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This guide will help you to update your details online using the myQLS portal,  
in preparation for the 2026-27 renewals period.

It is important to ensure your details are correct prior to renewals, however, you can also update  
your details at any time in the myQLS portal outside of this period.

Access the myQLS portal at my.qls.com.au

The guide includes instructions on how to:

1.	 Update your details

2.	 Change your name

3.	 Update your employment details.

To update the above information, you will need to log into the myQLS portal using your username and password.

There are prompts on the sign in page for forgotten username and passwords. For additional help logging in, 
please contact the QLS Records and Member Services team on 1300 367 757 or email records@qls.com.au.

Guide to updating your details online 
for practitioners and members
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2026-27 Renewals
From 1 March 2026, you will receive a notification to Check and update your details in the myQLS portal  
in preparation for the 2026/27 renewals period.

You must check and update your details by 30 April 2026.

 

Changes of employment can be made through the myQLS portal.

Please note: You will not be able to proceed with your renewal application until the change has been  
updated by QLS. Due to the high volume of enquiries during this time, delays may be experienced.

For any questions, please contact the QLS Records and Member Services team on 1300 367 757  
or email records@qls.com.au.
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1.	 Update your details
Once you have logged into myQLS, navigate to My Details on the Home page and select Update details.

 

If you have a notification to Check and update your details, you can select Update details  
from the notification.
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Alternatively, click on your Name in the top menu bar and select Profile.

This will take you to the My Profile page.
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Complete or update your details in the fields provided. Click Save to save your details.

Navigate through the left-hand menu to check and update your details.
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2.	 Update your employment
Navigate to My Details on the Home page and click Update employment.

 

Alternatively, click on the top Actions menu item and select Update employment details from the dropdown.
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If you have a notification to Check and update your details, you can select Update employment  
from the notification.

 

This will take you to the Submit changes to QLS page. Click on the Update Employment button.
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2.1.	 Current employment tab

The Current employment tab outlines your current employment and identifies your primary employer.

Click Close to exit the change request.

Click Next to proceed to the Update employment tab.
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2.2.	 Update employment tab

The Update employment tab allows you to add an employment and end an employment.

If you have a new employment that is not listed, click the Add Employment button.

If the employment listed is no longer current, click the End button and enter your end date.
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2.2.1.	Adding employment

You can add a new employer by selecting Add Employment.

 

You must perform a search of existing organisations (employers) by entering:

•	 Organisation Name (mandatory)
•	 City / Suburb (optional)

Click Search to generate a list of available organisations to select from.
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You can select an existing organisation from the list by clicking the checkbox next to the organisation name.

Then scroll down and click Next.
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You can then enter your employment details, including your Position and Contact information.

Click Submit to save your details.
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Unable to find your employer?
If you are unable to find your employer, tick the My employer is not on the list above checkbox and click Next.
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You can then enter the following details:

•	 Employer details
•	 Street address
•	 Position
•	 Contact information (work)

Once all mandatory fields are completed, click Submit to save your employment details.
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2.2.2.	Ending existing employment

To end an existing relationship, click the End button next to the relevant employer details.

 

You must then enter the Proposed End Date for this employment relationship.

Please note: 

•	 The end date cannot be in the future.
•	 The end date entered or selected cannot be before the employment start date.
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2.2.3.	Modifying existing employment relationship changes

Any Relationships Ended or Relationships Started in the change request will be displayed  
on the employment table.

You can edit the employment details by clicking on the Edit button.

You can clear the proposed end date from a relationship that you ended in this change request by clicking Clear.

You can delete a new employment record that was added in this change request by clicking Delete.

 

Selecting Next proceeds to the Primary employer tab.

Selecting Save and Continue Later will save any details already recorded in the change request. You can then 
access the change request from the Update employment page.
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2.3.	 Primary employer tab

The Primary employer tab outlines all existing employment relationships (including any proposed  
ended relationships).

 



Queensland Law Society | Renewals 2026 – Guide to updating your details online Page 20 of 24

You can select a primary employer from the dropdown list. This will not include any employers ended  
in this change request.

 

You can also upload supporting documents if required by clicking Add files.

 

Once completed, click Submit to finalise your change request.

 

Your employment change request will then be processed by QLS and you will receive an email confirming  
when the change has been approved.

Please note: any changes to employment must be processed by QLS before starting your renewal application.

For any questions, please contact the QLS Records and Member Services team on 1300 367 757  
or email records@qls.com.au.
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3.	 Change of name
Please note: you will need supporting documentation to complete a change of name request.

Navigate to My Details on the Home page and select Change name.

 

Alternately, click on the Actions menu item and select Submit Changes.

 

If you have a notification to Check and update your details, you can select Change name  
from the notification. 
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This will take you to the Submit changes to QLS page. Click on the Change of Name button.

Alternatively, you will be directed straight to the Request tab.

 



Queensland Law Society | Renewals 2026 – Guide to updating your details online Page 23 of 24

3.1.	 Request tab

The Request tab outlines your current details and allows you to enter your new name.

Click Next to proceed to the Documents tab.
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3.2.	 Documents tab

You must add any supporting documentation authenticating your change of name in the Documents tab.

Click Add files to select the document or file to upload. Accepted file formats: PDF, docx, jpg, and bmp.

Uploaded documents will appear in a list on this tab.

 

Click Submit when all documents have been uploaded.

Your change in name request will then be processed by QLS and you will receive an email confirming when the 
change has been approved.

For any questions, please contact the QLS Records and Member Services team on 1300 367 757  
or email records@qls.com.au.
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