
How to add new workers
Manual / individual add

New workers can be added to your account any time through the Workers page in your portal. You can add workers one at a time or use a 
spreadsheet to upload multiple new workers in bulk. 

The following guide provides step-by-step instructions if you’d like to add a worker manually or individually.
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Step 1 – Open The Worker Page In The Portal

After you’ve logged into the portal, click on Workers in the menu. 

Click on the Add Worker button in the top right corner.
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Step 2 – Add Worker

There are 3 options for adding a new worker – adding a worker that has been registered before with another employer, adding a worker that has been 
registered on your account before, or adding a brand-new worker. If you’re not sure if a worker has been registered before, you can still use the new 
worker option and we’ll match the worker up with their existing account.

To add a worker who has been registered before, you’ll need their Worker Registration Number and date of birth. Click on the Continue button next to 
Registered Worker.

Add a Registered Worker

Type in the Worker Registration Number in the field as indicated. Use the calendar or type in the worker’s date of birth, then click the Search button.
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Step 2 – Add Worker (continued)

If a matching worker is found, their name and date of birth will be displayed with fields to complete for their mobile number, email address and postal 
address. Enter the postcode in the Suburb field to bring up a list of matching suburbs, then select the right one from the list.

Add a Registered Worker (continued)
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Step 2 – Add Worker (continued)

Scroll down and use the calendar or type in the worker’s start date. Use the drop-down boxes to select the Worker Type, Employment Type and Work Type. 
Click the Continue button to add the new worker.

Add a Registered Worker (continued)
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Step 2 – Add Worker (continued)

Add a Returning Worker

To add a worker who was previously registered with your account, click on the Continue button next to Returning Worker.

A list of previously registered workers will be displayed for you to choose the worker you want to add. If there are a lot of workers, you may want to use 
the search functionality at the top to narrow it down. When you find the worker you want to add, click on the radio button next to their name then click 
the Continue button. If the worker you want to add does not appear in the list, you can add them as a New Worker.



How to add new workers: manual / individual import
February 2020

Step 2 – Add Worker (continued)

Add a Returning Worker (continued)

The worker’s name and date of birth will be displayed with fields to complete for their mobile number, email address and postal address. Enter the 
postcode in the Suburb field to bring up a list of matching suburbs, then select the right one from the list. 
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Step 2 – Add Worker (continued)

Add a Returning Worker (continued)

Scroll down and use the calendar or type in the worker’s start date. Use the drop-down boxes to select the Worker Type, Employment Type and Work Type. 
Click the Continue button to add the new worker.
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Step 2 – Add Worker (continued)

Add a New Worker

To add a new worker, click the Continue button next to New Worker. You can also use this option to add a registered or returning worker. If the new worker 
has an existing account with Portable long Service Leave, we’ll match them up.
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Step 2 – Add Worker (continued)

Add a New Worker (continued)

To add a new worker, click the Continue button next to New Worker. You can also use this option to add a registered or returning worker. If the new worker 
has an existing account with Portable long Service Leave, we’ll match them up.
Fill in the personal details for the new worker as shown. Fields with an asterisk * are required to be completed.
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Step 2 – Add Worker (continued)

Add a New Worker (continued)

Add Contact Details for the new worker, including Mobile or Phone Number, Email Address and Postal Address.
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Step 2 – Add Worker (continued)

Add a New Worker (continued)

Scroll down and enter the employment information for the new worker, including their start date, Worker Type, Employment Type and Work Type.
When you have finished entering all the information, click Save & Close to add the new worker.


