
Northwest Rapid Transit 
Contractor Management System

User Guide for Registering your Company and Purchasing Cards



Overview
Information for Rail Workers: 
Contractors must ensure their employees and subcontractors working on the Sydney 
Metro Northwest Project are competent and qualified to work on site.

NRT requires all rail workers (contractors and subcontractors) to hold a valid Rail 
Industry Worker card or a Northwest Rapid Transit card with the relevant NRT roles to 
work on the project. 
 
This section applies to workers deemed to be working in the rail corridor or “Red” zones 
(delineated live rail environments) who must comply with the Rail Safety Act and project 
specific requirements. If you are unsure if you are required to work in these areas, please 
contact your NRT representative.

Information for General Workers: 
General workers (non-rail workers) who wish to work on the Sydney Metro Northwest 
Project must first register in the NRT Contractor Management System and hold an NRT 
card with the correct roles to work on the project.

For questions or assistance please call 1300 309 566 or email nrt@pegasus.net.au. 
Contractor Information Site nrtcontractors.com.au



Contractors must ensure their employees 
and subcontractors working on the Sydney 
Metro Northwest project are competent and 
qualified to work on site.

NRT requires all rail workers (contractors 
and subcontractors) to hold a valid Rail 
Industry Worker card or a Northwest Rapid 
Transit card with the relevant NRT roles to 
work on the project. 

To update roles on a Rail Industry 
Worker card, please go to http://www.
railindustryworker.com.au and click 
“REGISTER NOW” in the top menu bar. This 
will direct you to the RIW portal where you 
can add the required NRT roles to your RIW 
card.

Once on the home page for the RIW 
Contractor Management Portal, click “Login.” 
Login using your existing username and 
password.

Follow the directions in this user guide, 
noting that you are in the RIW portal instead 
of the NRT Contractor Management System.

To update roles on a NRT card, continue to 
the next page to follow the user guide for 
adding roles to an existing NRT card in the 
NRT Contractor Management System.

Purchasing a RIW or NRT card
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Northwest Rapid Transit Contractor Management System

Please follow this step-by-step guide to register your business in the Northwest Rapid Transit Contractor Management 
System.

Step 1

Please go to http://www.nrtcontractors.com.au and click on “Register/
Login” in the top menu bar.

Once on the home page for the NRT Contraactor Management System, 
click Register.”

If your company exists in the portal, but you need to purchase new cards, 
continue to step 1 on page 8.

If you know that you are an existing company, and your employees exist in 
the NRT Contractor Safety Management System, please see the Existing 
cardholders portal user guide that can be found on the Documents & 
information page of the Northwest Rapid Transit Contractor Information 
Page:  
www.nrtcontractors.com.au/documents-&-information/
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Step 2

Select the country that your business operates in.

Step 3

Enter your ABN and select “Search.”
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Step 4

Select “Register” for your preferred business name from the returned 
results .

Step 5

Enter all business details.
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Step 6

Once you have entered all of your business details, agree to the declaration, 
then select “Request Registration.” 

Step 7

Your business registration application has now been submitted for review. 
Once your application has been processed, you will receive an email with 
your login details. Return to the system and use these details to login.
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REGISTERING EMPLOYEES AND 
PURCHASING NEW CARDS
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Step 1

To login, enter your username and password that you created during 
registration.

Step 2	

Select “Manage Roles.”
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Step 3

Select “Add New Employee.”

Step 4	

Enter all of the employee’s details.
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Step 5

Select if they are a contractor, agree to the terms and conditions, then 
select “Save and Close.”

Step 6

Select “Work Roles.”
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Step 7	

Select “Manage Roles.”

Step 8

Verify where you would like the card to be sent to, by either selecting 
“Company” or “Person,” check the details are correct, then select “Next.”
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Step 9	

Select “Confirm.”

Step 10

Select “Add New Role.”
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Step 11

Select the roles you wish to add to this employee by clicking on the role. 
Once all of the roles have been selected, click “Add # Roles.”

Step 12	

You will now be required to upload mandatory documentation for the 
role/s you are adding.
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Step 13

To view the mandatory documentation required for each role, click on the 
role.

Step 14	

Upload each mandatory document by clicking on the name of the required 
document. Click “Select or Upload Document” to add the document.

Business Rules 
Every competency and file upload will have a related business rule. These 
business rules explain what evidence is required and will be accepted 
by NRT. Providing documentation which is compliant with the required 
business rules will speed up your approval of the related documents.  If the 
document you upload does not meet the business rules it will be returned 
to you to resubmit and will delay your application. 
 
To view the business rules for the document you are uploading, select 
“Business Rules.” 
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Step 15

Upload documents to the document library by selecting “Upload New 
Document.” Select the document from your computer that you wish to add 
to the library. 

Once you have documents in your library, click “Select # Document” to 
upload the document/s against a competency.

If you upload a PDF with multiple pages, you can select which page to 
upload to the competency you have selected.

Step 16	

For each document, enter all information, then select “Save & Next.”

Continue uploading all mandatory documentation for each competency.
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Step 17

When uploading the photo for your employee, select “Upload,” then choose 
the photo from your document library or your computer.

Step 18	

Select “Crop.”
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Step 19

Use the crop box to crop the photo. Once finished, select “Done” and then 
“Save & Next.”
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Step 20

Mandatory Inductions 
The combined NRT project and worksite and Rail Corridor induction will be mandatory for all new people applying for a NRT role (accept “Administration” 
and “Hassell Design” roles). This course  will be automatically selected for you.

Optional Inductions 
If you need to enrol into the Tunnel or Rail Corridor Induction (Only)  select “Next” or scroll down to the optional section and proceed to step 20.  
If you do not need to complete the Rail or tunnel induction, select “Checkout” button. 

There are 2 optional inductions that you may need to enrol into depending on where the individual is working: 
1.	 Project.Induction.Rail Corridor 
	 a. To be selected if working in the “Red Zone” live rail corridor 
2.	 Project.Induction.Tunnel 
	 a. To be selected if working in the Tunnel

Within the optional section select the relevant induction, and tick “Enrol in required courses for this competency” and select “Save”. 
If you need to enrol into both inductions do not press “Save & Checkout” until you have selected both of them.

Once you submit this will lock the person’s profile until Pegasus verify the changes made and documents uploaded. If you accidentally press submit, 
then contact Pegasus to have your application returned.
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Step 21

Your employee’s application and subscription will be added to the cart. 

Select “Checkout” to proceed to payment.
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Step 22

Choose your payment method, then select “Checkout.”

Step 23	

On successful payment you will be emailed a copy of the related invoice.
Select “Download Your Invoice,” or “Continue Processing Employees.”
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You now have successfully completed your role application and induction booking. The individual will receive an email with the link to complete their 
online induction and your documents will be sent to Pegasus for verification and approval.

Work Requirements 
Before starting work on the Sydney Metro Northwest Project, contractors must have: 
1.	 their competencies verified (allow Pegasus three business days to verify your documents in the system), and 
2.	 inductions completed

Only after both of these steps are complete can you access site. 

For more information about site access requirements please visit http://nrtcontractors.com.au/induction-work-requirements/
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For questions or assistance please call 1300 309 566
or email nrt@pegasus.net.au


