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HR self-service pilot group checklist

Testing guidance
Testing is a crucial aspect of any system implementation to ensure that it functions as intended. To ensure that your configuration meets your requirements, we suggest testing the areas in the checklist below. 

Thank you to everyone in the pilot group for dedicating time to testing and ensuring that everything is working correctly, to help us make the new system a success together!

User Type: Manager

	Testing Area
	Description
	Own Record
	Subordinate Record

	Log into the system
	Have you been able to log in using SSO/email and password? (Delete as applicable)
	☐	

	
	Have you been able to configure your own Dashboard?
	☐	

	Viewing records
	Are you able to view/search for all current subordinate records?
	
	☐
	Help menu
	Can you access the ? menu and follow the Getting started in-app guides?
	☐	

	Personal Details
	Have you been able to check and update your personal details with/without it going for verification? (Delete as applicable)
	☐	

	
	Have you been able to check and update your contact details with/without it going for verification? (Delete as applicable)
	☐	

	
	Have you been able to upload your own/subordinates’ photos? (Delete as applicable)
	☐	☐
	
	Have you been able to check and update your bank account details with/without it going for verification? (Delete as applicable)
	☐	

	
	Have you been able to check and update your own/subordinates’ emergency & other contact details with/without it going for verification? (Delete as applicable)
	☐	☐
	
	Have you been able to check and update your own/subordinates’ additional information categories with/without it going for verification? (Delete as applicable)
	☐	☐
	Absence
	Are you able to open the absence calendar and view/book expected absence types on your own/subordinates’ time off in the calendar and view entitlements?
	☐	☐
	
	Are you able to book all expected Absence types by inserting a new record in the Book & View Time Off area on your own/subordinates’ records with/without it going for verification? (Delete as applicable)
	☐	☐
	
	Are you able to view all expected absence records as expected?
	☐	☐
	
	Can you check remaining leave balances?
	☐	☐
	
	Are you able to update and change absence records on your own/subordinates’ record with/without them going for verification? (Delete as applicable)
	☐	☐
	Verifications
	Can you access the Verification Page?
	☐	

	
	Are you able to see all expected Verifications, can you successfully Approve and Decline them?
	☐	

	Payments
	Are you able to view all expected Payments on your own/subordinates’ record?
	☐	☐
	
	Are you able to insert any new Payment records on your own/subordinates’ record with/without it going for verification? (Delete as applicable)
	☐	☐
	
	If you are able to insert Payments, can you see the correct expected list of Payments?
	☐	

	Allowances
	Are you able to view all expected Allowances on your own/subordinates’ record?
	☐	☐
	
	Are you able to insert any new Allowance records on your own/subordinates’ record with/without it going for verification? (Delete as applicable)
	☐	☐
	
	If you are able to insert Allowances, can you see the correct expected list of Allowances?
	☐	

	Job and Pay
	Are you able to view all expected information relating to job and pay and all changes on your own/subordinates’ record?
	☐	☐
	Documents
	Are you able to upload documents on your own/subordinates’ record, into the correct expected categories with/without them going for verification? (Delete as applicable)
	☐	☐
	
	Are you able to view all uploaded documents on your own/subordinates’ records with/without them going for verification? (Delete as applicable)
	☐	☐
	
	Are you able to view/download all uploaded documents?
	☐	

	
	Are you able to read and accept expected policies?
	☐	

	
	Are you able to view if your subordinates have accepted the expected policies?
	
	☐




User Type: Normal (Employee)

	Testing Area
	Description
	Own Record

	Log into the system
	Have you been able to log in using SSO/email and password? (Delete as applicable)
	☐
	
	Have you been able to configure your own Dashboard?
	☐
	Help menu
	Can you access the ? menu and follow the Getting started in-app guides?
	☐
	Personal Details
	Have you been able to check and update your personal details with/without it going for verification? (Delete as applicable)
	☐
	
	Have you been able to check and update your contact details with/without it going for verification? (Delete as applicable)
	☐
	
	Have you been able to upload your photo?
	☐
	
	Have you been able to check and update your bank account details with/without it going for verification? (Delete as applicable)
	☐
	
	Have you been able to check and update your emergency & other contact details with/without it going for verification? (Delete as applicable)
	☐
	
	Have you been able to check and update your additional information categories with/without it going for verification? (Delete as applicable)
	☐
	Absence
	Are you able to open the absence planner and view your time off in the calendar view and your entitlements?
	☐
	
	Are you able to book time off from the absence planner by clicking on the start and end date of the time off with/without it going for verification? (Delete as applicable)
	☐
	
	Are you able to book time off by inserting a new record in the Book & Time Off area with/without it going for verification? (Delete as applicable)
	☐
	
	Are you able to book all expected leave types with/without it going for verification? (Delete as applicable)
	☐
	
	When you receive an email confirming your booking does the email contain a calendar invitation?  Does this invitation correctly transfer into your Outlook calendar when opened?
	☐
	
	Are you able to view all expected absence records as expected?
	☐
	
	Are you able to update and change absence records with/ without them going for verification? (Delete as applicable)?
	☐
	Payments
	Are you able to view all expected Payments?
	☐
	
	Are you able to insert new Payment records with/without it going for verification? (Delete as applicable)
	☐
	
	If you are able to insert Payments, can you see the correct expected list of Payments?
	☐
	Allowances
	Are you able to view all expected Allowances?
	☐
	
	Are you able to insert any new Allowance records with/without it going for verification? (Delete as applicable)
	☐
	
	If you are able to insert Allowances, can you see the correct expected list of Allowances?
	☐
	Job and Pay
	Are you able to view all expected information relating to job and pay and all changes?
	☐
	Documents
	Are you able to upload documents into the correct expected categories with/without them going for verification? (Delete as applicable)?
	☐
	
	Are you able to view/download all uploaded documents?
	☐
	
	Are you able to view Company documents?
	☐
	
	Are you able to read and accept expected Policies?
	☐

User Type: HR User
	Testing Area
	Description
	Own Record
	Subordinate Record
	Record Groups
(If applicable)

	Log into the system
	Have you been able to log in using SSO/Username and email? (Delete as applicable)
	☐	
	

	
	Have you been able to configure your own Dashboard?
	☐	
	

	Viewing Records
	Are you able to view/search for all current subordinate records?
	
	☐	☐
	
	Are you able to use the Advance Search to view ‘Leavers’ and future starters ‘All staff’?
	
	☐	☐
	Help menu
	Can you access the ? menu and follow the Getting started in-app guides?
	☐	
	

	Personal Details
	Have you been able to check and update your own/all other employees’ (subject to permissions) personal details with/without it going for verification? (Delete as applicable)?
	☐	☐	☐
	
	Have you been able to check and update your own/all other employees’ (subject to permissions) contact details with/without it going for verification? (Delete as applicable)
	☐	☐	☐
	
	Have you been able to upload your own/all other employees’ (subject to permissions) photos? (Delete as applicable)
	☐	☐	☐
	Absence
	Are you able to open the absence planner and view/book expected Absence types on your own/all other employees’ (subject to permissions) time off in the calendar and view entitlements?
	☐	☐	☐
	
	Are you able to book all expected Absence types by inserting a new record in the Book & View Time Off area on your own/all other employees’ (subject to permissions) records with/without it going for verification? (Delete as applicable)
	☐	☐	☐
	
	Can you check remaining leave balances on your own/all other employees’ (subject to permissions) records?
	☐	☐	☐
	
	Are you able to update and change absence records on your own/all other employees’ (subject to permissions) records with/without them going for verification? (Delete as applicable)
	☐	☐	☐
	
	Can you update the Sick Pay Scheme?
	
	☐	☐
	
	Are you able to amend holiday entitlement schemes?
	
	☐	☐
	
	Can you view and update brought forward (Holiday BF) holidays?
	
	☐	☐
	Verifications
	Can you access the Verification page?
	☐	
	

	
	Are you able to see all expected Verifications, can you successfully Approve and Decline them?
	
	☐	☐
	Payments
	Are you able to view all expected Payments on your own/all other employees’ (subject to permissions) records?
	☐	☐	☐
	
	Are you able to insert any new Payment records on your own/all other employees’ (subject to permissions) records with/without it going for verification? (Delete as applicable)
	☐	☐	☐
	
	If you are able to insert Payments, can you see the correct expected list of Payments?
	☐	
	

	Allowances
	Are you able to view all expected Allowances?
	☐	☐	☐
	
	Are you able to insert any new Allowance records on your own/all other employees’ (subject to permissions) records with/without it going for verification? (Delete as applicable)
	☐	☐	☐
	
	If you are able to insert Allowances, can you see the correct expected list of Allowances?
	☐	
	

	Job and Pay
	Are you able to view all expected information relating to job and pay and all changes on your own/all other employees’ (subject to subject to) records?
	☐	☐	☐
	Documents
	Are you able to upload documents into the correct expected categories on your own/all other employees’ (subject to permissions) records with/without them going for verification? (Delete as applicable)
	☐	☐	☐
	
	Are you able to view all uploaded documents on your own/all other employees’ (subject to permissions) records with/without them going for verification? (Delete as applicable)
	☐	☐	☐
	
	Are you able to view Company documents?
	☐	
	

	
	Are you able to read and accept Policies?
	☐	
	

	
	Are you able to view if your subordinates/all other employees (subject to permissions) have accepted the expected policies?
	
	☐	☐
	Security
	Do you have access to the user roles that you may need to make changes to? (Delete as applicable)
	☐	
	

	
	Are you able to add users to user roles? (Delete as applicable)
	☐	
	

	
	Are you able to view Sign in settings (within the Profile menu) and Login account status? (Delete as applicable)
	☐	☐	☐
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