
 

Car Pool User Guide 
http://worsley.sharemycar.com  

Table of contents 

 
New users account activation ..................................................................................................................................................... 1 
 
Main menu overview................................................................................................................................................................... 2 

 My Home ......................................................................................................................................................................... 2 

My Journeys .................................................................................................................................................................... 3 

My Locations ................................................................................................................................................................... 4 

Tools ................................................................................................................................................................................ 5 

 
Registering an existing car pool .................................................................................................................................................. 6 

With @bhpbilliton.com email address ..................................................................................................................................... 6 

With hard copy form .............................................................................................................................................................. 11 

 
Searching to join or create a car pool ....................................................................................................................................... 12 

 
Help and info ............................................................................................................................................................................. 16 

 
 

 
  

http://worsley.sharemycar.com/


 

New User 
All new users must create an account using their BHP Billiton email address. 
If you don’t have an email address you need to use a hard copy form. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
To register: 
Á Select click here to register  
Á Follow the prompts to enter registration details 
Á Confirmation email will be sent – open email and click link to confirm email address 
Á Follow the prompts to complete your personal profile 
 
The new users account is now setup. 
Use the menu on the left to navigate around the site 
 
  



 

My Home 
Á My Home provides the user with updates and any car pool details 
Á Messages from other Worsley car pooling site users are shown on the My Home page 
Á Users in an existing car pool where a member has already registered the car pool and received a reference number can 

use the reference field to be automatically matched 
Á All accepted, declined and pending matches are viewable on the My Home page 
 

 
 
 
 
  



 

My Journeys 
To create, join or register an existing car pool users must register their journey to and from work. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Users can have more than one journey if they travel to different destinations on different days of the week on a regular 
basis. 



 

My Locations 
 
Locations such as home, children’s school or local club can be added to the users list 
All addresses entered are confidential 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Follow the prompts to create a new location 
New location will be listed on the users My Locations page 
  



 

Tools 
To change password, update personal profile (used when matching with other car pools) or personal details click on the 
links under the tools menu on the left 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Á Change Password: follow prompts to change password at anytime 
Á Personal Profile: follow prompts to change details that match you with car pools. This includes your smoking habits, 

gender and age 
Á Personal Details: follow prompts to change details including email address, name, secret questions, payroll number 

and contact phone number 
Á View Feedback: any feedback from people you have car pooled with is viewable here 
 
  



 

Registering an Existing Car Pool 
With a BHP Billiton email address 
 

1. Create your journey on the My Journeys page  
CƘŜŎƪ ǘƘŜ ōƻȄ ΨL ƘŀǾŜ ŀƴ ŜȄƛǎǘƛƴƎ ŎŀǊǇƻƻƭ ŀǊǊŀƴƎŜƳŜƴǘ ŦƻǊ ǘƘƛǎ ƧƻǳǊƴŜȅΩ 
Enter suburb for start location 
Enter refinery or mine as end location 
Select shift time or enter time manually 
Select offering a lift (have a vehicle), seeking a lift (don’t have a vehicle) or either 
SAVE journey 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Check box 
if already in 

car pool 



 

2. Record the reference number shown on this page 
Pass reference number to other members of the car pool 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 

3. Other car pool members enter reference number on their homepage 
Click join car pool 
This will show on their homepage 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  



 

4. Registering vehicles 
Click manage car pools on the homepage under your registered journey 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Click ‘add vehicle’ to add vehicles 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
When all vehicles are added check the ‘apply for permit box’ 
An automatic email will be sent with permit number when approved  
Permit collection details will be sent in an email from the car pool coordinator when the permit is ready 
 
 
 
 
 
 



 

Registering an Existing Car Pool 
With a hard copy form 
 
This is only to be used by employees who do not have a BHP Billiton email 
This can only be used to register existing car pools  
There is no access to the matching service 
 

1. The form is available from the gatehouse or car pool administrator 
2. Complete front and back of form 
3. Place completed form in the box at the gatehouse or give to the administrator 
4. You will be contacted by phone with collection details once it is ready 

 
The box in the gatehouse is cleared weekly 
It may take up to 10 days to receive your permit 

 
 
 
  



 

Searching to Join or Create a Car Pool 
 

1. Create your journey on the My Journeys page  
Enter suburb for start location or create your own using the search for new location tool 
Enter refinery or mine as end location 
Select shift time or enter time manually 
Select offering a lift (have a vehicle), seeking a lift (don’t have a vehicle) or either 
SAVE journey 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 



 

2. Journey details are displayed on the next page 
Click ‘find matches for this journey’ or ‘find matches’ to run a search 
Continue will take you back to the My Journeys page 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 



 

3. Journey matches are displayed 
View profile of match or contact them using the links 
If contacting the user a prepared email is provided and an area to add extra comment is available. 
Any extra detail provided in the email is not confidential i.e. phone numbers and addresses 
Click continue to send email 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   



 

4. Matched users can respond with accept or decline messages 
These are sent using Share My Car 
An email will be sent to you alerting you have a new message 

 
5. Created journeys and registered car pools appear on the My Home page 

Select Mange Carpool to add any vehicle details and apply for a permit 
Only apply for a permit when all vehicle details are complete 
 
An automatic email will be sent with permit number when approved  
Permit collection details will be sent in an email from the car pool coordinator when the permit is ready 
 

  



 

 
Help & Info 
If users have any questions select the FAQ link on the left-hand side of the screen. 
 
Car pooling and your personal safety/guidelines links provide tips to make car pooling work and contact details should you 
have any questions  
 
Contact safe.travel@bhpbilliton.com should you have any trouble, queries or questions or contact the car pool 
administrator on 9734 8691. 
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