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Select LOGIN from the WPCG Website. Use your WPCG ID and Password. https://wpcg.com.au/
hior
Your User Menu will be displayed (see below).

This is your User Menu. 1. 2. 3.

From here, you can access a variety 1 XXXX @Hep  §Baance € Sign Out
of tools to manage your personnel ’ Work Place Clearance Group

in the WPCG system.

1. Your User ID is displayed here. User Menu
2. |f your company haS Credit W|th 4. Message Yiou have 14 people In your organisation whose cards will expire in Ine next 3 months. You can check individual status via Manage My Clearance 1ssuers link

WPCG, details are viewed here. (:s'} My Issuer Profile g

Manage Clearance Issuers

View your getails ang change your contact information and privacy -'\F'.'Il'll]'ﬁ Check the status and book/pay for clearance ISSUEers in your organisation

Instructions for using this credit

E% Manage Permit Officer Manage Retail Site Induction Users
IS |nC| u ded n th IS U ser G ul d e. Check the status and book/pay for permit officers in your organisation iﬂ"ﬁ‘(["; Check the states of Retall Site Induction wsers in your organisation
’ - F— . ! ) .
LOg off here. g Register New Clearance Issuer s Company Forms - Work Permit (High Risk)
. . . . Register New Clearance [ssuer for your company , . View your companies elecironic Work Permil Forms
4. You will receive a notification -
~— -
) (= Company Forms - Work Clearance and Minimum Controls = Order Books
Wh e n peo p I e In you r com pa ny , . View your companies electronic Wark Clearance and Minimum Conirol Forms \‘-‘.:; Purchase WPCG provided books for Clearance Issuers, Permit Officers and Licenced Training Providers

have an expiring accreditation.
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Register New Select Register New Clearance Issuer to register new people in your organisation that are not Sl Register New Clearance Issuer
(O EIELZW AT currently in the WPCG system. This will allow them to attend training provided by WPCG. Register New Clearance Isuer or your company

® User Profile

o (o oo
Complete the required fields.

Enter your legal first and last name as this will be used to generate your WPCG ID. Do not use Any due to ir name [ after you the fraining will incur a fee if a new WPCG ID needs to be generated.
) . © First Name: © Last Name:
Note - enter the person’s legal first and last name as
© Email Address: @ Confirm Email Address:
th is Wi I I be used to ge ne rate th ei r WPCG I D, Password must be between 4 - 8 characters, including at least one number
Password: @ © Confirm Password: @
Telephone: @ Mobile: @
Do not use nicknames! D@
Company Name - v
. o . - - @ Address Line 1: Address Line 2:
Click Submit Details. Submit Details N
@ Suburb: © Country: ) "
© State & Post Code: ~ ~

R I =
Your Profile v

after you Complete the training Wi” incur a fee if a neW 910 help us determine what access you require, please select from the following all that apply

[J Clearance lssuer -1 need fo be able to issue WPCG Clearance Forms so that | can perform low risk work at service stations and fuel depots.

WPCG ID needs to be generated. Comments:

User Type Mot Available

m Submit Details
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Clearance
Issuers

Select Manage Clearance Issuers to view and manage your company'’s registered Clearance
Issuers.

Note — if your company has multiple branches registered in the WPCG system, please contact us.
We can add those branches to your profile.

Manage Clearance Issuers

Check the status and book/pay for clearance issuers in your organisation

Find a User In the User Name field, type in the person’s Surname.
Ensure there is a tick in the box beside the person’s WPCG ID to select their record. 0 pefrEserRecon
Open User Click Open User Record, Edit. This allows you to update the User’s contact information. User Name
Record Note — you cannot change “Company Details”. If you need to update the company details, click on
: . .
th.e link pro.wded t.o contact us.
Click Submit Details to save.
Print Certificate | In the User Name field, type in the person’s Surname. R O  Status

Ensure there is a tick in the box beside the person’s WPCG ID to select their record.
Click Print Certificate.
Note — you can only print an accreditation certificate for people with a Current Status.

el  Print Certificate

Current

# Manage Clearance Issuers

O WPCGID User Name Company Name Status Profile

Open User Record Print Cerificate Book/Pay for Selected Left Company

Company WPCG
PreLearn Trainer Training
Accept Booked

Confirm
Payment

Expiry Renewal Renewal Renewed
Date Status Processed On

Attended
Classroom
Training

Trained

Trade Privacy Email
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Open User Record | Print Certificate | Book/Pay for Selected | Left Company

Company WPCG

Attended

[] WPCGID  UserName Company Name Status Profile [E):f:"' ';f;ﬁ‘:ﬁ' ﬁf::;:id gi”ewed PreLean ;r;;gz; gfg:(:.(? gz;.:z:t %I:Is‘;lsur:;cm Trained | rade Privacy  Email
X X X X X X X X X X X X X X X X
Removing Users | In the User Name field, type in the person’s Surname.
from the WPCG Ensure there is a tick in the box beside the person’s WPCG ID to select their record. 0
System Click Left Company. User Name -
. . Left Company
Note — you will be prompted to confirm you want to proceed.
Note — this action will not change the User’s email. If a company email is being used, you will X
continue to receive notifications.
Book and pay for | In the User Name field, type in the person’s Surname. Ensure the status is Current, if not, you will
registered Users | not be able to proceed with the booking. Vsorbame | T
to attend Ensure there is a tick in the box beside the person’s WPCG ID to select their record.
training Note - you can select multiple WPCG IDs if required. To do this, do not use the User Name field to
search, just scroll down the full list of users and put a tick against their IDs.
Click on Book/Pay for Selected.

MORE DETAILS ) )
— Let’s look at BlauedzeVAnE - Cw il in more detail ...
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™ Booking Form Q
Booking Details
Select the user/s and then click on Select Course
1 User Details User Details Training Details 2. Course Details Select Course
. ‘. A
1. User One (U00002) zg)’og;" WPCG Clearance Issuer v
JulSen Consulting JulSen Consulting (incl. online assessment)
Julsenconsulting@outlook.com julsenconsulting@outiook.com Cost: $486.00 (Including GST) Tue, 22 Apr 2025 (08:00 AM - 01:00 PM)  Virtual Classroom (Timezone: Brisbane Time - AEST) On-ine - ;]
X 2. User Three v
UT0004
JulSen Consulting ian
julsenconsulting@outiook.com 3. M‘SIJ
3. User Two -
UT0003 Date: Tue, 22 April 2025
JulSen Consulting « Virtual Classroom
julsenconsulting@outiook.com On-line Timezone: Brisbane Time (AEST) true

You have selected Course which reguires Work Clearance Issuer Preleamning Course to be completed before the booking. All or some
selected users have not completed this PreLeaming Course yet.

1. Select a single User OR multiple Users (useful if you are booking more than one User onto the same course).
2. Click on Course Details Select Course to view the available dates and locations.

3. Select the course, click Assign. Note —there are 2 things that can happen after this action:
IF the person has completed the mandatory PreLearning course, the selected course details will appear.
x IF the person has not completed the mandatory PreLearning course, a message will appear and the course booking can not proceed. Please follow up
with the User to ensure they complete the PreLearning Course before course the booking can proceed.
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= Booking Form Continued ..

1. Billing Details

Name Company
1. Complete the Email Phone
Bllllng Deta IIS' Payment Method: C Bank Transfer O Cheque O Credit Card O Invoice Me
Total Amount $ 486.00 Note: Allow up to 48 hrs processing time if choosing to pay via Invoice or Bank Transfer

2. Cancellation
Policy - accept
the terms and
conditions. P Canceliation Policy

Classroom Training
1. Your booking is not confirmed until payment received or company purchase order provided. We reserve the right to change the date of your booking if unpaid.

3 . Cl ICk Su bmlt tO 2. Registrations cancelled or reschedules made more than 7 days before the course date will attract a non-refundable $60 administration fee.
. . 3. Registrations cancelled or reschedules within 7 days prior to the date of the course will incur a late cancellation fee equivalent to the full course fee including GST.
f| na | ISe the 4. You may substitute another participant if nominated person is unable to attend at no cost. This must be confirmed prior to the start date of the course or admittance may be refused.

bOO kI ng 5. Course commencement is subject to numbers and notice of 5 working days prior to course start date will be given. If a course is cancelled you will receive a full refund or a reschedule date.

Online Assessment and Refresher
1. Refunds only available within 2 days of payment. If paid assessment or refresher not completed by user outside of this time, you may request for credit to be provided to your company for another user.

(] 1 accept these terms and conditions

.
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Sort Users by
Status

In the Status field, type Expired or Current

Status

expired  [x
Sort Users by In the Expiry Date field, type the year (i.e. 2025) OR the year and month (for example, July 2025 - Ezf;"f Ez*:e'“‘ Status
Expiry Date >202507).
Note — to ensure accurate search response, make sure the Status field is empty. 2025 |x 202507 | x ' X

At the bottom
of the screen ..
there is the
option to export
the data

Important note — only the data displayed on the screen will be exported. Make sure you change
the display number to ensure all data is shown (default display is 20). 20~

To export the data, click on the export button.

Data will be exported to an excel file (pop up will appear) and will be saved in the downloads
folder of your computer.

Page 1

« Page 1

of 12 » M 20 ~  View 1-20 of 235

of 1 500  w  View 1-2338 of 238

Downloads

il MC0376_2503141610.xsx
Open file

2

there is also the
option to print
the data

Important note — only the data displayed on the screen will be printed. Make sure you change
the display number to ensure all data is shown.
To print the data, click on the print button.

=

¢
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Manage Permit

Please refer to those instructions.

Select Manage Permit Officer to view and manage your company’s registered Permit Officers.
Officer Note - these actions are similar to Manage Clearance Issuers.

% Manage Permit Officer
4 Check the status and DOOI(."pay for permit officers in your Orgal'lisatiﬂn

22 Manage Permit Officers

Q Search & Clear

[J WPCGID = UserName = Company Name = Status = Profile

Update Records Open User Record Print Certificate Book/Pay for Selected Left Company m

—_ — Expiry i . Confirm i . P1 Asmt. = -Tel'm e -TE,‘I'II’I — Refresher ST Permits Field
= User Typ= — Training — | Training Review Review Renewal Status= = Asmt. . !
Date = — Payment= — Completed — — Asmt. = — Submitte®  Asmt. Ori
Book on= Date = Status = Due Date= Status =
X X X X X X X X X X X X X
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Manage Retail Select Manage Retail Site Induction Users to view and manage your company’s list
. . of registered Retail Site Induction Users. Manage Retail Site Induction Users
Site Induction g ) . T °
Note — these actions are similar to Manage Clearance Issuers. =3 Check the status of Retail Site Induction users in your organisation
Users Please refer to those instructions.
«+. Manage Retail Site Induction Users
[]  Usemame Full Name Company Name Status Card Expiry Renewal Due Induction Init. Induction Comp. Email Suburb State EEZZ Clients
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Select Company Forms — Work Permit (High Risk) to view the list of electronic forms created by Company Forms - Work Permit (High Risk)
current Permit Officers in your company.

Note — you have view access only. - _

0,

Company Forms
— Work Permit
(High Risk)

0

View your companies electronic Work Permit Forms

X

Click on the WP # and the Work Permit will be displayed.

AMDZ30_250212_1

WORK PERMIT

Permit # Status: Closed

The original of this permit must be available at the work site with all applicable certificates, risk assessments, drawings and any other associated documents cross referenced on this form.
This permit alone does not authorise hot work, confined space entry, ground disturbance or working at heights and must be accompanied by certificates for each of these high-risk activities included in the work scope.

8 CreateaCopy © collapseAl C»cClose | cerificates~ | PDF ~ h

WPCG Contractor Details

WPCG ID: Accreditation Expiry Date: 16 Mar 2027
Contractor Name: Contractor Company: ® Open
will be the Authorised Permit Officer for this Work Permit ? ves Click PDF/Open to
download and print
Details of Permit Preparer the permit.
WPCG ID # Name: Company: Phone: 'L E’

Details of Authorised Permit Officer

Authorised Permit Officer ID: Authorised Permit Officer Name:
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N EINA el Select Company Forms — Work Clearance and Minimum Controls to view the list of electronic
forms created by current Clearance Issuers in your company.

— Work .
Note — you have view access only.

Clearance and
Minimum Click on the Form # and the Work Clearance Form will be displayed.

Controls

EE Company Forms - Work Clearance and Minimum Controls

View your companies electronic Work Clearance and Minimum Control Forms

Form #

X

WCF-JTAS-DEWTFM

Company Forms - Electronic Work Clearance Forms

Work Details B Collapse All

G OpenEndofDay Signoff K PDF~  © Close -

Status: Work Commenced [ Toli=) Form # s m e

Work Clearance Issuer ID: WPCG Expiry Date:

Arrival At Site: On armival at the location, report fo the Site Operator to let them know thaf you are on site and what you have come to work on. The Site Operator may direct the contractor fo cease work at any time.

Client Company: Qil Company:
Client Order/Job No Number of Workers:
Location Name: Location Address:
State:
Work Description: Fault find
Tools/Equipment to be used: Hand tools testing equipment
Where are the works going to be conducted ? x4 shazardous-area

(select YES or NO, and refer to either site hazardous zone drawings or the standard WPCG hazardous maps) + Inside site shop, site office, or outside a hazardous area

!

® Open

2 Re-Generate

Click PDF to Open
(download and print
the clearance) OR
Re-generate the
clearance.
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Order Books Select Order Books to purchase pads of Work Clearance Forms and Minimum S Order Books
P
CO nt rol Ch ECk| IStS. = Purchase WPCG provided books for Clearance Issuers, Permit Officers and Licenced Training Providers
. . L . Cost: $9.59 (ex. GST) Quantity: Add Shipping Information
Type in the Quantity, select Add Shipping Information.
PAD Order
Instructions: Place your order by marking the quantity required. Postage will then be calculated. If you require express postage, please contact us directly.
¥ Work Clearance Form & Minimum Controls Checklists
= Work Clearance Ferm T Minor Hot Werk Checklist (Minimum Controls)
Used for all work on WPCG sites. Can only be used by accredited clearance issuers. Each pad contains ':..:, Supports the clearance form when minor hot work is involved. Can only be used by accredited clearance
e 30 forms. If you want to order a box of pads you need to order 50 pads. p— issuers trained in minimum controls. Each pad containg 25 forms.
Cost: $9.59 (ex. GST) Quantity: B Cost: $7.00 (ex. GST) Quantity: C]
———r Minor Ground Disturbance Checklist (Minimum Controls) e Minor Work at Height Checklist (Minimum Controls)
- Supports the clearance form when minor ground disturbance is involved. Can only be used by accredited e Supports the clearance form when minor work at height is involved. Can only be used by accredited
= clearance issuers trained in minimum controls. Each pad contains 25 forms. = clearance issuers trained in minimum controls. Each pad contains 25 forms.
—— Cost: $7.00 (ex. GST) Quantity: [:] e— Cost: $7.00 (ex. GST) Quantity: C]

P Licenced Training Provider Resources

Only applicable to Licenced Training Providers. A PAD Order Summary will be displayed. PAD Order

Check the order details. Complete the
p,

required Billing, Delivery and Payment
details. Click Submit Order.
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Using your From the User Menu, if you have credit with WPCG, you will see $ Balance.
Company $ Balance credit balance is $ 888.00

) Click $ Balance to view how much credit your company has.
Credits

1 @ rHelp  $ Balance (3 SwiichUser  C* Sign Out

The option to pay for
training using the ¢> Work Place Clearance Group
credit is available as a
payment option if = Booking Form Q

there are sufficient

Booking Delals

funds to cover the full

d User Details Training Details Course Details
amount ue. 1. User One (UO0002) WPCG Issuer Refresher Training Cnline
JulSen Consulting Cost $143.00 (including GST)

wzenconsulting@outiock.com

Part payments are

x not available (ie
part credit/part

funds transfer).

Hame Company

ulSen Consulling

Email Fhone

Fayment Method: Bank Transfer Chegue Credit Card nvoice e

* Compamy's current credit balance is S888

Total Ameunt £ 143.00 Mote: Allow up to 48 hrs processing time if choosing to pay via Inveice or Bank Transfer
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