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Personal Details Overview 
 

 

 Personal Details provides you with access to certain information stored in the HR System. 
o This information should be kept up to date at all times. 

 Only HR has access to your personal details and will not give out personal information to 
anyone. 

 
To access the Personal Details menu 

o Login to StaffOnline  

o Under the My HR  

o Select Personal Details 

Personal Contacts 
 

 
 

 This allows you to change your own Personal Contact details. 

o These contact details will be used for HR purposes. 

 Click on the Personal Contacts. 
 

 

 Click on the ‘Contact Details’ link. 

 This will allow you to edit your details. 

 Enter changes as necessary. 
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 When complete click on the Update button and a Success! message will be displayed at the 

top of the screen. 

 

 
 

 This action will immediately update your personal details in the HR system. 


