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

Electronic Staff Record

ESR Planned Maintenance

ESR will be unavailable from 6 pm on
Friday 28 February to & pm on Sunday
28 February for erganisation mergers.

2 Welcome toESR ¢ © @

= 1 M

o ESR User ESR User
Guides Manual

H ‘ I ESR System Status

v i CH =

To login, click on the Login to ESR button.

2. Log in with your smartcard.

MNHS Electronic Staff Record

COVID-19 | ESR Resources for Organisations and Users

Log in with your credentials

Flskels weth 2 asterid, (") ae roguired felds

Uséraame®

(Example: SHEUSAITHEN)
Passwoerd®

Forootien | Reguest Username/Password | Unkock Account

Log in via Usemamse 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.

. VH
Electronic Staff Record Search content . NHS
Baxs

siness Sereites Austharity

Home About ESR bmgdementing ESR Notdcabons NEEESA Wordoroe Senices Browse Content m
Mansge Subscriplion

ESR Cantanl Toam

‘ou are logged in to the ESR Hub e S i
INTERNET

ESR Planned G0 to MyESR Portal

Business Services Authoeity The next planned nillEEE
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4. Select ESR Navigator

INHS |

Electronic Staff Record

5l Helens & Knowsley Teaching Hospitals NHS Trust

My Role

Tax year:
HAE-2017

My Compiance & m
Céﬂ'Dé:EHC’,

Total Reward Statements

Announcements
My ESR
Mew look ESR
My Pages an:tfmc o the: new kook ESR - User Guides and Content Information will be uploaded
8! ¥
Dashboard
Porial Content >
ESR Navigator E
My Personal Information ] -
My Pay & Rewards >
My Total Reward Statements My Personal Information
My Leaming

Noimage svadsble

My Payslip

Wi OF Gownikad your Latest pay
access ESR W view your full pay

= 25511615 - External Supervi
Helens & Knowsley Hospita
O No Payslip Available

5. Select Supervisor Self Service

—_—
= m E-Business Suite

Oracle Applications Home Page

& TIP You have 3

nyour Worldist. Please use the Workflow Work

Navigator

Please seloct a rasponsibility,

6. Select Business Intelligence

Business Intelligence

| Business Intelligence ‘—

Logout Help

Switch to Mobile

Logout Help Portal

OR4FOO02

Copyright (c) 2006, Oracla. All rights resansed

7. 0nce Bl has opened, click Dashboards from the top

Home | Catalog | Favorites =




8. From the list of NHS Standard Dashboards, choose NHS
Compliance Dashboard

F & = [
Mpst Recent{NHS Compliance Dachboard - Selactive Compatency Matching)

Iy Dashboard

096

HHS Standard Dashboards
NHS Absence Analysis Dashboard
NHS Absence Dashboard
NHS Care Certificate Dashboard
NHS Certsfications Analysiz Dashboard
NHS Compliance Dashboard ‘—
NHS Compliance Trending Dashboard
NHS Education and Leaming Dashboard
HHS Introduction to ESR Business Intelligence
NHS Management Cvenvigw Dashboard
NHS Medical & Dental Dashboard
NHS Pay Bill Dashboard
NHS Professional Regestrations Dashboard
NHS Qualifications Dashbeard
NHS Staff in Post Dashboard
NHS 5taff Mavements Dashboard
NHS 5taff Requiremants Dashboard

9. Choose the Selective Competency Matching tab.
Once the page loads, select the drop down arrow on the
Competencies filter, the click on More/Search.

Competncy Matching  Dncuction Compiance by Person  Competency Profie  Selective Compatency Matcking  Postion Compebency Ragunemants  Competercy Ragurements Matio  Posbions Wihout Ragueements  Competence Lt Agp

NHS Electnenic St Receed - Business Tstelligence

Mot Srganisation Sharng can b fnund by clcking the bt B

10. When the Competencies window pops up, type in CSTF in
the box under Available (on the left hand side) and press ok.
Select the correct competencies from the list below:
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* NHS|CSTF|Equality, Diversity and Human Rights - 3 Years

* NHS|CSTF|Fire Safety - 2 Years

® NHS|CSTF|Health, Safety and Welfare - 3 Years

® NHS|CSTF|Infection Prevention and Control - Level 2 - 1 Year

® NHS|CSTF|Information Governance and Data Security - 1 Year

® NHS|CSTF|NHS Conflict Resolution (England) - 3 Years

® NHS|CSTF|Preventing Radicalisation - Prevent Awareness - 3 Years
® NHS|CSTF|Safeguarding Adults (Version 2) - Level 2 - 3 Years

* NHS|CSTF|Safeguarding Children (Version 2) - Level 2 - 3 Years

® NHS|CSTF| Moving & Handling - Level 2 - 2 Years

* NHS|CSTF| Resuscitation Level 2 Adult Basic Life Support - 1year




Select Values ® x
Available “ Selected f
Mame Contains | C5TE NHS|CSTF | Equality, Diversity and Human Rights - 3 Years
B - NHE|CSTF |Fire Safiety - 2 Years|
Search Match Case NHS|C5TF|Health, Safety and Welfare - 3 Years|
. - - — NHE| CSTF | Infection Prevention and Contrel - Level 2 - 1 Year|
NHS| CSTF |Resuseitation - Level 1 - 1 Year| o NHS|CSTF | Information Governance and Data Security - 1 Yaar|
NHS|C5TF|Resuscitation - Lavel 1 - 2 Years| » iS Conflict Foesalution (England) - 3 Years|
NHS| CSTF |[Resuscitation - Level 1 - 3 Years| |CSTF | PFreventing Radicalisation - Prevent Awarensss - 3 Years|
NHE| CSTF [Resussitation - Lavel 1 « Mo Specified Ranewal | » NHE| CSTF | Safeguarding Adults (Version 2) - Level 2 - 3 Years|
NHS| CSTF |Resuscitation - Level 2 - Adult Basic Life Support - 2 Ye NHE|CSTF | Safeguarding Children (Version 2) - Level 2 - 3 Years|
NHS| CSTF | Resuscitation - Level 2 - Adult Basic Life Support - 3 Y NHE|CSTF|Meving and Handling - Level 2 - 2 Years|
NHS| CSTF | Resuscitation - Level 2 - Adult Basic Life Support - No ! @  NHS|CSTF|Resuscitation - Level 2 - Adult Basic Life Support - 1 Year|
NHE| CSTF [Resuscitation - Lavel 2 - Newborn Basic Life Support -
MHS| CSTF |Resuscitation - Level 2 - Newbersn Badic Life Support - @
NHS| CSTF |Resuscitation - Level 2 - Newborn Basic Life Support -
WHE| C5TF |Resuscitation - Lavel 2 - Paediakric Basic Life Support -
NHE| CSTF [Resuscitation - Lavel 2 - Paediatric Basic Life Support -
NHE| CSTF |[Resuscitation - Level 2 - Paediatric Batic Life Suppart - ™
i 3
oK 4!!'_'

11. Once the course has been selected, move to the Selected
section with the > arrow.

Once the courses are all there as above, click Ok

NHS Electronic Staff Record - Business Intelligence

Mezta: Drganation Fiing 20 ba found by ehtking tha N bum

it 1900 Dabibeded Proemze

ry | Fooed Tarm Ternpcti [] erson Typals

All Cobumn Valves) [l Br

ded Absence - Start Dake

Next || Apcly | Rasetw

Competence Framework —Select Vak %] * Competencies V

* Based on Requrements? 18 e
Mo

ber of Days to define "Exparing Scon” 90

Employes Hee Dute <= 19/04/2023 00:100:00 :5:3 Amber From 60.0 Grean From 800

12. You will be returned to the above page so click Apply.

The below Core skills compliance report will populate.
To open and save the data, select Export > Excel 2007 from the
bottom and then Open when prompted, then save the report.
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