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How to complete a New Starter Questionnaire V2

1 Navigate to the Cority website and login.

Link: https://corazonhealth.my.cority.com/#/login

2 Please click 'New Employment Registration Form (Std)'.

https://corazonhealth.my.cority.com/#/login
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3 Please click to search for the employee.

4 If they do not exist already, please create the employee.

To create a new employee, please click 'Add a new record'.
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5 Please enter the Employee's First Name and Last Name.

Please enter the Employee's Date of Birth. This can be manually entered or added
using the calendar by selecting the calendar icon. Date of Birth is mandatory as
we require it as an identifier.

6 Please click on 'Employee Type'.
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7 Please select the 'Employee Type' (E.g. Permanent).

8 Please enter the Employee's Personal Email Address and the Employee's Mobile
Number.
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9 Please click on the Employment Structure button. This will display your
organisational tree.

Please note, depending on your level of access you may have several divisions to
pick from. Please ensure that you are selecting from the relevant
Division/Site/Department.
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10 Please click on the Post Title button. This will display all post titles within your
business structure set up.

11 Click 'Save and Close'.
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12 Under 'Contact Type', please select if you are HR or a Manager.

13 Please enter your Name and Email Address.
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14 Please enter the Purchase Order Number or unique order reference that should
be quoted when invoicing this case if applicable.

If not required, please just put a full stop in the box (This box is a mandatory field).

15 Please click 'Select a Starter Questionnaire'.
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16 Please click 'Corazon New Starter Questionnaire'.

Please ignore the version number (E.g. v14).

17 Click 'Save' to save the form.
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18 Once you have saved and are ready to send the New Starter Questionnaire to the
employee, you will need to click 'Submit'.

The employee will then receive an e-mail with a link to complete the New Starter
Questionnaire.

However, if you wish to save a New Starter Questionnaire before submitting and
come back to finalise it at a later stage, click 'Save' instead of 'Submit'.
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19 To locate the saved questionnaire, select 'My Tasks'

20 Select 'Incomplete' and click the filter icon.
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21 Untick the 'Me' box.

22 Select the case you wish to finalise and complete.
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23 Add/amend any details required within the form.

24 Then click 'Submit'.

The employee will then receive an e-mail with a link to complete the New Starter
Questionnaire.
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