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Company Portal – Multiple Sites Induction 



 

 

Booking for Multiple Sites 
 
Booking your employee for multiple sites now becomes handy. Please see below instruction on how to: 
 

1. As you clicked the New Request for induction request, select the Organization 

 
 

2. Select the Site where your employee will be working for 

 
 

3. Then select which Induction type you want your employee to have an access to 

 
 

4. Tick the I agree tick box under Confirmation to load the list of your employees 



 

 

 
 

5. Select the employee/s you are booking for induction from the list and this will appear under your 
Booking Basket 

 
 

6. If the selected employee will be working for multiple sites for the same Organization, you can go 
back to the Induction/Registration/Training Course option and select the applicable Induction type 

 
 

7. Tick the I agree tick box again under Confirmation to load the employee list 

 
 

8. Select again the same employee/s to add in the Booking Basket 

 
 

9. Repeat the same process if you want to add more induction type. 
10. Continue the booking request by providing all the required prerequisites and submit the request 

for Approval 


