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[YOUR SYSTEM NAME] FAQs


How will I access the new [YOUR SYSTEM NAME] system?
[YOUR SYSTEM NAME] is a cloud/web-based system, therefore you can access the system anywhere you have an internet connection. In order to do this, you will use the URL provided.  The HR team will confirm the email address to use when logging in and you can gain access to the system by using the ‘Reset password’ route or if you are using Single Sign On the system will recognise this once you enter your email

What do I do if I forget my password?
On the login page, there is a reset password option. You can click this and follow the on-screen instructions. As a backup process, you can contact HR if more support is required.

Can I access it from home or mobile?
Yes, you can access [YOUR SYSTEM NAME] anywhere as long as you have internet access.  Make sure you know the URL to type into the browser on your device. 

I currently put in a time off request via a paper form/[YOUR FORMER SYSTEM NAME], will this stay the same?
Time off requests will be part of self-service and you will be required to add your time off directly into [YOUR SYSTEM NAME]. Your manager has been given the approval rights to confirm your time off as part of an approval process.

What if I need to change some of my personal information (ie banking information, address change, emergency contacts, etc)?
[YOUR SYSTEM NAME] currently has your data loaded within the system, however we encourage you to login and make amendments where required; you should see all the different items you can view and change. The change may have to go through an approval process set by the HR team.
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