
 

 

To send a pre employment questionnaire you must first create an employee record.  

To do this, start by clicking on ‘create new employee’ under Employee management. 

 

 

 

 

 

 

 

Enter the employee’s details, ensuring to include their PERSONAL email address as this is the address 

that the questionnaire will be sent to. 

  

Once you are happy with all of the details you have entered, click ‘create new employee’ 

 

The employee record will now exist on the portal 

  



 

You can now search for the employee in ‘Employee overview’ under Employee management 

 

 

Once you have found the correct employee, click on their name and their details should open up. 

At the top of the page you should see a ‘send questionnaires’ button. 

 

Once you have clicked this, you should be able to choose which questionnaire you would like to send 

to the employee, in this case it is pre employment (online) questionnaire. 



 

Once you click send, the questionnaire will be sent to the employee via secure link.  

 

 

To view the status of the questionnaire, simply search for the employee in employee overview again 

and click on their name. This time you will see a ‘Questionnaires’ section where you can track the 

status of the questionnaire. You can also view or download the certificate once it has been returned 

by the OHP/OHN 

 


