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Introduction 
This section explains how participating organisations can view and manage participant 
information in the self-service portal. It outlines how to access the Participants tab, review 
active and ceased participants, export participant information, and open individual 
participant records to view or update profile details, contact information, service history, 
contributions and benefits. 

Viewing Information on Participants 
Participating organisations can view participant information linked to them via the self-
service portal. After logging in, they can navigate to the “Participants” tab via the sidebar. 

In the Participants tab, the organisation can view information about all its participants. 
They can view active and ceased participants by clicking the button at the top of the list. 

 



 

 
Welcome Pack - View Information on Participants.docx 
23 July 2026 Page 3 of 4 

 

The organisation can also export the participant information list to an Excel spreadsheet 
to be shared internally. 

 

The organisation can click each participant ID to access detailed information about the 
participant’s contact information, contributions and benefits. Another way to access 
participant information is to use the Service History column and click the “View 
Contribution” button. 
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Under Profile, the organisation can view and edit the participant’s FTE, contact details and 
address. After editing, the organisation can click the Save and Close button to save the 
changes. 
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Under the contribution subtab, the organisation can view the participant’s contribution 
history by period, organisation, and financial year (all contributions). 

 

 

 

Lastly, under the Benefits tab, the organisation can view the entitlements that participants 
have accrued to date. The organisation can also view when a participant is entitled to 
make a claim. They can also view all active claims for participants who are entitled to an 
LSL claim. 
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