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Contractor Management System

User Guide for Registering Employees and Booking Inductions
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Step 1

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

Once on the home page for the Sydney Water Contractor Management 
System, click “Login.”

Step 2

Login to the Sydney Water Contractor Management System by entering 
the login details that were emailed to you during registration.
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Step 3

On the homepage select “Manage 
Employee Data.”
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Step 4

To add an employee, enter a fragment of the employee’s name, then 
select “Search.”  
 
To show a list of all registered employees, leave the search field blank, 
then select “Search.”

Step 5

If the system returns with no matches, select “Add Employee.”
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Step 6

Enter all of the information required, agree to the declaration, then select “Save.”
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Step 7

Scroll back to the top and select “Submit.”

Step 8

Select “Process.”
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Step 9

Enter all information and click “Select Roles.”

Step 10

Tick all relevant roles, then select “Apply.” 
 
To continue the registration process, once you have applied the roles, exit the 
pop up screen by clicking the cross in the top corner of the window.
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Step 11

Upload all required documents by selecting “Upload.”

Step 12

To upload the file from your computer, select “Choose File.”  
Enter all required information, then select “Upload.”
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Step 13

Once you have uploaded the employee’s photo, you will be redirected to crop the photo.

Step 14

Use the instructions on the right of the web page to crop the image. While clicking, drag 
your cursor over the image to create the selection box. Use the Final Photo box on the 
right of the page to direct you.
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Step 16

Choose the month from the dropdown to see the available course 
times. Select “Book” to book into the training course.

Step 15

Select “Book” for the training event that you wish to book your 
employee into.
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Step 17

The training status will change to “Pending.” 

Tick to agree to the declaration, then select “Save.”

Step 18

Scroll to the top of the page, then select “Submit.”

You wll be redirected to the checkout process to 
finalise this booking.
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Step 19

Select “Continue” to be redirected to the homepage of the system, or select 
“Logout” to logout.
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For questions or assistance please call 1300 305 072 
or email lsct@pegasus.net.au


