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1. Employer View
a.	 Open existing employee profile or create new employee within ‘Employee Management’. At this 

time, check that there is a ‘personal’ email address listed on the profile; this will be the address the 
questionnaire will be sent to.

b.	 Select ‘Send questionnaires’ from menu at the top of the screen.
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c.	 Tick ‘Pre-placement Questionnaire’ and select ‘Send’.

2. Employee View
The employee will receive an email to the address listed under ‘personal’ and a text message advising 
them that the questionnaire has been sent to their email address.

a.	 The email will contain a link to the patient portal.
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b.	 On opening the questionnaire link, an authorisation code will be sent to the individual’s mobile to 
be entered on the browser. 

c.	 Selecting ‘Start Questionnaire’ will take the employee through the Pre-Placement Questionnaire, 
using the buttons at the bottom of the page to navigate. 

d.	  When all questions have been answered, questionnaire can be submitted for review. The browser 
can be closed at this stage. 


