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 Personnel (Self Service) Appendix 
 
Personnel (Self Service) Appendix is a reference guide on the data entry of various forms found in 
Personnel (Self Service) module.  It helps you to know how to navigate within the various forms, input 
data, approve/reject applications, save and delete data. 
 

1 Personnel Common Buttons and Icons 
The following are buttons and icons found in the application. 

 

Icons Action  

 
Approved personnel 
update submission 

 

 
Rejected personnel update 
submission 

 

 

Pending approval for 
personnel update 
submission 

 

 

Personnel update has 
been saved but not yet 
submitted 

 

 Open form to view details  

 Refresh  

 First record  

 Previous record  

 Next record   

 Last record  

 Edit record  

 Delete record  

 
Clear selection  

 View details  
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2 Main Menu and Personnel (Self Service) update 
application 

2.1 Login Screen 
Type in your user ID and password in the login screen. Your user ID is your employee code.  If this 
is your first time logging in, check with the HR Department for your password. 
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2.2 Main menu for eServices 
In the Main Menu, you can access to the various eServices. 
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2.3 Personnel (Self Service) Main Menu 
Upon clicking on the Personnel button from the Main Menu, the personal Information page is 
displayed and you can see the original (current) details of the employee. 
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2.3.1 Personnel Menu Based On Roles 

 
There are several sub-modules in the Personnel (Self Service) module as outlined in the following 
table. 

 
Depending on the user role, a different type of user can see a different set of personnel menu. 
There are six types of Personnel users, i.e., Employee, Supervisor, Approver, Head of 
Department/Division, Coordinator and Administrator.  
 

Menu Employee Approver Supervisor HOD Coordinator Administrator 

Select System X X X X X X 

Employee Info – Employee 
Information 

• Personal Information 

 

X 

 

X 

 

X 

 

X 

 

X 
 

• Other Information X X X X X  

• Address X X X X X  

• Education X X X X X  

• Emergency Contact X X X X X  

• other user enabled pages       

Employee Info – Reports 

• Letters 

 

X 

 

 

 

 

 

 

 

 

 

 

Approval – Approver 

• Pending Actions 

• Delegation 

  

X 

X 

 

 

X 

 

 

  

 

Manage – Change History 

• Personnel Records 

 

 

 

 
   

 

X 

Manage – Employee 
Information 

• Personal Information 

     

 

 

X 

• Other Information      X 

• Address      X 

• Education      X 

• Emergency Contact      X 

Setup – Settings 

• Approval 

 

 

 

 

 

 

 

 

 

 

 

X 

• Transfer Approval Rights      X 

• Transfer Pending Approvals      X 

• Coordinator      X 

• Email Template      X 

• Delegation      X 

• Field Access      X 
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Menu Employee Approver Supervisor HOD Coordinator Administrator 

User Settings X X X X X X 

Sign Out X X X X X X 
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3 Personnel Menu: Employee role 
The personnel menu for a staff that only has employee view is restricted to: Select System and 
Employee Info. 

 

3.1 Personal Information Form 
The following screen will be displayed upon logging into Personnel.   
 

3.1.1 Personal Information tab 

This form displays the personal information record tab page of the employee.  The information 
displayed is referenced from the Personnel (Admin) module. 

 

 
 
 
 

Sections of the personal information form: 
 

1. Click the drop down list to select the role available.  Select the Employee from the drop 
down list to view. 
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2. Click the tab to view the various employee pages. 
3. Only fields that have box outlines are enabled for updates.  Updates/Amendments are to 

be input into the ‘Amend To’ column of the form. 

For fields that have a detail form, click the detail button ( ) to input OR select from the 
available drop down list. 

4. Click the date button to select a date from the calendar.  Direct data input is also 
accepted in the format “dd-mm-yyyy”. 

5. Click the Back button to return to the previous screen. 
6. Click the Change History button to view the list of change requests of when employee 

details are added, deleted or modified by the employee. 
7. Click the Save button to save the input. 

 

3.1.2 Other Information tab 

The Other Information tab displays some of the personal details of the employee such as height, 
weight & email addresses. 

 

 
 
 

Sections of the other information form: 
 

1. Click the drop down list to select the role available.  Select the Employee from the drop 
down list to view. 

2. Click the tab to view the various employee pages. 
3. Only fields that have box outlines are enabled for updates.  Updates/Amendments are to 

be input into the ‘Amend To’ column of the form. 

For fields that have a detail form, click the detail button ( ) to input OR select from the 
available drop down list. 

4. Click the Back button to return to the previous screen. 
5. Click the Change History button to view the list of change requests of when employee 

details are added, deleted or modified by the employee. 
6. Click the Save button to save the input. 
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3.1.3 Address tab 

This form displays the address of the employee.  Multiple employee addresses can be input.  
 

 
 
 

Sections of the Address form: 
 

1. Click the drop down list to select the role available.  Select the Employee from the drop 
down list to view. 

2. Click the tab to view the various employee pages. 
3. Only fields that have box outlines are enabled for updates.  Updates/Amendments are to 

be input into the ‘Amend To’ column of the form. 

For fields that have a detail form, click the detail button ( ) to input OR select from the 
available drop down list. 

4. Click the date button to select a date from the calendar.  Direct data input is also 
accepted in the format “dd-mm-yyyy”. 

5. Click this tab to toggle between various records. 
6. Click the Back button to return to the previous screen. 
7. Click the Change History button to view the list of change requests of when employee 

details are added, deleted or modified by the employee. 
8. Click the Save button to save the input. 
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3.1.4 Education tab 

This form displays the highest education record of the employee.  Multiple education records may 
also be stored here for viewing. 

 

 
 
 

Sections of the Education form: 
 

1. Click the drop down list to select the role available.  Select the Employee from the drop 
down list to view. 

2. Click the tab to view the various employee pages. 
3. Only fields that have box outlines are enabled for updates.  Updates/Amendments are to 

be input into the ‘Amend To’ column of the form. 

For fields that have a detail form, click the detail button ( ) to input OR select from the 
available drop down list. 

4. Click the date button to select a date from the calendar.  Direct data input is also 
accepted in the format “dd-mm-yyyy”. 
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5. Click ‘Add New Record’ to submit a new detail record.  The current record being viewed 
will be highlighted in yellow. 

6. Input text into the text boxes provided. 
7. Click the Back button to return to the previous screen. 
8. Click the Change History button to view the list of change requests of when employee 

details are added, deleted or modified by the employee. 
9. Click the Save button to save the input. 
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3.1.5 Emergency Contact 

This form displays the emergency contact person for the employee.  The emergency contact 
person may not have to be a family member. 

 

 
 
 

Sections of the Emergency Contact form: 
 

1. Click the drop down list to select the role available.  Select the Employee from the drop 
down list to view. 

2. Click the tab to view the various employee pages. 
3. Only fields that have box outlines are enabled for updates.  Updates/Amendments are to 

be input into the ‘Amend To’ column of the form. 

For fields that have a detail form, click the detail button ( ) to input OR select from the 
available drop down list. 

4. Click the date button to select a date from the calendar.  Direct data input is also 
accepted in the format “dd-mm-yyyy”. 

5. Click ‘Add New Record’ to submit a new detail record.  The current record being viewed 
will be highlighted in yellow. 

6. Click the Back button to return to the previous screen. 
7. Click the Change History button to view the list of change requests of when employee 

details are added, deleted or modified by the employee. 
8. Click the Save button to save the input. 

 



PROSOFT HRMS Version 8 – Personnel (Self Service) 16  

 
 

UNIT4 Asia Pacific Pte Ltd Online / February 2020 

© 2015 All rights reserved Single user license only, copying & networking prohibited 

 

3.2 Update / Amend the Personal Information form 
To update / Amend the personal records, go to the Amend To column and input the details. 
 
 

 
 
 

1. An arrow icon highlights the amended data. 
2. Click the Save button to confirm the input. 
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3. The changes will be displayed (as above) 
4. Click the Cancel button to undo the action 
5. Click the Save And Submit Later button to save the input and submit later. 
6. Click the Submit Now button to proceed to submit the change request.  The form will be 

refreshed to display the change request with an arrow symbol. 
 

 

 
 
 

7. The record will display the Pending Approval Details. 
8. Click the Cancel Change button to undo the submitted request. 
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3.3 Add a New Record 
 

 
 

1. Click the Add New Record link to open a blank record for input. 

   



 19                                                                           PROSOFT HRMS Version 8 – Personnel (Self Service) 

 

February 2020 / Online UNIT4 Asia Pacific Pte Ltd 

Single user license only, copying & networking prohibited © 2015 All rights reserved  

 

 
 
 

2. The Add New Record link to show that you may input data into the blank form. 
3. Input the New Record details in the provided fields. 
4. Click the Back button to return to the previous screen. 
5. Click the Change History button to view the list of change requests of when employee 

details are added, deleted or modified by the employee. 
6. Click the Save button to save the input. 

 
 

  

 
 
 

7. The changes will be displayed (as above) 
8. Click the Cancel button to undo the action 
9. Click the Save And Submit Later button to save the input and submit later. 
10. Click the Submit Now button to proceed to submit the change request. 
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The form is setup to be auto approved, thus the screen displayed. 

 



 21                                                                           PROSOFT HRMS Version 8 – Personnel (Self Service) 

 

February 2020 / Online UNIT4 Asia Pacific Pte Ltd 

Single user license only, copying & networking prohibited © 2015 All rights reserved  

 

3.4 View Change History 
 
List the change records submitted by the employee.  This listing also indicates the status of the 
request. 
 

 
 

1. Click the Screen form to open the detailed record for viewing. 
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3.5 Employee Info – Reports, Letters 
To generate letters, go to Employee Info: Reports, Letters. 

 
The letters are published via the Personnel (Admin) System – Letter Reports. 

 

 
 

1. Click the drop down list to select the role available.  Select the Employee from the drop 
down list to view. 

2. Click the magnifying glass to open the letter content to view 
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3.6 User Settings 
To view the system settings, click the User Settings link. 

 

 
 

1. Input the parameters for default language of system, system time zone, popup help, etc. 
2. Input the parameters for data grid, dashboard and tick the check box to activate the 

Appraisal system session timer display. 
3. Click the <<Back button to return to the main menu. 
4. Click the Save button to save the settings defined. 
5. Click the Save And Close button to save the settings and return to the main menu. 
6. Click the Change Password button to reset web login password.  Refer to 3.6.1 Change 

Password. 
7. Click the Set Password Question button to set the ‘Forget password’ question and 

answer.  Refer to 3.6.2 Set Password Question. 
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3.6.1 Change Password 

 

 
 

1. Enter your Current Password, enter the New Password and re-enter your new password 
in the Confirm New Password field. 

2. Click the <<Back button to return to the main menu. 
3. Click on Reset button to clear all fields. 
4. Click the Save button to save the changed password. 
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3.6.2 Set Password Question 

 

 
 

1. Select from the drop down list, an available question.  Next, input the answer. 
2. Click the <<Back button to return to the main menu. 
3. Click the Save button to save the settings defined. 
4. Click the Save And Close button to save the settings and return to the main menu. 

 
 
 

3.7 Sign Out 
Click on Sign Out link to quit/logout from the system. 
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4 Personnel Menu: Approver role 
The personnel menu for a staff that is an approving officer is restricted to: Select System, Approval 
and Employee Info. 
 
The administrator role will be able to view all options/forms covered under Employee Role.  Refer to 
3.1 Personal Information Form, 3.2 Update / Amend the Personal Information form, 3.3 Add a New 
Record, 3.4 View Change History,  3.5 Employee Info – Reports, Letters, 3.6 User Settings, 3.7 
Sign Out. 
 
The following sections will cover the additional forms available to the Approving Officer Role. 

 

4.1 Personal Information Form 
The following screen will be displayed upon logging into Personnel.  This form displays the menu 
view for an Approving Officer. For details, refer to 3.1 Personal Information Form. 
 

 
 
 
 



PROSOFT HRMS Version 8 – Personnel (Self Service) 28  

 
 

UNIT4 Asia Pacific Pte Ltd Online / February 2020 

© 2015 All rights reserved Single user license only, copying & networking prohibited 

 

4.2 Approval – Pending Actions 
This menu is for approving officers to view their to-do-list and also allows for delegation of 
approving role.  Go to Approval: Approver Options, Pending Actions. 

 

4.2.1 Global Approval 

Approval may be done globally. 
 

 
 

1. Click on the employee name to open the detail record.  Refer to 4.2.2 Individual Approval. 
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4.2.2 Individual Approval 

Approving officers may view the details of the change submitted to approve/reject request. 
 

 
 
 

1. Input remarks as required. 
2. Click the <<Back button to return to the main menu. 
3. Click the Change History button to view the list of change requests of when employee 

details are added, deleted or modified by the employee. 
4. Click the Approve button to approve the request. 
5.  Click the Reject button to reject the request. 
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Upon approval, the screen will be refreshed with the approved status. 
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4.3 Delegation 
Approving officers / Supervisors are allowed to delegate the approval duties to another employee.  
Go to Approval: Approver Options, Delegation. 
 

 
 

1. Select from the drop down to view All delegation records or only Current records. 
2. Click the Add New Record button to create a new record. 
3. Click the pencil symbol to edit the detail record.  

 

4.3.1 Add/Modify Delegation 

 
 
 

1. Input the details for covering person.  Click the detail button to select from the employee 
listing. 

2. Input the details for covering duty of the officer.  Select the role, tick the check box for the 
required action type. 

3. To remove the selected employee, click the brush symbol, to clear.  Otherwise, click the 
trash bin symbol to delete the record. 

4. Input the date range for the duty. 
5. Click the <<Back button to return to the main menu. 
6. Click the Save button to save the settings defined. 
7. Click the Save And Close button to save the settings and return to the main menu. 
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4.4 Viewing / Updating Employee Info for Others 
Supervisors / Approving officer may be given access to view / update other employees data.  The 
data viewed is based on the Role selected. 

 

 
 

1. Select the Role. 
2. Filter and Advanced Filter option will allow the administrator to group the employees for 

easy review. 
3. Select from the drop down list the preferred reference type to display in the listing. 
4. Click the Employee Code or Name to view the personal records. The following screen will 

be displayed. 
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5 Personnel Menu: Administrator role 
The personnel menu for a staff that is an administrator is restricted to: Select System, Manage and 
Setup. 
 
The administrator role will be able to view all options/forms covered under Employee Role.  Refer to 
3.1 Personal Information Form, 3.2 Update / Amend the Personal Information form, 3.3 Add a New 
Record, 3.4 View Change History,  3.5 Employee Info – Reports, Letters, 3.6 User Settings, 3.7 
Sign Out. 
 
The following sections will cover the additional forms available to the Administrator. 

 

5.1 Manage 
The manage section for the administrator is to be able to view updates submitted by the staff for 
approval. 
 
NOTE:  Administrators need to go into the Personnel (Admin) System to update/create employee 
records. 

 

5.1.1 Change History – Personnel Records 

The following is the list of employees and the link to view the Change History records. 
 

 
 

1. Select the Role. 
2. Filter and Advance Filter option will allow the administrator to group the employees for 

easy review. 
3. Select from the drop down list the preferred reference type to display in the listing. 
4. Tick the checkbox to exclude resignee records. 
5. Click the Employee Code or Name to view the change detail records. The following 

screen will be displayed the list of changes. 
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1. Click to view the detail record and changes done. 
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5.2 Setup 
This section defines the company / viewing policies for the personnel system.  To perform the 
function, go to Personnel, Personnel: Setup, Settings. 

 

5.2.1 Approval 

The approving officers and covering officers are defined here. Go to Personnel: Setup, 
Settings, Approval. 
 

 
 

1. Click the Add New Record button to create new record.  
2. Click the pencil symbol to edit the existing details or click the document symbol to copy 

the existing details.  Refer to next screen. 
3. Click the Report link to open up the Approval Setup Reports form. 

 

5.2.1.1 Edit Button 
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1. Input the condition for the approval, eg. base on Screen / Forms.  Also indicate the 
employee range. 

2. Input the levels of approving officers. 
3. Indicate the levels of CC Persons. 
4. Click the <<Back button to return to the main menu. 
5. Click the Save button to save the settings defined. 
6. Click the Save And Close button to save the changes made and return to the main menu. 
7. Click the trash bin symbol to delete the record or click the document button to copy the 

record. 
 

5.2.1.2 Copy Button 
 

 
 

 
1. Input the Approval ID that you want to be copied to. 
2. Click the <<Back button to return to the main menu. 
3. Click the Next>> button to continue and input the parameters. 
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5.2.2 Transfer Approval Rights 

Approving officers rights can be transferred should there be a change of role.  From this screen, 
the Transfer or Removal of Approval rights can be performed. 

 
 
 

1. Select the preferred Action for change 
2. Click the detail button to select the Current Approval Personnel and the New Approval 

Personnel that will take over. 
3. Click the checkbox to indicate the fields and systems to be updated. 
4. Click the Update Approval Setup button to confirm the action or <<Back button to cancel. 
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5.2.3 Transfer Pending Approvals 

Pending approving action records may also be transferred by the administrator by using this 
feature. 
 
Pending approval records will be displayed by default if transfer approval is possible.  The 
Employee Range to be listed can be defined in the query. 

 

 
 

1. Click the checkbox to indicate select the record. 
2. Click the Global Update Selected to confirm the transfer action. 

 
 
 

5.2.4 Coordinator 

Coordinators may also be created to help oversee some of the maintenance of employees. Go to 
Personnel: Setup, Settings, Coordinator. 
 

 
 

1. Click the Add New Record button to create new record. 
2. Click the pencil symbol to edit the existing details.  Refer to next screen. 
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1. Input the coordinator employee code. 
2. Input the employee range that the coordinator is in charge of. 
3. Click the <<Back button to return to the main menu. 
4. Click the Save button to save the settings defined. 
5. Click the Save And Close button to save the changes made and return to the main menu. 
6. Click the trash bin symbol to delete the record 

 



 41                                                                           PROSOFT HRMS Version 8 – Personnel (Self Service) 

 

February 2020 / Online UNIT4 Asia Pacific Pte Ltd 

Single user license only, copying & networking prohibited © 2015 All rights reserved  

 

5.2.5 Email Template 

The system has a list of email templates that may be used when sending out notifications / 
reminders to the persons in charge. 
 

 
 

 

5.2.6 Delegation 

Refer to 4.3 Delegation for more details 
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5.2.7 Field Access 

The administrator can decide what are the read / write access to the fields to be displayed. 
Making fields compulsory for data input and subject to approval may also be defined for the 
employee, supervisor and approving officer. 
 

 
 
 

1. Click on the pencil to open the form to define the required parameters. 
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1. Input the parameters for the specific form. 
2. Sequence order can be changed as preferred. 
3. Click on the detail button to access the Read / Write Access user list. 
4. Indicate if the field is compulsory for input. 
5. Indicate if the field requires approval. 
6. Click the <<Back button to return to the main menu. 
7. Click the Save button to save the settings defined. 
8. Click the Save And Close button to save the changes made and return to the main menu. 
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5.2.8 Read / Write Access form 

 
Tick the check box to indicate the respective user permission for the form viewing. 
 

 
 
 
 
Note: 
The Field Access for various pages will have a different top section from the Personal Information 
Screen (see below) 
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5.3 Field Access Screen Pages 
 

5.3.1 Personnel 

 

 
 
 



PROSOFT HRMS Version 8 – Personnel (Self Service) 46  

 
 

UNIT4 Asia Pacific Pte Ltd Online / February 2020 

© 2015 All rights reserved Single user license only, copying & networking prohibited 

 

5.3.2 Other Information 
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5.3.3 Employment 
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5.3.4 Assignment 
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5.3.5 Statutory (Singapore) 
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5.3.6 Salary 
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5.3.7 Work Calendar 

 

 
 

5.3.8 Attendance 
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5.3.9 Others 
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5.3.10 Identity 
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5.3.11 Address 
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5.3.12 Education 
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5.3.13 Emergency Contact 
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5.3.14 Family 

 

 
 



PROSOFT HRMS Version 8 – Personnel (Self Service) 58  

 
 

UNIT4 Asia Pacific Pte Ltd Online / February 2020 

© 2015 All rights reserved Single user license only, copying & networking prohibited 

 

5.3.15 Acheivement 
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5.3.16 Activity 
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5.3.17 Appriasal 
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5.3.18 Attachment 
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5.3.19 Certification 
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5.3.20 Clinic 

 

 
 



PROSOFT HRMS Version 8 – Personnel (Self Service) 64  

 
 

UNIT4 Asia Pacific Pte Ltd Online / February 2020 

© 2015 All rights reserved Single user license only, copying & networking prohibited 

 

5.3.21 Contract 
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5.3.22 Driving License 
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5.3.23 Employement History 
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5.3.24 Incident 
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5.3.25 Insurance 
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5.3.26 Inventory 
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5.3.27 Job Description 

 

 
 

5.3.28 Language 
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5.3.29 Loan 
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5.3.30 Medical 
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5.3.31 Membership 

 

 
 



PROSOFT HRMS Version 8 – Personnel (Self Service) 74  

 
 

UNIT4 Asia Pacific Pte Ltd Online / February 2020 

© 2015 All rights reserved Single user license only, copying & networking prohibited 

 

5.3.32 Misconduct 

 

 
 



 75                                                                           PROSOFT HRMS Version 8 – Personnel (Self Service) 

 

February 2020 / Online UNIT4 Asia Pacific Pte Ltd 

Single user license only, copying & networking prohibited © 2015 All rights reserved  

 

5.3.33 National Service (Singapore) 

 

 
 



PROSOFT HRMS Version 8 – Personnel (Self Service) 76  

 
 

UNIT4 Asia Pacific Pte Ltd Online / February 2020 

© 2015 All rights reserved Single user license only, copying & networking prohibited 

 

5.3.34 Secondment 
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5.3.35 Training 
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