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HOW TO UPLOAD LICENCES, TICKETS AND DOCUMENTS - CANDIDATE 

------------------------------------------------------------ 

  
IMPORTANT – When uploading any licences, tickets and documents make sure you are using either Google 
Chrome or Microsoft Edge.    
 

 
Microsoft Edge (PREFFERED) 

 

 
 

Google Chrome (PREFERRED) 

 

 

STEP 1: - If you have an existing WorkPro account, login. If you do not yet have a WorkPro account, you will 

need to create one before you can proceed to uploading your licence/s, ticket/s and document/s.  

 

  

Choose this option if you have 

not used WorkPro before 
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STEP 2: - When you have signed up and/or logged in, ‘Start a new session’, enter the single use Token and 

‘Continue’.   

 

NOTE:  

 

You do not need to re-enter the token number once it has been used, instead click ‘Resume a session’ and 
‘Continue’ to access uncompleted tasks.   
 
 
LICENCES & TICKETS 

 

STEP 1: - Select ‘Licence and Tickets’ and ‘Add licence’. 

 

 

STEP 2: - You will need to complete all required information for each licence and upload two separate 

images. Click ‘Select Front’ and upload an image of the front of your licence. Click ‘Select Back’ and upload 

an image of the back of your licence.  
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STEP 3 - ‘Save’. The licence/s you have uploaded will be saved under ‘Licences stored’.  

 

 

NOTE: 

Any licences that are stored in your WorkPro profile will have an expiration date. When the licence is soon to 

expire, or it has expired you will receive an automated email from WorkPro advising this.  

The email that you receive may not be relevant. E.g., you are not employed by the same company and 

therefore are not required to action the email.  
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DOCUMENTS  

STEP 1: - Select ‘Documents’ and ‘Upload new’ or ‘Share Existing’. 

 

 

STEP 2: - If you select ‘Upload new’, complete all requested information and images.  

 

STEP 3 - ‘Save’. The document/s you have uploaded will be saved under ‘Document/s stored’.  
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If you select ‘Share existing’ you are required to select the document you would like to share with the 

requesting client. 

 

 

STEP 4 - ‘Share Document’  

NOTE: 

Document’s stored in your WorkPro profile may have an expiration date. When the document/s is due to 

expire, or it has expired you will receive an automated email from WorkPro advising this.  

The email that you receive may not be relevant. E.g., you are not employed by the same company and 

therefore are not required to action the email.  

TO UPLOAD A NEW DOCUMENT….. 

If your document has expired, you will need to wait to receive the text/email request from your employing 
company to upload your licence’s, tickets or documents that contains a single use token before you can upload 
them otherwise the new document will not be automatically shared with the requesting company.  

 

 

 


