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Logging Into Your Company

1. Go to https://dsp.poweredbyonsite.com

2. Select the Company Admin option – this is used to add, register and edit workers 

3. Enter in your provided Username and Password

4. Press Login to continue

                 

https://dsp.poweredbyonsite.com/


Worker Registration



Register Your Workers

1. Select the Manage Employees menu option or tile

2. This will change the screen to view your list of current workers (if any)

                 



Register Your Workers

The Manage Employees module is used to view, add and edit 
personal information, end employment and more importantly, 
invite the worker to the Individual Worker Portal.

Clicking Manage Employees, will change the screen and you can 
access the worker's profile.  

                 

At anytime you can see the status of your worker in the 
portal by pressing the ? Icon. This will show you where the 
status is at. One extra icon not shown is a Padlock icon. 

This represents the worker has has some documents 
submitted but is still awaiting verification of those 
submitted documents/application.



Register Your Workers

Viewing the Manage Employees screen, your list of workers is shown here, and you can 
choose to add a new employee.

There are other options as mentioned previously however, as we are creating a new 
employee, at this time press Add New Employee.  

                 



Register Your Workers

The Add New Employee screen will appear on the 
right hand side of the screen. You can now start 
entering in the required details for this employee. A 
Photo will be required. Press the Upload button to 
proceed.

The photo must be very similar to a passport style 
photo. This means it must be of the full face and 
some shoulders, cannot have sunglasses on, and no 
hat. It must also be in focus and if possible, on a 
white background behind the person having their 
photo taken.

You will need to crop the photo to fit the portrait 
section. To do this, move or pull at the edges of the 
pins (see arrows) to show the face in the middle of 
the section. 

Press Done when complete. This will then let you 
continue to answer the questions.



Register Your Workers

Continue to complete the mandatory 
items in the list.

Items that are mandatory and must be 
completed will appear with a red asterisk 
(*).

Please enter as much detail as possible.

Once all completed, read and agree to 
the terms and conditions and then press 
Save & Close. 



Register Your Workers

The new employee will now appear in the list of employees under Manage Employees.

If any already existed, you would also see those under this menu.

Click on the new employee created to see more details about that person.



Register Your Workers
On the Right Hand of the screen, you can 
see the newly added employee in more 
detail. You can see the details that have 
been given to the employee during the new 
employee process.

You can see the personal details, but these 
can always be edited by clicking on the edit 
icon to the right of the Employees name.

You can now also see:
- Current Work Roles  and their status
- Invite Employee Option to the Individual   

Worker Portal (not covered in this guide)
- Site Associations (not covered in this guide)
- End Employment (not covered in this guide)

Repeat this process for any additional employees.



For any Questions or Assistance Please Call

1300 192 365

Or Email  dsp@pegasus.net.au


