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John Holland Contractor Mangement System

Please follow this step-by-step guide to register employees and assign roles in the John Holland Contractor Management 
System.

Step 1

Please go to https://johnholland.poweredbyonsite.com and login to the 
Companies roles portal using the login details you nominated during 
registration.

Step 2

From the home dashboard, select “Manage Roles.”
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Step 3

Search for your employee by 
entering the person’s first or last 
name, when you see the person 
in the list click on their name to 
expand their profile.

If you don’t find your employee, 
select “Add New Employee.”

Step 4

When entering a new employee, provide the personal 
information, then select “Save.”

If the employee exists in the system, you will be prompted to 
confirm their personal information and provide any missing and 
mandatory information.

Please Note: the email address entered against the employee is 
the email address that will receive online training invitations, so 
please provide the employee’s email address.
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Step 5

Once you have confirmed these 
details, select “Continue” to add the 
role.
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Step 7

Select the role you wish to add to the employee, then select “Add # Roles.”

Step 6

Select “Add New Role.”
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Step 8

You will now be required to upload any required 
documentation for the role.

Click on the first competency to begin the 
supplying your documentation. 

Step 9

Click “Select or Upload Document”
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Step 10

Select “Upload New Document” when the Document Library appears. 
Locate and upload the document from your computer

The selected document/s will now display in the Document Library. Select 
the document that you are uploading against the competency. Select the 
relevant page/s, then click “Select # document/s.”

Step 11

Enter the document information, then select “Save & Next.” 
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Step 12

Some sections may require you to 
answer a question. In this case, tick the 
appropriate response and select “Save 
and Next.”

Step 13

If a competency is issued via training, tick to “Enroll in 
required cources for competency,” then select “Next” or 
“Checkout.”
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Step 14

Enter the document information, then select “Save & Next.” 
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Step 15

To upload a photo the your employee’s profile, select “Upload.”

Step 16

Crop the photo, then select “Done” and “Save & Next.”
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Step 17

You may now complete the same process for other 
employees. or you can checkout and finalise the payment 
process. 

Once you have added the role to the employees, select 
“Checkout.”

Step 18

Review the items in your shopping cart, before selecting 
your payment preference then “Checkout.”
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Step 19

Individual contractors that have been enrolled in training courses by their 
administrator will need to create an e-Learning account. The worker/s will 
receive an email that contains links to the e-Learning platform.

If the contractor/s already have an Onsite login, the can set up their 
e-Learning account using the same username and password.
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Step 20

Once the contractor has logged into the 
e-Learning platform, the list of courses they 
are required to complete will be visible. 

Click on the course to begin. The yellow tile 
status indicates that the course is outstanding, 
once the course has been successfully 
completed it will become green.

Step 21

On beginning a training course, a summary 
will appear.

You may be required to complete a Social 
Responsibility or Individual questionnaire. If 
you are presented with one, select “Launch.”

Please note, the course modules have a 
dependency requirement. You must complete 
each section in order and will not be able to 
access the next section until you have met the 
course module requirements. 
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Step 22

If you have completed a questionnaire and you 
have not been automatically redirected to the 
course module dashboard, select “Exit.”

Step 23

Select “Launch.”

To complete a training course you must have 
Adobe Flash installed.

In the latest versions of some browsers, Flash 
is restricted.  
Issues that may arise if Flash is not installed or 
supported can include: 
 
•   Grey screen displays when the second 
iiiiimodule of this induction launches 
•   Some PCs automatically update to the 
iiiiilatest browser version. This can cause fire 
iiiiiwall restrictions to block access to Flash.

Please note, Flash is not supported on Apple 
products like iPads and iPhones.



page 15

R E G I S T E R I N G  YO U R  E M P LOY E E S  A N D  A D D I N G  RO L E S

Step 24

Progress through the course, reading the information 
and answering the questions.

Step 25

Once the assessment has been completed, the results 
will be displayed.

Once you have completed the course, select “Save & 
Exit.”
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Step 26

Once you have completed the course, select “Save & 
Exit.”

Step 27

View the course summary and download the course 
certificate from the individual’s profile.
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Step 28

If you have classroom training courses to book, available 
dates will display as a yellow circle. Click the date you 
wish to book into, then select “Submit”.

Step 29

The date will display as green once it you have 
confirmed it. Next, select “Submit.”
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Step 30

Confirmation of the face to face course date will be received by email.

Step 31

Clicking the link in the confirmation email will take the individual to the 
event detail, to review the event detail click on the calendar icon  

This event will display as locked until verified by site administration once 
the course has been attended and successfully completed.
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For questions or assistance please call 1300 777 245 
or email johnholland@pegasus.net.au


