
 

How to Create a New User 

 

 

Step 1: Open your browser. Go to the LEAP login page https://leaponline.learnflex.com.au/.  

 
Step 2: Click on the link “Click here if you are a new starter at MSH”. 

  

Step 3: A new tab will open. Click on ‘New Employees to Metro South Health’ and Click Here to create 

your LEAPOnline account. 

This process can be completed by the New Starter OR by an Admin User (on behalf of the new starter). This process is only 

for current or future Metro South Health employees, not other Health Departments, contractors, students or volunteers 

unless special instruction is given by the LMS Administrator. All others should contact LEAPOnline@health.qld.gov.au 

https://leaponline.learnflex.com.au/


 

Step 4: Begin entering the required data fields as below. 

• Payroll ID – Enter if known. If not, leave blank. 

• Username – Use payroll ID if known. If not, use a combination of surname and first name (i.e. 
Novell ID such as BloggsJo). 

• First Name – Use correct spelling of first name, not nickname or any other name. 

• Surname – Ensure correct spelling of surname. 

• Password – Set a six character password. If you are an Admin user creating an account for 
someone else a suggested password is Metro123. 

• Verify Password – Repeat as above 

• Challenge Phrase – A simple personalised question. If you are an admin user creating an account 
for someone else a suggested question is ‘Which facility do you work at?’ OR enter a full stop ‘.’. 

• Challenge Phrase Answer – The answer to the question above, or enter a full stop ‘.’. 

• Email – Use the @health.qld.gov.au if known, otherwise use an ACTIVE personal email address. 
This is one of the most important steps in the process as users rely on the email to receive 
updates to username, password, registration and activation notifications. 

• Email (personal) – Use a secondary, personal email address if known. 

• Job Position – Select the professional stream you (the employee) work in. 



 
 
Once you have entered all of the details, click ‘Next’. 



Step 5:  Select your facility from the drop-down menu. Choose ‘Other’ if it is not on the list. Enter your 

Line Manager’s name if known, otherwise, leave blank. Click next to continue. 

 
 

Step 6: All of the details you have entered are confirmed. Click ‘Process Request’ to continue. 

  

Step 7: The account has now been created, but IT IS NOT YET ACTIVE. A confirmation email will be sent to 

the address supplied confirming the account creation. The LEAP System Administrator will activate it 

when either one of the two things happen: 

1. The employee’s details are visible in the HR system. (This will not occur until after the 
employee commences employment with MSH). 

2. The line manager or Admin contacts LEAP (leaponline@health.qld.gov.au) providing further 
details and requesting for the account to be activated. 

 

mailto:leaponline@health.qld.gov.au

