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Self-Certification Process 
For Self Service 
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When an absence in recorded against an employee you may require a self certification form 
to be completed. 
 
The following process will show you the function within Self Service that will prompt you 
employee to complete a self cert form online line and up date your personnel system. You will 
need to make sure that the employee and manager security profiles both have access to the 
absence screen and are able to update the information. 
 
An employee phones in sick, this will then be logged against the employee record by their 
manager in the self service system. 
 
The manager will log in to self service, go to ‘my team’ and the select the employee that 
needs to be updated. 
 
Go to the attendance tab and select absence page (shown below) 
 

 
Click on Add absence to record the data. 
 

 
Select the reason and the dates of absence. 
 
When this has happened an email will email will automatically be sent to the employee telling 
the m to log in to self service and complete a self certification form. If the absence duration is 
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longer then 7 days it will state that a medical certificate is required. (This absence will also 
show on your personnel manager) 
 
Once the employee has returned to work they will receive the email and when they log in to 
self service they will have an alert on the home page stating that self certification if required 
for an absence. 
 

 
 
The employee can click on the red alert and this will take them to the absence page. 
 

 
 
The entry in red is the absence that requires a self certification form to be completed. 
 
The employee will click on to the green pencil and the absence details will show. 
 
There are some extra box’s at the bottom of the page asking if a GP was consulted and a 
comments regarding the absence, these are the only fields on the page that the employee 
can amend. 
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Once this has been completed the employee will click on the save button. 
 
You Personnel Manager will now show that the self cert form has been rec’d and the back to 
work interview is now required. 
 
 

 
 
An email will be sent to the manager asking them to perform a back to work interview. 
 
The manager will conduct the back o work interview and log in to self service to record the 
information. 
 
Go to the employee record and find the absence that has the red text showing. (this will now 
have new fields to be completed). 
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Once this information has been saved it will then update you personnel manager. 
 
 
 
 
 
 
 
 
 


