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R E Q U E S T I N G  A  C A R D

ESI worker

Please follow this step-by-step guide to enrol new workers in the ESI worker program.

Step 1

Please go to http://www.esiworker.com.au  and click on “Login” in the top menu bar.
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R E Q U E S T I N G  A  C A R D

Step 2

On the home page of the ESI worker portal, enter your login details 
and click “Login.”

Note: the password is case sensitive.

Step 3

On the home page of your portal, use the dashboard tile or the side menu 
to select “Manage Roles”..
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R E Q U E S T I N G  A  C A R D

Step 4

Select “Add New Employee.”

Step 5

Select “Upload,” then choose the photo from your document library or your 
computer.
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R E Q U E S T I N G  A  C A R D

Step 6

Once photo is uploaded, select “Done”.

Note: if you need to reposition the image, select “Crop” and select 
“Done” when complete.
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R E Q U E S T I N G  A  C A R D

Step 7

Enter all of the worker’s details. The mandatory fields are 
indicated by a red star.

Note: address is depot or office not personal. 

Step 8

Agree to the terms and conditions, then select “Save and Close”.
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R E Q U E S T I N G  A  C A R D

Step 9

A plastic ESI worker card will be issued once payment is processed. Please 
be sure to review the card shipment address.

To have the card sent direct to the worker, select “Next”. 

To have the card sent to your office for you to distribute, select “Company”, 
then “Next”.

You can also enter another address by selecting “Clear”.

Once you have entered the correct address, select “Next”.

Step 10

To confirm the address, select “Confirm”.
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R E Q U E S T I N G  A  C A R D

Step 12

Select “Add Site”, to choose the relevant ESI Network Operator(s).

Step 11

Click on the workers name (or the grey banner) to continue.
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R E Q U E S T I N G  A  C A R D

Step 13

Select the Network Operator(s) that your worker will be working for and 
select “Add # Sites”.

Step 14

You will now need to add roles for your worker.

Select “All Roles”, then “Add New Role”.
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R E Q U E S T I N G  A  C A R D

Step 15

Choose the relevant Network Operator Role(s) – those starting with a 
number - and select “Add # Roles”.

Step 16

Click on the first of the Network Operator Role(s) you have chosen. 
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R E Q U E S T I N G  A  C A R D

Step 17

Select the mandatory question (marked with an orange question mark).

Step 18

Choose the primary role of your worker from the drop down list and select 
“Save & Next”.
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R E Q U E S T I N G  A  C A R D

Step 19
If you have only chosen one Network Operator Role, select “Checkout”.

If you have chosen more than one Network Operator Role, select “Back to 
Roles” and repeat the process above.

Once you have selected the primary role for each of the chosen Network 
Operator Roles, select “Checkout”.

To checkout multiple workers in one transaction, repeat steps 4 to 18 
before moving onto step 20.

Step 20

Once you have entered your workers and chosen their sites and Network 
Operator Roles, you can continue to the checkout by selecting “Checkout” 
or clicking on the checkout icon in the top menu bar.
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R E Q U E S T I N G  A  C A R D

Step 21

Select your preferred payment method (PayPal/Credit Card) and select “Checkout”.
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R E Q U E S T I N G  A  C A R D

Step 22

Once your payment is successful, download a copy of your invoice and select “Continue Processing Other 
Employees”.

Note: an email containing the invoice will also be sent to the company representative.

The ESI Network Operator will now approve your worker.

You will be notified via email of any issues. These can be actioned by using the Pending Actions user guide.

Once the worker is approved you will receive a notification via email and can then move onto the 
“Selecting Primary Roles” process below.
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R E Q U E S T I N G  A  C A R D

SELECTING PRIMARY ROLES
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R E Q U E S T I N G  A  C A R DS E L E C T I N G  P R I M A R Y  RO L E S

ESI worker

Please follow this step-by-step guide to select your workers primary roles.

Step 1

Please go to http://www.esiworker.com.au  and click on “Login” in the top menu bar.
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R E Q U E S T I N G  A  C A R DS E L E C T I N G  P R I M A R Y  RO L E S

Step 3

On the home page of your portal, use the dashboard tile or the side menu 
to select “Manage Roles”.

Step 2

On the home page of the ESI worker portal, enter your login details ad click 
on “Login”.

Note: the password is case sensitive.
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R E Q U E S T I N G  A  C A R DS E L E C T I N G  P R I M A R Y  RO L E S

Step 5

Select “Continue”.

Step 4

Search for and select the worker whose primary role you need to add.
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R E Q U E S T I N G  A  C A R DS E L E C T I N G  P R I M A R Y  RO L E S

Step 7

Search for and select the relevant role(s) and select “Add # Roles”.

Step 6

Select “All Roles”, then “Add New Role”.
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R E Q U E S T I N G  A  C A R DS E L E C T I N G  P R I M A R Y  RO L E S

Step 9

You will now be required to upload mandatory and/or conditional 
documentation for the role(s) you have added.

Step 8

Select the role you have just added. 
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R E Q U E S T I N G  A  C A R DS E L E C T I N G  P R I M A R Y  RO L E S

Step 11

If you’ve accidentally uploaded an incorrect document, select “Remove 
existing documents” and upload the correct document.

Step 10

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

Note: during this step a PDF file with all required documents can be loaded 
and then the relevant page can be selected.
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R E Q U E S T I N G  A  C A R DS E L E C T I N G  P R I M A R Y  RO L E S

Step 13

When you receive the above notification, select “OK”.

The ESI Network Operator will validate the uploaded documents, and 
the submitted role request.

You will be notified via email of any issues. These can be actioned by 
using the Pending Actions user guide.

Upon document approval, the role(s) you’ve selected will be applied to 
the workers profile.

Step 12

You may be required to enter issue and/or expiry dates. 

To do this, select the date by using the calendar icon, or enter the date in a 
dd/mm/yyyy format.

When you have loaded all of the mandatory and required conditional 
documents, click “Submit”
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R E Q U E S T I N G  A  C A R D

UPDATING WORKER DATA



page 25

R E Q U E S T I N G  A  C A R DU P DAT I N G  W O R K E R  DATA

Step 1

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

ESI worker

Please follow this step-by-step guide to update the details of your workers.
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R E Q U E S T I N G  A  C A R D

Step 3

On the home page of your portal, use the dashboard tile or the side menu 
to select “Manage Employees”.

Step 2

On the home page of the ESI worker portal, enter your login details ad click 
on “Login”.

Note: the password is case sensitive.

U P DAT I N G  W O R K E R  DATA
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R E Q U E S T I N G  A  C A R D

Step 5

Click on the “Edit” icon circled above.

Step 4

Search for and select the worker whose details you need to update.

U P DAT I N G  W O R K E R  DATA
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R E Q U E S T I N G  A  C A R D

Step 6

Upload a new photo and/or change the relevant details and select “Save & 
Close” when complete.

U P DAT I N G  W O R K E R  DATA
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R E Q U E S T I N G  A  C A R D

ORDERING A REPLACEMENT  
ESI WORKER CARD
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R E Q U E S T I N G  A  C A R DO R D E R I N G  A  R E P L AC E M E N T  C A R D

ESI worker
Please follow this step-by-step guide to order a replacement of the plastic ESI worker card.

Note: to order a replacement e-Card, contact esiworker@pegasus.net.au or call 1300 208 498.

Step 1

Please go to http://www.esiworker.com.au  and click on “Login” in the top menu bar.
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R E Q U E S T I N G  A  C A R D

Step 2

Once on the home page of the ESI worker portal, enter your login details 
and click “Login”.

Note: the password is case sensitive.

Step 3

On the home page of your portal, use the dashboard tile or the side menu 
to select “Manage Employees”.

O R D E R I N G  A  R E P L AC E M E N T  C A R D



page 32

R E Q U E S T I N G  A  C A R D

Step 4

Search for and select the worker whose card you need to order.

Step 5

Click on the “Order Replacement Card” icon circled above.

O R D E R I N G  A  R E P L AC E M E N T  C A R D
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R E Q U E S T I N G  A  C A R D

Step 6

When you receive the above notification, select “Checkout Now”.

O R D E R I N G  A  R E P L AC E M E N T  C A R D
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R E Q U E S T I N G  A  C A R D

Step 7

Select your preferred payment method 
(PayPal/Credit Card) and select “Checkout”.

O R D E R I N G  A  R E P L AC E M E N T  C A R D

Step 8

Once you have successfully completed payment, 
download a copy of your invoice and select 
“Continue Processing Other Employees”.

Note: an email containing the invoice will also be 
sent to the company representative.
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R E Q U E S T I N G  A  C A R D

UPDATING COMPANY DATA
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R E Q U E S T I N G  A  C A R DU P DAT I N G  C O M PA N Y  DATA

ESI worker

Please follow this step-by-step guide to update your company data.

Step 1

Please go to http://www.esiworker.com.au  and click on “Login” in the top menu bar.
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R E Q U E S T I N G  A  C A R DU P DAT I N G  U S E R  P RO F I L E

Step 3

On the home page of your portal, click on your company name at the top 
of the screen, and select “Company Profile”.

Step 2

Once on the home page of the ESI worker portal, enter your login details 
and click “Login”.

Note: the password is case sensitive.
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R E Q U E S T I N G  A  C A R D

Step 4

Select “Edit Company”

Step 5

Edit the relevant details and select “Save” at either the top or the 
bottom of the screen.

Click “Back to Dashboard” to return to the home page.

U P DAT I N G  U S E R  P RO F I L E
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For questions or assistance please call 1300 208 498 
or email esiworker@pegasus.net.au


