
HR Request Letter Self Service
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 Once the employee signs in, the home page will be displayed.

 Click on the Me Tab and click on HR Request Letter Self Service
icon.

 To raise a new request, click Create Request.

HR Request Letter Self Service



HR Request Letter Self Service

 Select appropriate Letter category from the drop-down, type 
and eSignature under Request Letter Header section.

 Upload supporting documents in Drag and Drop section.

 Click Next.

 Review the selected details and then click 
Submit.

 Once submitted, it will be sent for approvals.




