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Log In Select LOGIN from the WPCG Website.  Use your WPCG ID and Password.
Your User Menu will be displayed (see below).

https://wpcg.com.au/

WPCG Company Admin User Guide
If you require any assistance, 

contact enquiries@wpcg.com.au

This is your User Menu.  

From here, you can access a variety 

of tools to manage your personnel 

in the WPCG system.

1. Your User ID is displayed here.

2. If your company has credit with 

WPCG, details are viewed here.  

Instructions for using this credit 

is included in this User Guide.

3. Log off here.

4. You will receive a notification 

when people in your company 

have an expiring accreditation.

http://www.wpcg.com.au/
https://wpcg.com.au/
mailto:enquiries@wpcg.com.au


Complete the required fields.

Note - enter the person’s  legal first and last name as 

this will be used to generate their WPCG ID.

 

Do not use nicknames! 

Click Submit Details. 

Note - any changes due to incorrect name registered 

after you complete the training will incur a fee if a new 

WPCG ID needs to be generated.

Register New 
Clearance Issuer

Select Register New Clearance Issuer to register new people in your organisation that are not 
currently in the WPCG system.  This will allow them to attend training provided by WPCG.

If you require any assistance, 
contact enquiries@wpcg.com.auWPCG Company Admin User Guide
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Manage 
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.

Find a User

Open User 
Record

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.
Click Open User Record, Edit.  This allows you to update the User’s contact information.
Note – you cannot change “Company Details”.  If you need to update the company details, click on 
the link provided to contact us.
Click Submit Details to save.

Print Certificate 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.
Click Print Certificate.
Note – you can only print an accreditation certificate for people with a Current Status.

mailto:enquiries@wpcg.com.au


Removing Users 
from the WPCG 
System

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. 
Click 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 
continue to receive notifications.

Book and pay for 
registered Users 
to attend 
training

In the User Name field, type in the person’s Surname.  Ensure the status is Current, if not, you will 
not be able to proceed with the booking.
Ensure there is a tick in the box beside the person’s WPCG ID to select their record. 
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.

Let’s look at Book/Pay for Selected in more detail …

If you require any assistance, 
contact enquiries@wpcg.com.auWPCG Company Admin User Guide

Continued ..
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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. 
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.

If you require any assistance, 
contact enquiries@wpcg.com.auWPCG Company Admin User Guide
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Continued ..

1. Complete the 
Billing Details.

2. Cancellation 
Policy - accept 
the terms and 
conditions.

3. Click Submit to 
finalise the 
booking.

If you require any assistance, 
contact enquiries@wpcg.com.auWPCG Company Admin User Guide
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Sort Users by 
Status

In the Status field, type Expired or Current

Sort Users by 
Expiry Date

In the Expiry Date field, type the year (i.e. 2025) OR the year and month (for example, July 2025 -
> 202507).
Note – to ensure accurate search response, make sure the Status field is empty.

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).
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.

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.  

If you require any assistance, 
contact enquiries@wpcg.com.auWPCG Company Admin User Guide
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Manage Permit 
Officer

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

mailto:enquiries@wpcg.com.au


If you require any assistance, 
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Manage Retail 

Site Induction 

Users

Select Manage Retail Site Induction Users to view and manage your company’s list 
of registered Retail Site Induction Users.
Note – these actions are similar to Manage Clearance Issuers.
Please refer to those instructions.

mailto:enquiries@wpcg.com.au
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Company Forms 

– Work Permit 

(High Risk)

Select Company Forms – Work Permit (High Risk) to view the list of electronic forms created by 
current Permit Officers in your company.
Note – you have view access only.

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

Click PDF/Open to 
download and print 

the permit.

mailto:enquiries@wpcg.com.au


If you require any assistance, 
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Company Forms 

– Work 

Clearance and 

Minimum 

Controls

Select Company Forms – Work Clearance and Minimum Controls to view the list of electronic 
forms created by current Clearance Issuers in your company.
Note – you have view access only.

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

Click PDF to Open 
(download and print 

the clearance) OR 
Re-generate the 

clearance.

mailto:enquiries@wpcg.com.au


If you require any assistance, 
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Order Books Select Order Books to purchase pads of Work Clearance Forms and Minimum 
Control Checklists.

Type in the Quantity, select Add Shipping Information.

Only applicable to Licenced Training Providers. A PAD Order Summary will be displayed.  
Check the order details.  Complete the 
required Billing, Delivery and Payment 
details.  Click Submit Order.

mailto:enquiries@wpcg.com.au
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Using your 

Company 

Credits

From the User Menu, if you have credit with WPCG, you will see $ Balance.

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

The option to pay for 

training using the 

credit is available as a 

payment option if 

there are sufficient 

funds to cover the full 

amount due.  

Part payments are 

not available (ie 

part credit/part 

funds transfer).

mailto:enquiries@wpcg.com.au
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