How to update your Next of Kin
information
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After entering HRPTS, open Employee Self Service
and click on Personal Information
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Employee Self Service Worklist HR

Employee Self Semvice

Employee Services

Map | Directory | Index
My Processes

In this area, you can use the Status Overview service.

Life & Work Events

Forms and related documents for the events that occur during your employ ment with us

including annual leave.

Salary Statement

In this section you can view your salary statement.

Personal Information

View and edit vour perzonal information, addrezses and bank information.

Help & Support

Appraisals, Learning & Development

View your appraisal and manage your learning and development activities.

Recruitment & Selection

In this area you wil be able to search and apply for posts.

Travel and Expenses

In this area you can complete and submit your travel and expense claims and view and
print claims history.

Employee Relations

To deal with a grievance or harassment/working well together issue or ap peala
decisien of a process in which you have been involved.




On the next screen, click Personal Profile
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Personal Information

Back

 Service Map

| Personal Informati
H Personal Profile y
“ou can enter, change, or delete vour personal data here (for example, addresses or bank details).
Equality and Diversity

View your personal equality and diversity information.
Change PN and Security Ques
Maintain PIN and Security Questions for Password Reset




In your Personal Profile, click Next of Kin Address
under the Addresses banner
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~ Personal Data + Bank Information [ Main bank
Name: Mr Lee Brady ; Mo data available
Date of Birth:

Marital Status: Single + Family Members | Dependents

Mo data available

* Internal Data

« Addresses (i Temporary Address L Next of Kin Address [ ] Emergency Contact Address

Mo data available
Home Address

Street Name:
City:

Telephone Number:

= Communication [ Work E-Mail Address [ Work Tel Number [} Work Mobile [ Private E-Mail Address

Mo data available




Enter your Next of Kin’s details in the boxes
provided. Ensure to enter a means to contacting
them under Communications on the right
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Home Employee Self Service Worklist HR Help & Support

Employee Self Service

Create Next of Kin Address

Save and Back Save 3 Cancel

‘ * Country: United Kingdom
Address

Click ‘Save and Back’!

* House Number and Street: |4 Privet Drive

Wh e n fi n iShecdss Ling 2: |Lisburn Road

District: |

City: [Belfast

County: | Co Antrim

Postal Code: [BT1 ABC

Validity
+) Valid as of Today
) Valid From

) Valid FromTo

Search: Accessibility

Communication

Telephone Number: |02890999999

Communications: [Mobile phone | (07575151665

/

Please insert a Mobile
Number for your Next of
Kin




From your Personal Profile, please also enter the
name of your Next of Kin. Select your relationship
from the options below.

Personal Profile

v Personal Data v Bank Information L Main bank

Hame: Mr Lee Brady No data avalable

Date of Birth: 09.08.1932
Hartal Status. Single v Family Members / Dependents [ Spouse ['j Divorced spouse [ Father [ Nother [ Domesic Partner

No data avalable

¥ Addresses L Temporary Address L Emergency Contact Address ¥ Internal Data /

Home Address No data avalable For more Options,

Street Name: 26 Milford Mews o .
Oy Befast click this arrow
Telephone Number; (7739909048

Valid From: Today

Next of Kin Address




Enter your Next of Kin’s details in the options below,
and click ‘Save and Back’ when complete.
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Create Father

] save and Back (2] Save 3 Cancel

Hame

* Last Name: |Brady

* First Name: |

Initials:

Mationality:

Birth Data

* Date of Birth:

Name at Birth:

Place of Birth:

Country of Birth:

Gender. () Female
T Male
=) unknown




