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NEW STARTER PORTAL - USER GUIDE

You can access the City’s New Starter Portal via the link provided in your Welcome email.
If your link has expired, please contact the Hiring Manager.

This is what you will see when you access the New Starter Portal:

New Employee

(ememazs)
Tasks Filters Search Accreditations Development

E HR Confidentiality and Policy Agreemen... © Noitems require attention
Form: Fill Out Form

E HR - Work Health & Safety - Standards o...
Form: Fill Qut Form

E HR Diversity Questionnaire - John Smith
HR Diversity Questionnaire - John Smith: ...

% HR Medical Information and Workplace ...
Form: Fill Out Farm

4 Tasks "‘ 0 Requiring attention .

My Tasks - please click here to complete the assigned pre-employment forms.
My HR and Pay - please click here to review and complete your personal details.

Welcome Website - please click here to view the City’s new employee information web page.
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Welcome Website

» New Employee > My Tasks

Assigned to me (4)

! n HR Confidentiality and Policy Agreement - John Smith m
% HR Confidentiality and Policy Agreement - John Smith { ~ Summary . Fi
@ HR - Work Health & Safety - Standards of Performan... Task Name ‘ ’

Fill Out Form
@ HR Diversity Questionnaire - John Smith

Task Description
@ HR Medical Information and Workplace Adjustment... Please click More and select Fill Out Form. Complete form and save.
Submit the form when you have completed.
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~ Form

~ Notes

Once you have navigated to My Tasks, click More on the right hand side of your screen and
then select Fill Out to open the form.

Please read and complete the form, ensuring you complete any fields marked with a red
asterisk.

Click Save to return to the task screen.

Then click Submit to finish the form.



» MNew Employee > My HR and Pay (New Starter) > Summary

. john Smith (2196 | Reference ID 2136)

. Mo setive job

E My Details A = A @ ~ ‘ My Performance and Development ) -
0 Mot provided ®  ypdate your Contact Details i i S No performance or opment goals
B Al e prrForE e OF SrEkpn gl

Flease update your contect details
R, Mot prendded

& Not provided ®  add an Emergency Contact i Sk B
V' Plesse 30d an emesgency contat -
L]
5 View my cerats P Complete Banking Details Due 25-har:2025
- Piease complese your banking details
| My Leave ~ B My H& Saresen -
L rreedanenday > You're all caught up!

Tt sick yesterday

e e Lt

B - :

No upcoming events

O ——

Navigate within the My Activities tab to review and update each section of your personal
details.

Use the Edit or +Add buttons to make changes within each section.

Please note: the My Performance and Development section is not required until after you
have commenced employment, so even if you see that training has been assigned to you it
wont be ready for you to access until after your start date.



Welcome Website

Welcome to the City of Greater Geraldton!

The below links are available for you to access prior to your start dale. Feel free to navigale your way through.

Before your first day, please revie
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Employee Documentation Parking and
Self Service Required Office Maps Systems

Here is some useful information about the City
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— Organisational Pay Conditions Reconciliation Corporate
City Values Structure and Schedule Action Plan Business Plan

Social, Health and Wellbeing

@) «

Fatataa a4
Social Health Library Aquarena
and Wellbeing Membership Benefits

The Welcome Website has been designed to provide you with information that you may find
helpful in the lead up to commencing employment with the City of Greater Geraldton.

We recommend that you read through at least the top section prior to your start date.
Please note: the Key Policies link is where you will find the policies that are required to be

acknowledged in the Confidentiality and Policy Agreement form in your My Tasks (please
refer to page 2 of this document).



