are in your business name, individual licences will

e ey not be accepted and will cause delays in processing your application. These

NSW Carpentry Contractor Licence

P documents must match the ABN and trading names that have been provided

NSW Painting Contractor Licence

el so they can be verified against the entity. You will be prompted to upload

NSW Wall and Floor Tiling Contractor Licence

O copies of the licences selected during the document upload section.

NSW Electrical Contractor Licence
NSW Disconnection/ Reconnect Electrical Licence

NSW Disconnection/ Reconnect Supervisor Certificate

NSW Glazing Contractor Licence

NSW Painting Contractor Licence

NSW National Parks and Wildiife Permit

NSW Plumbing, Draining & Gasfitting Licence

NSW Plumbing Draining and Gasfitting (including LP gasfitting)
NSW Swimming Pool Building Contractor Licence

NSW Swimming Pool Repairs and Servicing Contractor Licence
NSW Roof Plumbing Contractor Licence

NSW Roof Siating Contractor Licence

NSW Roof Tiling Contractor Licence

NSW Master Security Licence

NSW Security Licence Class 1

NSW Security Licence Class 2

None of the above

Gotofe- w

Aot Sucipton Do Ui

Unlicensed Work Categories "y . -
age 8of 14 Save Progress

© Select one or more of the following work categories for your company. Select ONLY categories for which you
are able to provide alicence f there is a i in this state. Please only select works that you are
licenced to perform and not those where a subcontractor is engaged.@@)

Blinds & Awnings

Bilding Management
Cleaning

Consultants &Prof. Services
Doors &Windows
Driveways & Carparks
Electrical Appliances/Repairs
Elevators

Fire &Safety

Flooring

Furniture

Telecomms &Tv Services
Tree Services

Waste Services
Waterproofing

Other Services

None of the above

Gotoase




BUSINESS REGISTRATION

Annual Subscription Document Uploads

Regions / Sub-Regions

© Which New South Wales regions do you work in?
Central & Hunter Region
lllawarra
North Parramatta
Parramatta

Sydney Metro

+
@
2

&

.
Freeioenia

Goto Page «

Step 7

Please select state, region and sub region in which you
conduct work, then click “Proceed”

Please note you may be requested to provide licences
and registrations in each state selected.

Business Registration Annual Subscription

Regions / Sub-Regions

@ Which New South Wales regions do you work in?
+ Central & Hunter Region

Illawarra

North Parramatta

Parramatta

Sydney Metro

@ Which Central & Hunter sub-region?
+ Hunter Region

Central Coast

Forster

Nelson Bay

€ Back

Document Uploads

O segerid

cote Page )
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BUSINESS REGISTRATION

Annual Subscription Document Uploads
Accreditati ’

@ s your business certified to 1SO 90017

Yes
No
oot Page i
Step 8

Answer and complete the questions, then click “Proceed”

Annual Subscription Document Uploads
Code of Conduct ’
Page 12 of 14 Save Progress

© | acknowledge that | have read and understood the attached Contractor Code of Conduct and agree to
comply with it at all times during the provision of goods and services as a Community Select contractor.
Download a copy of the code of conduct here

| acknowledge and agree

cote Page :

Step 9

Download and read the Code of Conduct from the available link, tick to acknowledge and agree, then click “Proceed.”

page 17/



BUSINESS REGISTRATION

Business Registration Annual Subscription Document Uploads

Contractor Work, Health and Safety Agreement B Y

© Download a copy of the Contractor Work, Health and Safety Agreement here

| acknowledge that | have read and understood the attached Contractor Work, Health and Safety Agreement
and agree to comply with it at all times during the provision of goods and services as a Community Select
contractor.

| Agree

cote Page )

Step 10

Download and read the Contractor Work, Health and Safety Agreement, tick to agree, then click “Proceed.”

Step 11

Business Registration Annual Subscription Document Uploads

Read the WHS
0 N .
WHS Evidence N Evidence statements,
answer the statements,
© All contractors must read and sign the WHS declaration before you will be compliant in the Community Select then CI |Ck “ PrOCGEd ."

Contractor Authorised system. The document will be prompted as part of the document upload section after
subscription. The WHS declaration can be found here, all sections must be completed and will be verified.

| agree

© Do you have any further evidence of how you comply and practice work, health and safety requirements for
your business? Acceptable document uploads include WHS palicies, SWMS or evidence of a safety management
system.

Yes
No

GotoFase
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BUSINESS REGISTRATION

Business Registration Annual Subscription Document Uploads

Questionnaire Summary

Business Details Update answers >
Licences Scope - NSW Update answers >
Unlicensed Work Categories Update answers >
Regions / Sub-Regions Update answers >
Accreditations Update answers >
Code of Conduct Update answers >
Contractor Work, Health and Safety Agreement Update answers >
WHS Evidence Update answers >

Step 12

Please check your answers and uploads, then select “Submit Answers!

)

If you need to edit an answer, select “Back.”
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PURCHASING YOUR ANNUAL SUBSCRIPTION

Business Registration Annual Subscription Document Uploads

Payments made to Pegasus are for the verification of uploaded documentation.

Under no circumstances will a refund of fees be granted after the document verification process has commenced.

If you are ready to proceed please go to the next page to make your payment by Credit Card through Paypal or via a Paypal account. Once the payment has been completed a tax invoice will be generated automatically.

Step 1

Select “Continue” to proceed to the annual subscription payment process.

Business Registration Annual Subscription Document Uploads

You need to purchase the following subscription(s):

Subscription type Duration Expires Cost Tax Total

Annual Subscription lyear ¥ 31 Jan 2018 $100 $10 $110

Subscription calculation based on:

Total $110 AUD

paypal i

Step 2

Select your preferred payment option from the dropdown, then select “Pay”
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PURCHASING YOUR ANNUAL SUBSCRIPTION

Step 3
Vour order sumeary e You can pay for you subscription using the following options:

Dol An Pay with my PayPal account PayPal = . . .
Smcrpencon Comp 201, 4000 to your accountto complete 1. Using an existing PayPal account

Ema If you choose to pay via Paypal, you have the option to save these
em totak ! leSlJE'SD“@CQ;JSUS netau . .
- oo S details and create an account with PayPal.

Total $440.00 AUD
LiTois s o vt computec, Yt 2. Pay with a Credit or Debit Card
Login |

Please note you do not need to have a PayPal account to make
payment by selecting the Pay with a credit or Debit Card option.

» Pay with a credit or debit card

Cancel and retun to Test Busness's Test Store

Ste Feedback H

Statement Privacy Pk
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PURCHASING YOUR ANNUAL SUBSCRIPTION

Business Registration Annual Subscription Document Uploads

Product Description

Annual Subscription: Annual Subscription (1 year) Annual Subscription

Payment successful. Please click next to continue with the process.

Cost

$100

Tax Total Cost
$10 $110
Total $110 AUD

page 23

Step 4

Once your payment
has been executed
successfully you can
view and save the
invoice. To continue
click “Next.”
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UPLOADING COMPANY DOCUMENTS

Business Registration Annual Subscription Document Uploads

Document Uploads

Certificate Documents
Upload the following document
Public and/or Product Liability |
R e e 3 S A T Public and/or Product Liability Insurance (min $10M)
Upload the following document
'WHS Declarati
eciaration WHS Declaration

Please proceed with document upload by clicking en the upload document button. Note, if the same document appears multiple times, you will only be required to upload it once.

Status

Upload Document

Upload Document

Step 1
Upload all of the requested documents by clicking “Upload Document.”

Step 2

<NSW Electrical Contractor Licence

Upload File

Drag a file here to add it.

Maximum File Size 10MB

Supported Media Types JPEG Image, Microsoft Word File, PNG Image, POF File, Text File

Enter Additional Information
StartDate "

End Date

19/04/2014

Comment

Back

Histary

Click “Select File” or drag and drop the file
into the white rectangle to add the file.

Fill out any mandatory fields before clicking
“Submit.”




UPLOADING COMPANY DOCUMENTS

e ——"

Document Uploads

Please proceed with document upload by clicking on the upload document button. Nete, if the same document appears multipe times, you will only be required toupload it once.

Certificate Documents Status

Upload the following decument

EREicanbif it S EE v Publicandior Praduct Liability Insurance (min $10M) View Document B dhs Sehctios

Upload the following document

'WHS Declaration v WHS Declaration View Document Pending Verification

Step 3

Once all of the documents have been uploaded and their status is showing as “Complete” click “Next” to continue.

Please note that the “Next” button will only appear once all the documents have been uploaded.
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UPLOADING COMPANY DOCUMENTS

Business Registration Annual Subscription Document Uploads

Thank You

Your business profile has now been created. If we have any questions regarding your application or documentation one of our friendly staff will contact you using the details
you have provided.

By clicking on the submit button on this page, your profile and documents will be lodged for verification, and you will be returned to the home page. From here you can
continue with the next step in the process by creating additional office locations and contacts.

Clicking on the Manage My Office Locations tile will allow you to create additional office locations and enter address and contact details for these locations.

Clicking on the Manage My Business Details tile will allow you to edit your business information and edit or create new contact details.

Step 4

Your business registration will now be reviewed by Pegasus.
Pegasus will contact you via email if there are any returned documents that require your attention.
If no corrective actions are required, then an approval email will be sent once verification has been completed.

page 27



MANAGE MY BUSINESS
DETAILS



MANAGE MY BUSINESS DETAILS

ister Business —

Manage My Business
Details

nage My Business

Locations

Manage My Office

Register Business Details

rrrrrrrrrr

Step 2

i+

ppppp

+
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Step 1

After registering your business in the
Contractor Authorisation System you
will need to manage your business
details.

This includes business details,
compliance, documents and transaction
history.

To manage your business details from
the home page select the “Manage

my Business Details” tile. You can

also select the “Manage my Business
Details” in the menu down the left hand
side of the page.

To update or edit your business details ensure you have
selected “Details” from the tabs under the “Manage my
Business Details” header.

Make any required adjustments then select “Save.”



MANAGE MY BUSINESS DETAILS

<Manage My Business Details Step 3

Detall  Contacts  Compliance  DocumentLibrary  Transaction History:

To add a new business contact, select “Add.”

Add+

nnnnn

; _ Step 4
pame: Please select “Add” for each section of
information: Email Address, Address
Emall Addresses Ao and Phone number.
Addresses A
Phone Numbers ks
Step 5
New Email

Enter the email address that you wish to associate to this business contact. You have the option to
Primary Email make this the primary email by sliding the “Primary Email” bar to the right.

@ _

Please enter a valid email address ™
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MANAGE MY BUSINESS DETAILS

Mew Address

Type *

Primary Address
Country *

Australia

ET3

AddressLine 1*

Address Line 2

City/ Town *

State/Province * Postal/Zip Code ®

Step 6

Enter the new address that you wish to associate to this
business contact. You have the option to make this the
primary address by sliding the “Primary Address” bar to the
right.

New Phone Number

Type ™

Primary Phone Mumber

Mumber *

Cancel

o
w

Step 7

Enter the new phone number that you wish to associate to this business
contact. You have the option to make this the primary phone number by
sliding the “Primary Phone Number” bar to the right.




MANAGE MY BUSINESS DETAILS

Email Addresses

Email Primary
Addresses

Type Address Primary
Phone Numbers

Type Ph Primary

Step 8

Once all of the new information has
been added, select “Save.”

<Manage My Business Details

Detail  Contacts  Compliance  DocumentLibrary  Transac
Overview
V15 56/56 Certificates 1/10ther

Subscriptions

Name Description ExpiryDate

Category2 Category 2.Not AS/NZS 4801 Certified. Requires an SMS Review 1570272017
Certificates

Nam:

sMs

NSw

Active

Step 9

To view your business’s compliance, select
“Compliance” from the tabs under the “Manage
my Business Details” header. Here you can view
subscriptions, certificates and other areas of
compliance.



MANAGE MY BUSINESS DETAILS

<Manage My Business Details

Detail  Contacts  Compliance  DocumentLibrary  Transaction History

Nams Description Issue Dats Expiry Date Stat
NSW Buiiding Cont NSW Building Contractor Licence 220212016 25/08/2018 Approved View Document
NSW Electrical t NSW Electrical Contractor Licence 3/01/2016 01/207° Approved View Document
Minimus m $20M Cover 9/03/2015 30/09/2016 Approved View Document
Workers Compensation Insurance NSW. 230212016 Notready
ASIC Business Registration Certificate 13/10/2011 13/10/2016 Approved View Document
Workers Compensation 70172015 30/08/2016 Approved View Document
Worke: 2211020 Approved ot
Workplace Health & Safety Policy 8/03/2016 Approved ent
Workpiace Hesith & Safety Policy 91032016 Approved View Document
Risk M; t M dol Risk Management Methedology/Example 9/03/2016 Appr d View Document.
.g B Totat: 4 1 | 25 | 50| 100
<
Required Documents
Upload the following document
Wiew Document
<Manage My Business Details
Detail Contacts Compliance Document Library Transaction Histary
L L Only Complete ()
Invoice No. Type Payment Date Total Complete Invoice
3000000337 Purchase 15 Feb 2016 2:46:38 pm 000 ves
Total: 1 10 |25 | 50 | 100
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Step 10

You can view the details of a specific
certificate by clicking on its name.

Step 11

You can view the document that
was uploaded against this certificate
by selecting the “View Document”
button.

Step 12

To view the business’s transaction
history, select “Transaction History”
from the tabs under the “Manage my
Business Details” header.
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MANAGE MY OFFICE LOCATIONS

Step 1

E After registering your business in the
Contractor Authorisation System
Manage My Business .
Details Register Business Details you will need to manage your office
locations.

To manage your office locations from
Manage My Office ) the home page select the “Manage
my Office Locations” tile. You can
also select the “Manage my Office
Locations” in the menu down the left
hand side of the page.

Powered By Onsite

< Office Locations

Office Location

Total: 2

Step 2

To add a new office location, select “Add’”
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MANAGE MY OFFICE LOCATIONS

Office Location

Mame *

Drescription

Email *

Contact Name *

Cancel Continue

Step 3

Enter the required details of the office location and select “Continue.”

<Office Locations

Office Location

Active

Step 4

You will now need to provide contact details for the newly created office location. To do this, please click on the name of the new location.
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MANAGE MY OFFICE LOCATIONS

<Test Step 5

B Please select “Add” for each section of
o @D information: Email Address, Address

and Phone number.

Email Addresses Add4

Addresses Add+

Phone Numbers Add 4
Step 6

New Email Enter the email address that you wish to associate to this business

location. You have the option to make this the primary email by
sliding the “Primary Email” bar to the right.
Frimary Email

»

Flease enter avalid email address *

Cancel




MANAGE MY OFFICE LOCATIONS

WS AR dreas New Phone Number
Type*
. Type*
&
L
Primary Address
C) Primary Phone Mumber
Country * (‘_)
Australia =
MNumber *
AddressLine 1*
AddressLine 2
Cancel
City/Towarn *
Step 8
State/Province * Postal/Zip Code ™ . . . .
Enter the new phone number that you wish to associate to this business
location. You have the option to make this the primary phone number by
sliding the “Primary Phone Number” bar to the right.
Step 7

Enter the address that you wish to associate to this
business location. You have the option to make this the
primary address by sliding the “Primary Address” bar to the
right.



MANAGE MY OFFICE LOCATIONS

<Test Step 9
- [E3Ell| Once all of the new information has been added, select “Save.”
< Test Step 10
To view the location’s contact details, select
“Contacts” from the tabs under the location name
header.
To edit or view specific contact details, click on the
name of the contact.
To add a new contact, select “Add.”
<Lauren Test s @0 m _ Step 11
Please select “Add” for each section of information: Email

o Address, Address and Phone number. Enter the information
required and select “Save.”

o You can make any of these entries the primary information
AAAAAA for the location by sliding the “Primary” bar to the right.

it Once all of the new information has been added, select
“Save”

nnnnn




MANAGE MY OFFICE LOCATIONS

<Test

Detsils  Contacts  Categories

Expand All Collapse All

¥ Category

 Region

Step 12

You may choose to specify both the category that you are licenced to work in and the regions that you are licenced to complete work.
To view and edit the location’s category details, select “Categories” from the tabs under the location name header.
To expand and view the categories and regions, click on the down arrow for each.

<Test Step 13

Tick the categories that you are licenced to work in.

DOORS &WINDOWS - 278

>
>
>
>

FLOORING

¥ Region

v W NSW

¥ o CENTRAL & HUNTER REGION NSW

¥ Central Coast

' Hunter

' Nelson Bay

Step 14

Tick the regions that you are licenced to work in.

Please note, once you have ticked all of the categories and regions that you are licenced to work in, the categories section will save automatically.



Pegasus

Powered by Onsite

For questions or assistance please call 1300 305 072
or email communityselect@pegasus.net.au



