
U S E R  G U I D E - P e n d i n g  A c t i o n s

CONTRACTOR MANAGEMENT 
PORTAL



Login to the Contractor Management System

LOGIN

Go to 
idemitsucontractors.com.au and 
click “Login” in the top menu.

http://idemitsucontractors.com.au/


LOGIN

On the home page of the 
Idemitsu Contractor 
Management System, enter 
your username and password 
and click “Login”.

Login to the Contractor Management System



PENDING ACTIONS



Once logged in, click the 
“Pending Actions” button.

Choose an option.

Pending Actions

▪ If documents supplied are incorrect, your application will be returned to 
be updated.

▪ Email notifications will be sent to both the company administrator and 
the worker.

▪ The following pages will step through each Pending Action category 
below.



STEP 1

Click the tick box next to the name 
of the worker/s you need to renew. 

Click “Add To Cart” or “Add All to 
Cart “

Click “Checkout” to proceed to 
payment

Subscription Renewals

▪ Subscriptions that have expired or are due to expire will appear here, 
listing the date



STEP 2

Subscription Renewals

If training is required to renew 
a subscription, click “Select 
Date”  and choose a session 
from those available.

Press “Select Session” to book.



STEP 1

Click “View Comment” to find the 
reason the application was 
returned. 

Click “Continue” to resolve the 
issue.

▪ Continue an application that was not completed correctly and needs 
attention

▪ Applications may be returned due to:
- incorrect files uploaded
- fields completed incorrectly
- photo not correctly taken

Returned Applications



STEP 1

Click “Continuing Applications” to 
delete or continue an application. 
Click  “Continue” 

At the Employees Selected Page, 
click “Continue” to open the 
“Manage Roles” screen and finish 
the application.

▪ Continuing applications are those you have started but not completed. 

Continuing Applications



STEP 1

The comment will tell you why the 
employee application was 
returned.

Click “Edit” to make changes, and 
“Continue” to process this 
application.

▪ Returned Employees are applications for new employees that have 
been submitted but returned.

▪ Applications are returned if:
- They will create a duplicate
- Data entered in the employee information fields is incorrect. 

Returned Employees



Provided are a few examples of 
the email communication you may 
receive regarding your worker.

Email Examples

▪ Pending actions will be sent to the administrator who initiated the 
application. The contact email can be updated.

▪ Notification emails will also be sent for completed applications, 
including roles added and cards approved.



FOR ANY QUESTIONS OR ASSISTANCE PLEASE CALL

1300 306 384

OR EMAIL   inductions@pegasus.net.au


