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Reporting a New Starter

Follow this guide to learn how to report a new starter.

1 Navigate to https://insight.orchidlive.com/orchid/dashboard/default/login to
login and view the dashboard below.

https://www.insightworkplacehealth.co.uk
https://insight.development.orchidlive.com/orchid/dashboard/default/
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2 Click on "Report a New Starter"

3 Enter the employee's details in the below form. Fields marked with an asterisk are
mandatory.
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4 Continue to enter the new starter's contact details.

5 Continue to enter the new starter's employment details and use the dropdowns to
choose the relevant options.
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6 Continue to tick the boxes that are relevant or tick N/A.

7 Click the pre-placement dropdown and click the relevant form. You can also add
any further supporting documents before clicking "send details" to submit your
form.


