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1. Introduction  
 

This guide provides you with information on how to access and amend your personal 

details as well as view your employment details within Employee Self Service.  
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2. My Profile  
 

 Your Personal Details can be accessed either from the ‘My profile’ section in 

 the ‘Utility menu’: 

 

 

 

 

 

 

 

 Or the ‘View profile’ link at the top left of the screen: 

 

 

 

 

 

 

 

 

 

  



 
 

5 
 

 

Accessing and amending your personal details  
 
The My profile screen contains three tabs: 

 

• Personal 

• Employment 

• Talent 

 NB. The Talent tab will be available on a future date. 

 

My Personal details 
 

 

 

 

 

 

 

 

 

 

1. To view your Personal details, select the ‘Edit’ link 

 

 

 

 

 

  



 
 

6 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. If your personal information is incorrect, please contact Human Resources.  

 

3. The Preferred name field on the Personal details page can be updated. All 

other fields are read only. 

 

4. Make changes and press ‘Save’. The change will take affect when you 

next login to Employee Self Service.  
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Amending your Sensitive information  
 

1. Select the Sensitive information link in the ‘Confidential information’ 

section: 
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The following fields on the Sensitive information page can be updated: 

• Marital status 

• Religion 

• Ethnic origin 

• Nationality 

• Sex identifier 

• Gender reassignment 

• Sexual orientation 

• Self-certified disabled 

• Disability description 

 

2. Click on the relevant drop-down menu to update the information. 

 

3. Click ‘Save’ 

 

4. Select the link ‘Back to Personal’ to return to the previous screen: 

 

 

 

 

 

 

5. Once saved an automatic email will be sent to you from 

noreply.hdc@webitrent.com confirming your changes. A notification will 

also be sent to your reporting manager and Human Resources confirming 

that you have made changes to your sensitive information.    

 

Contact information  

 
This section allows you to access, update and add your Contact details: 
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Address Details 
 

1. Navigate to the ‘Contact information’ section  

 

2. Click on the ‘Add Address’ button: 

 

 
 

3. Enter your new address in the fields provided and click ‘Save’: 

 

 

 

 

 

 

 

 

 

 

 

 

4. Click Save  

 

5. Select the link ‘Back to Personal’ to return to the previous screen: 

 

 
 

6. Once saved an automatic email will be sent to you and Human Resources 

from noreply.hdc@webitrent.com confirming your changes.  
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Contact Details  
 
Within this section you can add your contact details  

1. Navigate to the ‘Contact information’ section  

 

2. Click on the ‘Add Contact Details’ button: 

 

3. Select one of the options from the ‘Contact type’ drop-down menu: 

 

 

 

 

 

 

 

 

 

 

 

4. Enter your details in the ‘Contact at’ field: 

 

 

 

 

 

 

 

 

 

5. Click ‘Save’ 

 

6. Once saved an automatic email will be sent to you from 

noreply.hdc@webitrent.com  confirming your changes 

 

7. Select the link ‘Back to Personal’ to return to the previous screen: 
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Friends & Family 
 
This section holds your Emergency contact and Next of Kin details. 

 

Adding a new Emergency Contact  
 
To add a new emergency contact:  

 

1. Navigate to the ‘Friends and Family’ section  

 

2. Click on the ‘Add emergency contact’ button: 

 

 
 

3. Enter the applicable information on the Emergency contact details page.   

A description of each field can be found on the next page 
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Emergency Contact Details  

Field  Definition 

 

Contact name 
Enter the full name of your emergency contact 

 

Relationship to 

me 

Select one option from the drop-down menu  

 

Contact at 
Enter the contact number  

 

Contact email 
Enter an email address if required 

Primary contact 

You may only have one ‘Primary contact’.  If you create 

an additional Emergency Contact and tick the ‘Primary 

Contact’ box, the previous one will be unticked 

automatically. 

Use my home 

address 

Tick this box if the address details are the same as yours.  

When this box is ticked the system will automatically 

complete the address details with your address once you 

click save. 

If the address is different, then leave the box un-ticked 

and enter the details in the address fields. 

 

4. Click Save 

5. Once saved an automatic email will be sent to you from 

noreply.hdc@webitrent.com confirming your changes. 
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Amending an Emergency Contact  
 
To amend an existing Emergency contact……  

 
1. Navigate to the ‘Friends and Family’ section: 

 

 
 

2. Select the emergency contact from the list: 

 

 

                                                           

3. Enter the new details in the field (s) required to be updated: 

 

 
 

4. Click Save 

 

5. Once saved an automatic email will be sent to you from 

noreply.hdc@webitrent.com  confirming your changes. 
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Adding a new Next of Kin 
 
To add a new Next of Kin  

 

1. Navigate to the ‘Friends and Family’ section  

 

2. Click on the ‘Add Next of Kin’ button: 

 

 
 

3. Enter the applicable information on the ‘Next of Kin’ details page.    

A description of each field can be found on the next page 
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Next of Kin Details  

Field  Definition 

 

Next of kin name 
Enter the full name of your Next of Kin 

 

Relationship to 

me 

Select one option from the drop-down menu  

Date of Birth Enter a date of birth if relevant 

 

Use as 

emergency 

contact 

Ticking this box will automatically create this person as 

one of your Emergency Contacts  

Use my home 

address 

Tick this box if the address details are the same as yours.  

When this box is ticked the system will automatically 

complete the address details with your address once you 

click save. 

If the address is different, then leave the box un-ticked 

and enter the details in the address fields. 

 

6. Click ‘Save’ 

 

7. Once saved an automatic email will be sent to you from 

noreply.hdc@webitrent.com confirming your changes. 
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Amending a Next of Kin  
 
To amend an existing Next of Kin……  

1. Navigate to the ‘Friends and Family’ section: 

 

 
 

2. Select the Next of Kin from the list: 

 

 
 

3. Enter the new details in the field (s) required to be updated: 

 

 
4. Click ‘Save’ 

 

5. Once saved an automatic email will be sent to you from 

noreply.hdc@webitrent.com  confirming your changes. 
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Changing your Bank account details  

 
This section displays your current bank details held by Payroll. To change 
your bank details: 
 
1. Navigate to the ‘Bank details’ section: 

 

 
 

2. Click on the link containing your bank details 
 

3. Enter the Sort Code of your bank as a six-digit number (do not include the 
hyphens). 
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4. The Bank Name will be populated once you click on the ‘Save’ button, so 
do not enter any details in this field. 

 
5. Enter a Roll Number if appropriate (for some Building Societies) 

 
6. Enter your 8-digit bank account number - this field will only accept an 8-

digit number. 
 

7. Enter your Account Name  
 

8. Click ‘Save’ 
 

9. Once saved an automatic email will be sent to you and Payroll from 
noreply.hdc@webitrent.com confirming your changes. 
 
If you change your bank details after the payroll cut-off date (5th of 
every month), the change will not take place until the following 
month, and your pay will be paid into your old bank account for the 
current month. If you have any queries regarding this, please contact 
a member of the Payroll team. 
 

10. Select the link ‘Back to Personal’ to return to the previous screen: 
 

 
 

  



 
 

19 
 

3. Viewing your Employment Information 

 
 This section displays your current job details including: 

• Job details 

• Manager 

• Resignation information (if required) 

 

 This section provides read only details of your current role which include the 

 following: 

• Department 

• Job Title 

• Start Date 

• Employee Number 

• Contractual hours 

• Salary 

• Working Pattern 

• Line Manager 

Job & Manager details 
 

1. Click on to the Employment tab 

 

 

 

 

2. In the ‘My employment’ section, select the link for your current job: 
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3. Once you have reviewed the details, select the link ‘Back to Personal’ to 

return to the previous screen: 
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Resignation details 

 
The Resignation notification section allows you to enter an intention to resign 

from the position selected. 

 

1. If you would like to Resign from all your positions, please select the 

‘Resign from all positions’ check box 

 

2. Enter your Resignation statement 

 
3. Press Save 

 

Once saved an automatic email will be sent to you from 

noreply.hdc@webitrent.com confirming your resignation. 

You will receive an email giving you a 24-hour cooling off period – you will be 

able to retract your resignation within this 24-hour period.  

After the 24-hour cooling off period you will receive a second email advising 

that your resignation has been submitted to your line manager and Human 

Resources.  

Once your resignation has been received by Human Resources you will 

receive an Acceptance of Resignation letter detailing your accrued annual 

leave and banked minutes (if applicable).  
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4. Requests and Surveys 
 

Requests and Surveys can be accessed either from the ‘Utilities menu’: 

 

Or by selecting the ‘View Profile’ link at the top left: 

 

Then selecting the ‘Employment’ tab: 
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Completing a Survey 
  

 Surveys will be sent to you to complete in Employee Self Service. 

 Once a survey has been sent it will appear in the ‘Requests & Surveys’ 

 section and will show the status as ‘New’: 

 

  

 

 

 

 This example shows the ‘Driving at Work Annual Self Declaration’ form 

 Other forms that may be available are: 

• Return to Work Form 

• Self Certification (sickness) 

• Leavers Form 

 

1. To open the form, click on the link 

 

2. The ‘Summary’ page will be displayed: 
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3. Click ‘Start’ to start the survey 

 

4. Complete the fields on the form: 

 

 
 

NB. Any fields with a red asterisk are mandatory and must be 

completed before you can submit your form. 

 

5. Once the form has been completed, click ‘Save’ 

 

6. Click the ‘Summary’ link at the top left to return to the Summary page: 
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7. Click ‘Submit’ to submit the form: 

 

 
 

 

8. Only click ‘Confirm’ if you are happy to submit the form, as once 

submitted the form cannot be modified: 

 

 
 

 

9. A message will confirm that the form has been submitted: 
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10. Once submitted the form will show as ‘Awaiting authorisation / 

Completed’: 

 

 
 

11. Once submitted an automatic email will be sent to you from 

noreply.hdc@webitrent.com confirming your submission 

 

12. An authorisation request will be sent to your Reporting Manager and 

Human Resources will be notified 

 

13. You will be notified by email when the form has been authorised or not 

authorised by your Reporting Manager 


