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1. Logging_into my ESR using a Smartcard

1. Log into the MyESR website: https://my.esr.nhs.uk/.
You will be presented with the ESR Hub landing page.

Ebectronic Staff Record . E
...... - J
SR et oot

NHS |

pmon
Sunclay

@ WelcometoESR ¢ © @ -
Sy M M

" ESR User ESR Usar
Guides Manual

H Q ESR System Status

v & O CEm
To login, click on the Login to ESR button. m

2. Log in with your smartcard.

Log in with your credentials

Fields with an astensk (%) are requined el

Usamame” |
(Example” 999JSMITHI)
Password”
Forgotien | Request UsemamePassword | Unlock Accound

Log in via Usemame Password

Log in with your Care Identity

Apcoss ESR via your Care Identity by clicking the “Log in with my Cang ldentity’ bution below

Log in with my Care Identity

3. Once you are logged in, if you are not already choose the
Go to MyESR Portal using the link on the right hand side.

l’ L ]
Business Serviies Autharity

HHSBSA Workionoe Services Browse Content m
‘o are logg

You are logged in via:
INTERNET

Electronic Staff Record Search content .

Hotifications

Home About ESR

Irepiermentineg SR

Manag Subscrption ESR Central Teum

ESR Planned

Go to MyESR Portal

Buginess Services Authority The: next planned HEERCIEET
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2. Logging_into my ESR using Username &
Password

1. Log into the MyESR website: https://my.esr.nhs.uk/.

You will be presented with the ESR Hub landing page.
Ebectronic Staff Record . E [T .__..m

ESR Planned Maintenance

ESR will i bde 1 & pmon
Fridiy 2¢
ZEF

@h‘.felcome toESR ¢t @

R4l @

" ESR User ESR Usar
Guides Manual

H Q ESR System Status

v & [FEE

To login, click on the Login to ESR button. CIEIEEE

2. Log in with your using your Username & Password

Log in with your credentials

Fiblds with an astensh [*) are reguined felds
Uzamarme"

{Example: BERIEMITHIM
Password®

Eprgotien | Reguest Usermame/Password | Unlpck Accownt

Log in via Usemame Password

3. Once you are logged in, if you are not already choose the
Go to MyESR Portal using the link on the right hand side.

. i
Search content

skl Business Services Authority
Home About ESR

Hom Implementing ESR Maotifications HHSBSA Workionoe Service Browse Content m
Manage Subscrnption ESR Cenaral Teum
‘ou are logg

You are logged in via:
INTERNET

Electronic Staff Record

ESR Planned
NHS| Go to MyESR Portal

Business Servicas Authority The next planned rlEeETH
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3. Accessing Supervisor Self Service to input Absence

1.Select ESR Navigator

INHS

Electronic Staff Recond

S Helens & Knowslkey Teaching Hospdas NHS Trusd

My Roile

Announcements My Payslip
My ESR

Wi oF Gwnioad your Lalest pay

New look ESR aceess ESR 10 ViEwW your nal pay
My Pagés '.';:gln'c'm by thee e lodis ESR - User Guides and Content Information will be uploaded
Shetly
aSnEGa + TESV1615 - External Supery|
Helen & Knowiley Hospita
O Mo Payssp Availanie
Poral Content *
2 ESR Ninigator
My Personal Informaicn ¥
My Pay & Rewards >
My Total Reward Statements My Personal Information
Iy Leaming
Tax year:
HAE-20T

Wy Compliante & m
Competency

Total Reward Statements R S

2. Select 096 Supervisor Self Service or 096 Supervisor Self
Service (Limited Access)

Logant Helo Poctal

ORAFOO02
Oracle Applications Home Page
= TPy w0 354 ppon notdicat vour Winckding Plaats

Mavigator

Ploase select a responsiblisy.

Logout Halp

Comyright {c) 20048, Oraclke. All rights reserved

Swwitich bo Pebobebe

3. Select Absence

— E-Business Suite

Oracle Applications Home Page
& TIP You have 354 open notifications in your Worklist. Please use the Workflow Worklist toview and respond to your notifications

Navigator

Self Service
f Service (Payroll Approvals

wisor Self Sarvice s Awaiting Your Attention

My Team

Talant Profile

My Team Personal Information
[

Information
Calendar

Property Register

My Team Career Information
Il cosrnemo
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4. Click on the action button next to the employee you wish to enter
the leave against.

NOTE: If there is more than one person with access to the employees
then you

may need to expand the selection by using the “+” icon next to their
name.

[ Action | _Details |

i

5. The next page will show you the absence summary for that
employee; from here you can view the employee’s previous absences.
To enter any kind of absences click on the “create absence” button.

tart Liate 19-Oce- 2002
g End Date i)
o | i |

3.1 Recording a Non Covid Sickness Absence

1. Select Absence Type Sickness

200 0
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2. Click on the Torch next to the Level 1 Reason field. Do not
type anything in the text box.

. P Sick w
Level 1R Q
! Reasor Q
Duration * StartDate (19 Ocr-2022) ﬁ EndDate  (19-Chcr-2022) m

BITIP Start Date is required
Days

Calculate Duration

Pt

asendar ooys
You may need to
K pattérm (&8 o

3. A new pop up box will appear. Again do not type anything
in the text box. Click the “Go* button. And select a reason
from the Level 1 List

Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Level 1 Reason v

Results

= Quick Select

Mo search conducted.

Search and Select: Level 1 Reason
Search
| your item, select a-filber ite the puilidown list and enter s vaiue in the text fieid, th
SearchBy Level 1 Reason
Results
[Select|  QuickSeloct [lovel1Reason |
- S10 Arodiety/stress/depression/other psychistric linesses -

4. 0nce you have selected areason select Select

5. Optional - You can also select a valid level 2 Reason using
the same process used to select the level 1 Reason. This is not a
mandatory field but is helpful for reporting if you can choose
one. There is usually a level 2 reason for “Other” or “Not
Specified” if there is no exact match.

O



6. Enter the Start Date

NOTE: Only enter an end date for the sickness if the employee
has already returned and is back in work. It is important that you
do not enter a future end date. Leave the sickness as open ended
until the employee has returned. If the sickness is now closed,
enter the end date and click the calculate duration button. All
calendar days need to be included in the calculation including
weekends and bank holidays. For part time staff the number of
days will be the same as for full time staff.

7. Select Submit

3.2 Recording a Covid Sickness Absence

1. Select Absence Type Sickness

oL o
B

o

2. Click on the Torch next to the Level 1 Reason field. Do not
type anything in the text box.

Caleulate Duration
Dwration is caloulated b

LAuratic 5 L N O OF U calendar aays
between the start and end date of your absence. You may need to
#TIP ! @ stal t nd @ ] f your al

< ' update this duration to take account of your work pattern [e.g to
exclude weakends
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3. Anew pop up box will appear. Again do not type anything
in the text box. Click the “Go* button. Select S15 Chest &
Respiratory Problems and Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field. then select the "Go" button.

Search By Level 1 Reason v m

Results
Select ___________QuickSelect _____________level1Reason
Mo search conducted.
Search and Select: Level 1 Reason
Search
ind your item, s the p wn lit enter aval the text field, then select the "Go” buttor
SearchBy Lewel 1 Reason
Rizsailts
[Select) _ Quick Select _|Level 1 Reasan
* %10 Arsiety/stress/depression/other psychiatric flinesses o

4. Do not enter a Level 2 Related Reason

5. Scroll down to Related Reason. Click on the Torch next to the
Related Reason. Do not type anything in the text box.

HK INTervention Late u
HR Manager Q
Final Interview Date @
Surgery Related Q
Related Reason Q
Assessment Date

6. A new pop up box will appear. Again do not type anything
in the text box. Click the “Go* button.

7. Select the Appropriate Reason from the below list
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8. After selecting the below reason, click Select

Search By Related Reason || m

Results

|| Quickselect _[RelatedReason |

= Coronavirus (COVID-19)

Search and Select: Related Reason

Search

9. Scroll up to Start Date: Enter the Start Date for the Covid
Sickness

NOTE: Only enter an end date for the sickness if the employee
has already returned and is back in work. It is important that you
do not enter a future end date. Leave the sickness as open ended
until the employee has returned. If the sickness is now closed,
enter the end date and click the calculate duration button. All
calendar days need to be included in the calculation including
weekends and bank holidays. For part time staff the number of
days will be the same as for full time staff.

10. Select Submit



3.3 How to Record Study Leave

1. Select Absence Type Study Increasing Bal

o000 P
i3

o

2. The absence reason will default as Study leave

* Absence Type Study Increasing Bal v

Absence Reason  Study Leave| ™|

Duration * StartDate  05-Mov-2020 [ EndDate 05-Nov-2020 [
TP Start Date is required,

1 Duration is calculated based on the number of full calendar days
@Tpbetween the start and end date of your absence. You may need to
update this duration to take account of your work pattern (e.g. to
exclude weekends).

Days

Total

3. Enter the Start Date of the Study Leave

4. Enter the End Date of the Study Leave

5. Enter the number of days’ leave booked. Use decimals to
record anything less than a full day (for example 0.5 days).

6. Select Submit
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3.4 How to Record Special Leave

1. Select Absence Type Special Increasing Bal

NOTE: If the Special Leave is unpaid please select

Unpaid Authorised Special or Unpaid Unauthorised Special. Please
also ensure if this is to be unpaid that you advise the Lead
Employer Payroll Team:
LeadEmployerPayroll@merseywestlancs.nhs.uk

Cacuiie Do sion

L)
8

2. Using the arrow next to Absence Reason select the
appropriate absence e.q. Carer’s Leave, Bereavement,
Compassionate Leave

3. Enter the Start Date of the Special Leave

4. Enter the End Date of the Special Leave

5. Enter the number of days’ leave booked. Use decimals to
record anything less than a full day (for example 0.5 days).

NOTE: Special Leave is usually only taken 1 day at a time at
the Manager’s discretion. Only record special leave if this
has been approved and the employee has not already
exceeded their entitlement. Refer to the special leave
policy if you are unsure.

6. Select Submit
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3.5 How to update an Open Sickness Episode to add an end date,
return to work discussion date and Occupational Health referral date.

1.Select ESR Navigator

INHS|

Electronic Staff Recond

St Helens & Knowsley Tesching Hospilals NHS Trusl

Announcements

My Payslip

W OF COWTIIOD Your lalest pay

New look ESR access ESR 10 visw youd full pay

My Pages Welcome o ihe new lock ESR - User Guides and Content Infonmation will be upicaded
Sheitly
i & = 25511615 « External Superv|
HEMENS & Knowiley Hespits
i Mo Payslp Acvcailabie
Pofal Conlent »
P
\< £
T ESR Navigator
Wy Personal Information »
Ky Pay & Rewands ¥
My Total Reward Statements My Personal Information
Wy Ledming
Tax y#ar:

262007
ity Compliange & m
Compétency

Total Reward Statements R BOR B

2. Select 096 Supervisor Self Service or 096 Supervisor Self
Service (Limited Access)

Logot Helo Portal

ORFO00

B TP ¥ou hand 354

Oracle Applications Home Page

Mavigatos

0 Emphorven Setf Service Ploasa select a responsibllity.

Comyright {c) 2004, Oracle. All rights resarved

3. Select Absence

E E-Business Suite

Oracle Applications Home Page
& TIP You have 354 open notifications in your Worklist. Please use the Workflow Worklist to view and respond to your notifications
MNavigator
e Sell Service Supervisor
Self Servica (Payroll Approvals Natifications

All Actions Awaiting Your Attention

My Team

Talent Profile

My Team Personal Information

Per al Information

Absence
o
i
My Team Career Information ”
g =

I anrnine




4. Click on the details button next to the employee you wish to enter
the leave against.

NOTE: If there is more than one person with access to the employees
then you may need to expand the selection by using the “+” icon
next to their name.

5. The Employee’s Absence Summary will now show. Select
the “Update® pencil on the sickness entry

Absence Management
Absence Summary Entitlement Balances

Search

Note that the search is case insensitive
Absence Type v Start Date [ 24-Oct-2020,

Approval Status v End Date =]

Individual Calendar [ Hierarchy Calendar [ ﬁ 2= {5} v [

B 7 @

08-Now-2020 Sickness Sickness Approved

6. Enter the Absence End Date. Click the Calculate Duration
Button

Absence Type Sickness
Level 1 Reason 515 Chast & respiratory problems Q

Level 2 Reason Q

Duration * StartDate  08-Now-2020 [ EndDate 21-Nov-2020 [
@ TIP Start Date is required

Calculate Duration

Duration is calculated based on the number of full calendar days

#TIP between t!‘ue start _and end date of your absence. You may need to
update this duration to take account of your work pattern (e.g. to
exclude weekends).

Days

Total 14

7. Enter the Return to Work Discussion Date. If the employee
has been referred to Occupational Health then this date
should also be entered
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Return to Work Discussion Date  22-Nov-2020 g
Occupational Health Referral Date g ”




(O]
(@)
C
(0]
wn
O
<C
(O]
(@)
O
C
O
p=
o
-
(0]
O
>
S
(O]
(@p)
=
(O]
wn
| -
o
R
>
| -
(0]
o
>
wn
(@)
£
w0
wn
()
(©)
(©)
<

8. Select Submit

9. The row on the Absence Summary page should now show
as a complete row with both a start date and end date.

‘@ Confirmation
Your changes have been applied.

Absence: Summary

Employee Name  Sandwell29, Paula
Employee Mumber 20016035

Absence Management

Absence Summary Entitlement Balances

Search
MNote that the search is case insensitive

Absence Type v StartDate (24-Oct-2020, ()
Approval Status B End Date =

E.

08-Nov-2020 21-Nov-2020 Sickness Sickness Approved
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3.6 How to add annual Leave

1.Select ESR Navigator

INHS|

Electronic Staff Recond

S Helens & Knowsley T

My Bohe

Announcements My Payslip

My ESR
“Wiew O CownIoad your iatest pay

New look ESR access ESR 10 view youd hull pay
My Pages Welcome 1o the new look ESR - Uiser Guides and Conbent Information will be upicaded
Sheitly
AShinoai = 25511615 « External Superv|
HElens & Knowiley Hospita
i Mo Payslp Acvcailabie
Pomal Content ]
N\
e \//\ ESR Mavigator
- 1ty Fersonal Informaton »
Ky Pay & Rewands ¥
My Total Reward Statements My Personal Information
My Lieaming
Tax y#ar:

262007
ity Compliange & m
Compelency

Total Reward Statements R BOR B

2. Select 096 Supervisor Self Service or 096 Supervisor Self
Service (Limited Access)

Logot Helo Portal

ORFO00

Oracle Applications Home Page

Mavigatos

St Service Ploasa select a responsibllity.

Legout. Help
; Copyright {c) 2004, Oracls. All rights rasarved

Sweitch to Moksls

3. Select Absence

E E-Business Suite

Oracle Applications Home Page

& TIP You have 354 open notifications in your Worklist. Please use the Workflow Worklist to vie

MNavigator

Self Service
Self Service [Payroll Approvals

isor Salf Service

Talent Profile

My Team Personal Information

Information

Calendar

Property Register

My Team Career Information

| cnrnino



4. Select the Relevant Annual leave accrual Plan from the
list of available absence type. This is usually Annual Leave
Hours 1 for most staff.

The Absence Reason will default as Annual leave.

= My Team Personal information Home Logout Help Portal

Create Absence: Enter Absence Details

w Keshei, Dy Arjon
Humber 26072013

i

5. Enter the Start Date and End Date of annual leave

6. Enter number of hours leave booked. Use Decimals to
record where appropriate e.qg. 1.5 days

7. Click on the next button in the top right, if you have
entered any duration different to that the system has
calculated it will flag up as a warning. You can override this
by clicking next again.

E NHS My Team Personal information Home Logout Help Portal

Create Absence: Enter Absence Details

Vios muary’ nseed to

8. The system will then show you a summary page on what you are
about to enter onto the system. If everything looks correct click
Submit. If anything looks wrong click the Back button and re-enter

the details.
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m My Teamn Personal |l armstion Homé Logout Help Portsl

Create Absence: Review

ot

dame Moshri, Dr Arjun
o Number 26072013

Absence Details

Wiew Entitlement Balances

Wigw Entithemsnt Balance

Homa Logout Help

Coapyright (€] 2008, Oracle Al rights redarved.

Switch to Mobila
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4. How to view Annual Leave Balance

1.Select ESR Navigator

INHS

Electronic Staff Recond

S Helens & Knowslkey Teaching Hospdas NHS Trusd

My Roile

Announcements My Payslip
My ESR

Wi oF Gwnioad your Lalest pay

New look ESR aceess ESR 10 ViEwW your nal pay
My Pagés '.';:gln'c'm by thee e lodis ESR - User Guides and Content Information will be uploaded
shortly
YSRBaaAT + TESV1615 - External Supery|
Hebens & Knowiley Hotpita
O Mo Payssp Availanie
Porial Coment ¥
3 ESR Ninngaior
My Personal Informaicn ¥
My Pay & Rewards >
My Total Reward Statements My Personal Information

Ity Leaming

Wy Compliante & m
Competency

Total Reward Statements

Ho mage swallabie

2. Select 096 Supervisor Self Service or 096 Supervisor Self
Service (Limited Access)

Logant Helo Poctal

ORAFOO02
Oracle Applications Home Page
= TPy w0 354 ppon notdicat vour Winckding Plaats

Mavigator

f Sorvic Ploase select a responsiblicy.

Comyright {c) 20048, Oraclke. All rights reserved

3. Select Absence

— E-Business Suite

Oracle Applications Home Page

¥ TIP You have 354 open natifications in your Worklist. Please use the Waorkflow Waorklist toview and respond to your notifications

Navigator

it Service Supervisor
Self Service (Payroll Approvals Mot

All Acti

ons

wisor Self Sarvice ons Awaiting Your Attention

My Team

Talant Profile

My Team Personal Information
Py

Information

“alendar

Property Register

My Team Career Information

| ansnine
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4. Click on the action button next to the employee you wish to enter
the leave against.

NOTE: If there is more than one person with access to the employees

then you may need to expand the selection by using the “+” icon
next to their name.

[ Action | _Details |

5. The next page will show you the absence summary for that
employee. Select Entitlement Balances.

e e tL 2 m
us hd End Date i
=

6. This will then show the Gross Yearly Accrual and New Accrual for the
employee

Entitlement Balances

Effective Date  (19-Oct-202;

Annual Leave Hours 1 NHS (30385326)
Gross A 1 3225
1275

Yes (As they fall)
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5. Manager FAQs

Q. I cannot see a member of staff under my supervision on ESR.
A. Contact ESR Helpdesk providing staff full name and department
and they will update ESR.

Q. How do | get access to the ESR Portal?
A. Contact ESR Helpdesk and they will send relevant forms out via
email to be completed.

Q. I want another member of staff to supervise employees that are
under my supervision but I still need to see them.

A. Yes this is possible. Contact the ESR Helpdesk with details of the
second supervisor.

Q. I have tried to enter sickness but | get the OSP Error Message as
shown here

L J

Create Absence: Enter Absence Details

A. This is a payroll element that is missing. Please contact the ESR
Helpdesk and they will be able to advise Payroll to input this into the
employees record

Q. lam trying to enter sick leave but | get date overlapping error
message.

A. Check recorded leave that there are no open ended dates. If there are
close any previous leave from the date that the employee returned to
work. There could also be annual leave entered for the same day as
sickness (which if not a Bank Holiday would need to be taken out of
ESR).

Q: I have entered sickness but the staff member actually took as Annual
leave or Special Leave.

A. If agreed by the Line Manager that this needs amending; provide
dates to the Lead Employer Absence Support team who will amend this

on the system
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Q. Canlinput all sickness weekly?

A. Absence data is updated each day in ESR, so where possible
sickness needs to be entered on the day that the employee is first
absent. The same applies to closing open ended sickness episodes,
which need to be closed within 7 days of the return to work date.
Managers get a notification in ESR if an episode is still open after 7
days.

Q. I need to add a sickness into a record but the staff member is no
longer under my supervision as they have gone to another
department or Location.

A. Send the details over to the Lead Employer Absence Support
Team who will record centrally. Once a member of the team no
longer works there, the previous Manager/Supervisor loses dccess
to their record on ESR. New absences can be added by the taking on
Manager but not retrospective dates prior to them joining the new
team.

Contact Details
ESR Helpdesk:
ESR.Helpdesk@merseywestlancs.nhs.uk

Absence Support :
absencesupport.leademployer@merseywestlancs.nhs.uk

Lead Employer Helpdesk:
Lead.Employer@merseywestlancs.nhs.uk



