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Schools OBO - Personal Details Form 

 
In this step by step guide, you will learn how to: 
  

• Complete the Personal Details E-Form 

 

 

(1) Click on the E-Formstab. 

 

(2) Click on the Personal Details tile to access the Personal Details E-Form. 
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Your details will display in the Header section as the initiator of the E-Form. 

  
(3) Click on   to scroll down. 

 

 

 
The effective date of the change and the name of the Employee are entered in Section A. 
 
Note the date can be backdated. 
 

  
(4) Click on the Calendar button to select the effective date of the change.   
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(5) Select the effective date of the change.  

 

(6) Click on   to select the Employee you are making a Personal Details change on behalf of. 
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(7) In this example, we will select Davis Sara.  

 

 

Before you can proceed, you need to confirm the employee's details. 

  
(8) Click on Confirm Employee Details to confirm the employee. 
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(9) Click on OK to continue. 

 

 

 
There are 3 types of changes you can make to an Employee Personal Details: 
  
1. Change of Address 
2. Change of Bank Details 
3. Change of Name 
 

  
(10) Select the Change Of Address checkbox if you want to make a change of address. 
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(11) Select the Change Of Bank Details checkbox if you want to change the Employee's Bank Details, 

 

(12) Select the Change Of Name checkbox if you want to change the Employee's name. 
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(13) Click on   to scroll down. 

 

 

 
If you selected Change of Address in Section A, a new Section (in this case Section B) will display. 
  
There are 3 possible changes you can make in the Change of Address Details section: 
  
1. Change to Employee's Permanent Address 
2. Change to Employee's First Emergency Address 
3. Change to Employee's Second Emergency Address 

 

  
(14) Select the Permanent Address checkbox to change the Employee's permanent address. 
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(15) Select the First Emergency Address checkbox to change the Employee's first emergency address. 

 

 

 
You may also select the Second Emergency Address checkbox to change the Employee's second emergency 
address. 
  
In this example, we will make a change to the Employee's permanent address and first emergency address. 

 

  
(16) Click on   to scroll down. 
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Depending on which change option(s) you selected, the E-Form will display the relevant sections. 
  
The Current Details are displayed on the left hand side. 
 The New Details are displayed on the right hand side. These fields are editable so you can enter the new values.    
  
Note in this example, the new details have already been populated to show an example of permanent address 
change. 

  

  
(17) Click on   to scroll down. 

 

 

Mandatory fields are marked with an asterix (*). 
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Note if any data entries are on the wrong format, i.e phone number, the system will return an error message. 

  

 

 
   

  
(18) Click on   to scroll down. 

 

 

 
This next screen shows you an example of a First Emergency Address change with the current and new details. 
  
Note the new details have already been populated to show an example of a first emergency address change. 

 

  
(19) Click on   to scroll down. 
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Mandatory fields are marked with an asterix (*). 

  

(20) Click on  to scroll down. 

 

 

 
As we selected the Change of Bank Details option above, a new section (Section C) is displayed. 
  
Similarly to the change of address section, the Current Details are displayed on the left hand side and new 
editable fields (New Details) are displayed on the right hand side, where you can enter the new values.    
  
Note the new details have already been populated to show an example of a change of bank details. 

 

  
(21) Click on   to scroll down. 
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As we selected the Change of Name option above, a new section (Section D) is displayed. 
  
Similarly to the change of address section, the Current Details are displayed on the left hand side and new 
editable fields (New Details) are displayed on the right hand side, where you can enter the new values.    
  
Note the new details have already been populated to show an example of a change of name. 
 

  
(22) Click on   to scroll down. 

 

 

You can add comments for the entire E-Form. 
Note these comments are for internal-use only, as shown below. 

  
(23) Click on Add Comment to save your comment. 
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(24) Click on Submit to submit the E-Form. 
  
        Alternatively, you can cancel, delete or save the e-Form as a draft. 

 

(25) Click on Yes. 
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(26) Click on OK. 

 

 

 
You have successfully completed a Personal Details E-Form. 
  
Note Personal Details E-Forms do not require approval. 

 

 


