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Ciphr HR Self-Service Checklist

To ensure your system is set up for rollout, we recommend using the following checklist. 

It's important to carry out a test rollout with a pilot group to ensure a smooth process, correct any login/access issues, and gather feedback before going live to your organisation. If you need more assistance on particular areas, check out the linked guides. 

	Data Checks
	Complete?

	Check hierarchy reporting structures are correct. 
We recommend that you look at your Company Org Chart to help with this process.
	

	Ensure employees have the correct Work Patterns.  
We recommend that you refer to the Job and Pay QA report to help with this process.
	

	Ensure your Holiday Year(s) are correct. This may require the Holiday Year rollover process to be carried out (log in to Academy before clicking the link)
	

	Ensure Holiday Entitlement schemes have been set up correctly and that employees have the correct entitlement. To check their holiday entitlement, navigate to Absence Summary.
	

	If you are rolling out pay areas, ensure the Job and Pay information (including grades and salaries) for each user is correct. 
We recommend that you refer to the Job and Pay QA report to help with this process.
	

	Check that each user has an email address populated in the ‘Contact Email Address’ field in Personal Details (ideally their work email or personal if they don’t have a work email address). 
We recommend that you refer to the Personal Details QA report to help with this process.
	






	Configuration Checks
	Complete?

	Configure Verification Settings and decide whether pages are to be verified, and if so by whom.  Select the linked guide based on your configuration setup
	

	Ensure all User Roles have been created with the right security and page access and roles have been thoroughly tested
We recommend testing your Manager User and a Normal User role
	

	Ensure the Ciphr User Role has access to all new User Roles that have been created via: System Configuration > Role Management > Click on CIPHR  user role > Roles > Set all as “Accessible”
	

	Ensure that all users have been placed into the correct User Role via: System Configuration  > Role Management > Select User Role > Users
This can also be actioned via the Bulk Change tool
	

	Review which Absence Codes should be available for users to input and which absences appear on See Who’s Off – Manager/Company pages
	

	Review which Allowances and Payments should be available for users to input
	

	Decide which Company Documents you want to be made available in Self-Service and make them accessible for the relevant User Roles
	

	Decide which Policies you want to be made available in Self-Service and make them accessible for the relevant Jobs/Departments
	

	Decide which Personal Document Categories employees and managers will have access to
	

	If you are utilising additional modules at this stage, eg Talent Management, Case Management, Safeguarding, Total Reward Statement, ensure the correct Page Access has been given to your User Roles
	

	Review your Additional Information categories and decide which categories will be available for employees and managers and grant access for each User Role
	

	If using the Company Org Chart and Employee Directory ensure these have been configured to your requirements
	

	Review the Dashboard Widgets available and decide which you would like to be ‘Enabled’ for users to add to their Dashboard
	




	Roll Out Checks
	Complete?

	Review the in-app guidance in the ? menu that will be available to help your users get started
Create user guides for any bespoke processes to assist your rollout providing screenshots of the pages accessible, instructions on how to complete tasks and any additional information your employees may find useful.
You may want to consider creating a list of recommended Dashboard Widgets for User Roles with a brief outline of what information the widget will provide to the user – see Dashboard Widgets explained guide for more details
	

	Decide upon your pilot group for the ‘test’ roll-out.
We recommend you use the provided testing guidance document
	

	You may decide to provide demos and training to employees and managers via webinars or workshops.
	

	Create communication that informs your organisation about the launch of your new system.
	

	Decide which areas of the system you want users to update and check as part of the rollout.  For example address, phone numbers, bank details, emergency contacts, diversity fields etc.
	

	Decide how to communicate users' login credentials.  For example, mail merge in letters or via activation email for non-SSO users
	

	Ensure your Welcome Message has been configured if you are utilising this feature.
	

	If using Employee Sentiment ensure this is configured to the number of interval days required and the images of the five feedback reactions (smiley faces) are as required.
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