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Employee Self Service
(ESS) User Guide

ESR Employee Self Service (ESS) allows you to amend and view information about your
Electronic Staff Record. The functionality currently supported by the Trust is listed below
and further guidance on how to navigate around your record can be found in this document.

By accessing your ESR Employee Self Service (ESS) record, you are able to:

View your:
e Payslips and P60s
e Total Reward Statements
e Absence calendar
e Registration information
e Announcements relating to ESR

Amend your:
e Home address details
e Telephone numbers
e Emergency contact details

e Bank account details
e Personal details e.g. sexual orientation; religious belief; disability information
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How to Access Employee Self Service (ESS)

To access your ESS account you will need an nhs.net e-mail account. Please contact the IT
Department to request an account if you don’t already have an nhs.net account.

ESS can be accessed via a Trust computer either by using your smartcard (if you already use
it to access ESR) or via a username and password.

ESS can also be accessed via the MY ESR app which is a free app available for download to a
mobile phone or tablet.

Accessing ESS from a Trust Computer

Open the SaTH intranet page homepage and click on the NHS ESR icon within the Apps
section on the SaTH intranet homepage.

If you are accessing ESR ESS for the first time or have forgotten your username and password,

you will need to follow the steps in the How to Access your ESS Username and

Password section.

You will require an NHS.net email account to access ESR. Please contact IT if you don’t have
an NHS.net email account.

ESR é
B
:«iﬁ ® la, \,\

Accessing ESS Using a Smartcard

If you already possess a smartcard, you can access your ESS account by logging onto ESR by
clicking on the NHS ESR icon within the Apps section on the SaTH intranet homepage where
you will then be taken to the ESR portal homepage. @

o

m ‘ Log in with your Smartcard

(TR Access ESR by inserting your Smartcard and entering your PIN, and then selecting the ‘Log in via Smartcard’
’fj — button
123456789101
i Log in via Smartcard
Frfrfzis - = roterred Name:
=== i=c=imiRmicE TR S MRS T
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Accessing ESS Using a Username and Password

If you already possess an ESR username and password you can assess your ESS account by
logging onto ESR in the way you normally do and navigate to the ESR portal homepage. If
you have forgotten your username and password, select My ESR and then follow the steps

in the How to Access your ESS Username and Password section

Log in with your credentials

Figlds with an asterisk (*) are required fields

Usemame*

(Example: S99JSMITHD1)

Password*

Forgotten | Request Username/Password | Unlock Account

Log in via Username Password

Accessing ESS on Your Home PC or Mobile Device

You can access ESR at home from the internet by following the below link.

http://my.esr.nhs.uk

You can also go to the App store and download the MY ESR app which is available for 10S
devices.

NHS
ESR

g T
s electronic staff re«:ordﬁ

ESR Status

If you are accessing ESR ESS for the first time or have forgotten your username and password,
select My ESR and then follow the steps in the How to Access your ESS Username and

Password section below.

Please note, you will require an NHS.net email account to access ESR. Please contact IT if
you don’t have an NHS.net email account.
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How to Access Your ESS Username and Password

When the login screen appears click the Forgotten | Request Username/Password |
Unlock Account link located under the Password box.

Lag in with your credentials

Flekds wilh an astensk (*) are reguired fiekds

Usermame"

(Exampile: SH3JEMITHO )

Password”

Forgotten | Request Usemame/Password | Uinlock Account

When prompted, enter your NHS.net email address along with your date of birth and then
click Submit.

Forgotten | Request Username/Password | Unlock Account

Enter the email address associated with your account and your date of birth, your login details will then be
emailed to you. If known, entering your username will enable you to receive details for that account only.

Email* =

(Example : first last@domain.com)
You do not need to

pate of Birth* [[1_v] [1_v] [2019 v]| enter your
Username.

Date  Month Year

Your username will
be included in the

automated email.

Your login credentials, including your username, will then be emailed to your NHS.net email

Username

address.

Please note there can be a brief delay to your credentials coming through as this is an
automated process.
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When the below screen appears close the screen by clicking on the X and check for an email from
Production Workflow, Esr (NHS ELECTRONIC STAFF RECORD) in your NHS.net email account.

Electronic Staff Record
NHS Electronic Staff Record

NHS Electronic Staff Record @

If you click OK, you
Confirmation will be directed back
Your request to retrieve your usemame has been submitted. An email will be sent shortly. Please to the login screen.

contact the System Administrator If you do not receive an emall within the next 10-15 minutes.
Close the login

screen and follow

n the link in your email

Once you receive the email with your login credentials, make a note of your

username as this will be required every time you login to ESR and will also be required
when you are prompted to create your password.

Click the Reset your password link to setup your password.

PRODUCTION WORKFLOW, Esr (ELECTRONIC STAFF RECORD)
FYL: ESKE User Name Lookup

The following user account is associated with your email address:

Username: 2230 ul

You can now login:
https.fmy.esr.nhs.uk

or reset your password:
hitps.fmy. esr.nhs ukiuserselfservice/reset?params=FPRAUOEFysMelypm. bEw. FsMiIHUEbkREZ Deac
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@E"\’ Your username will begin 223

L followed by the first letter of your first
name, first 6 letters of your surname,
and end with 2 numbers.

When prompted, enter your Username. =)

In the Password section you will be able to create a new password which must:

Contain a minimum of 8 characters
Not contain your first name, surname or user name

Not contain more than 3 sequential numbers or characters eg 1234 or abcd

Not contain special characters “()*,;<>/~\:

Once completed click the Confirm Password button.

Update Password
Fields with an asterisk (*) are required fields
Please enter your usemame and password below. The password you enter below will be used to replace your old password

Usermname*

(Example: 999JSMITHO1T)

Password* \7d

Confirm Password™

| Confirm Password |

You will now be able to gain access to your ESR Employee Self Service Account.
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Viewing the Portal on ESR

Once you have logged into ESR you will be taken to the portal page which consists of a
number of “portlets” (shortcut windows) directing you to view various items of information

including your personal information and payslips.
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NHS Trust

You will also be able to view any announcements relating to ESR such as when the latest

payslips will be available to view or notifications about any downtime.

Electronic Staff Record
Shrewsbury and Telford Hospitals NHS Trust

My Role
My ESR

My Pages

Dashboard

Portal Content >

ESR Navigator

My Personal Information >
My Pay & Rewards >
My Learning

My Compliance &
Competency

My Absence >

My Appraisals and Reviews

My Employment >

My Property Register

My Talent Profile

Announcements

o)
| B 5 winwestafs uk

Electronic Staff Record Programme m

View All (1

My Payslipand P60

012345678 — Position Title

(=D & Pay date: 31-May-2019
=D & P60: 201812019

GoPaperless @ ((HNO)
=

0
Payslips

My Favourites (2]

Information: You have not

selected any favourites. Please
use the "Update My Favourites”
button to set up your favourites.

My Compliance o

Assignments:

All - Assignments v

Percentage Compliance: 100%

My Personal Information &

Name: Sally Sath

Address: 1Somewhere Street

Any Town, County,

AB12 3CD
Home: 01232789876
Mobile: 07898 234567
Email:  Sally.Sath@nhs.net

>

Position: Position Title

Update My Personal Information

My e-Learning 7]

My ESR Calendar L2

£ Wednesday
June 19, 2019

Information: You have no
upcoming events in the next 7
days.

View My Calendar

My Total Reward Statements
L7

Tax year:

2017-2018

®105% v

At any point you can return to the Portal by selecting the
Portal icon from the blue ribbon at the top of the page.
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How to View Your Payslip

Your payslip will be available to view each month via ESR Employee Self Service (ESS). Historic
payslips and your P60 are also available to view via ESS for the duration of your employment with

the Trust.

It is recommended that you save a copy of your payslip each month as you will not be able to access
Employee Self Service or your electronic payslip/P60 once you have left the Trust.

Login to ESR using one of the following:

The ESR app on the The My ESR internet The My ESR app from a
intranet link mobile or tablet device
@ http://my.esr.nhs.uk INHS

: AESR\ . ESR

Log in via Usemame Password
When prompted enter your username and
password or login via your smartcard.

Log in via Smartcard

My Payslip and P60 @

From the portal page, within the My Payslip 012345678 — Position Title
and P60 portlet, select View My Payslips. (=D & Pay date: 31-May-2019

This portlet also allows you to view your P60s. =D £ P60 201872019

Go Paperless @& [ ® NO )

Payslips

@

At any point you can return to the Portal by selecting the Portal icon from the
blue ribbon at the top of the page.
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You can also access your payslip or P60 via the ESR Navigator on ESR

NHS

Electronic Staff Record
Shrewsbury and Telford Hospitals NHS

My Role
From the My Pages menu, select
ESR Navigator My ESR
My Pages
Dashboard
Portal Content >

ESR Navigator

Navigator
From the Navigator select ga

223 Employee Self Service
(Limited Access) £ 223 Employee Self Service (Limited Access)

Under the My Pay and Rewards My Pay & Rewards

section, select Payslip Payslip
Opt Out of Printed Payslip/P&0
Online P60

Bank Account

At any point you can return to the Navigator menu by selecting the (4]
Home icon from the blue menu ribbon at the top of the page Home
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When the search window opens select the Assignment Number required using the drop

down.

By default the most current payslip will be displayed; if required amend the Year and
Payslip date using the drop downs.

Select View Payslip to view the payslip.

NHS|

Search
* Assignment Number

Position Name

[0123a567 v

Year
Payslip

(2019 v

31-MAY-2019 - Assignment 01234567

Search

1232123 |My Position Title Band X] O ccupation Code | Area of Work

T blank, payslip is not produced for this period

Clear All

lease contact your payroll administrator

NB the payslip dropdown menu may be blank if an assignment hasn’t been worked for the relevant

month eg a bank assignment that has not been worked.

When prompted, either Open or Save your payslip.

Do you want to open or save ePayslip.pdf (7.92 KB) from my.esr.nhs.uk? Open Save | ¥ Cancel »
_ —
20000237 Miss Sally Sath
B TIE PAVECALE
Ward 1 Staff Nurse Band 5§ Review Body Band 5
SAUNACE WiC DATE = DY SALWAGE
25298.00 375 25298.00
Lo L g VEX TEOE T ONMEER
NHS o
Dummy Office Name 999/Z79999 NONCUM AB123456A
52 = ) —
DESCRIPTION woEsED | PaDOUE RATE aaaounT DESCRIPTION AMOUNT BALANCE CF
Basic Pay 16285 16285 128378 2108.17 |PAYE 21560
NEA 17234
NHS Pension 9.3% 196.06

Year To Date Balances (This Employment Only) This Penod Summary
jamoss pay 210817 | Taxasce Pay 1912.11 [POmionasis PaY 210817 |taxame Par 191211
e LETTER A [taxean 21560 Jrax Femoo 7 [NoneTANARLE PAY 0.00/
e PAY 210817 |[omen s pay PREVIOUS TAXASLE PAY 0.00 jr==auency Monthily [TOTAL PAYMENTS 210847
pa conTs 17234 [omen e coNTs DREVICUS TAX PAD 0.00 jremooen0DATE 30 NOV 2017 |TOTAL CEDLCTIONS $84.00
PENTONASLE PAY 2108.17 |senmcn conTs 196,06 fPay oate 25 NOV 2017

NET PAY 152417

50 mer seavmen eveoves o 20000237 fouy wemreoo BACS
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How to Update Your Address

Login to ESR using one of the following:

NHS

The Shrewsbury and

Telford Hospital
NHS Trust

The ESR app on the
intranet

| [T |
__ESR g

The My ESR internet
link

http://my.esr.nhs.uk

The My ESR app from a
mobile or tablet device

When prompted login using your Username
and Password or login via your Smartcard.

From the portal page select Update My Personal
Information under the My Personal Information

portlet.

Log in via Usemame Password

Log in via Smartcard

My Personal Information ©

Name: Sally Sath >

Address:

Home:
Mobile:
Email:
Position:

1 Somewhere Street
Any Town, County,
AB12 3CD

01232 789876
07808 234567

Sally.Sath@nhs.net
Position Title

Update My Personal Information

At any point you can return to the Portal by selecting the Portal icon from the @
blue ribbon at the top of the page.

Portal
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You can also access your personal information via the ESR Navigator.

NHS

Electronic Staff Record
Shrewsbury and Telford Hospitals NHS

My Role

My ESR

From the My Pages menu select
ESR Navigator

My Pages

Dashboard

Portal Content >

ESR Navigator

) Mavigator
From the Navigator select

223 Employee Self Service -
(Limited Access) 223 Employee Self Service (Limited Access)

My Personal Information

Personal Information

Contacts

Under the My Personal Qualifications
Information section

. Sexual Orientation
select Personal Information

Religious Belief

Registrations and Memberships

Disability Information

At any point you can return to the Navigator menu by selecting the ﬁ
Home icon from the blue menu ribbon at the top of the page Home
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When the Personal Information section opens, under Addresses, select Update.

Personal Information

Employee Mame  Sath, Mrs. Sally
Employee Number 01234567

Addresses

AddressLline1l 1 Somewhere Street
Address Line 2
Address Line 3
Town  Any Town
County County
Post Code AB12 3CD
Country  United Kingdom
Type Home

If you believe there is an error with your address that needs to be corrected select Correct
or amend this address.

If you have moved house and need to add a new address, select Enter a new address if you
have moved.

Once you have made the appropriate selection select Next.

Main Address: Choose Option

Cancel Next
Employee Mame  Sath, Mrs. Sally
Employee Mumber 01234567

Select the type of change you want to make: Correct if details of the address are incorrect, or enter a new address.

(O Correct or amend this address.

® Enter a new address if you have moved.
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From the Main Address screen enter the Effective Date of the change of address.

Use the Find Address button to find your address.

Main Address: Enter New Address

Employee Mame  Sath, Mrs. Sally
Employee Number (01234567

Enter the date vour change takes effect. Use the Find Address button and enter your Post Code.

* Effective Date 02-Jul-2019

£ ©

T¥Pe  Home

Country  United Kingdom

* Address Line 1
Address Line 2
Address Line 3

Town
County
Post Code

When prompted enter the Building number or name and Postcode and then select Next.

Building number or name

Postcode
Country

| feq 12)

{eqg. BS540 58.J)
United Kingdom

If you're unsure of some of the information requestad. click hers.

Dr use Keyfinder search.

Cancel Mext
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Select one of the following addresses that matched your selection.
Select the correct
(11 Anyplace Street, Somewhere Town, COUNTY EF34 5GH
address then select Next.
'® 2 Anyplace Street, Somewhere Town, COUNTY EF34 5GH
O FAnyplace Street, Somewhere Town, COUNTY EF34 5GH
O 4 Anyplace Street, Somewhere Town, COUNTY EF34 5GH
Cancel Back Mext

Flease confirm that your address below is correct.

Address Line 1 | 2 Anyplace Street

|

Address Line 2 | |

Confirm that the address | |
|

|

|

) . Address Line 3
is correct by selecting OK. _
Town/City | Somewhere Town

County | County
Postcode | EF34 5GH

Cancel Back (]9

Main Address

o TAeY United Kingdom United Kingdom
LNl e Bl 1 Somewhere Street 2 Anyplace Street O

Review the changes
being made which

are indicated by blue Address Line 2
1 Any Town Somewhere Town ©

(G 18" COUNTY COUNTY
HeiAis =] AB12 3CD EF34 5GH ©
BE%=] Home Horme

icons.

Click Submit to
make the changes.

=g & A * # 0 O @

Home  Favorites -+ Settings Help Logout Portal

Select Return to Overview Confirmation

to return to the Personal Your changes have been applied.

Information screen.
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How to Update Your Telephone Number
Login to ESR using one of the following:
The Sath app on the The My ESR internet The My ESR app from a
intranet link mobile or tablet device
ESR http://my.esr.nhs.uk
A ESR

Access the Personal Information menu via one of the following from the Portal:

The My Personal Information

The Navigator Menu
Portlet
My Pages
Dashboard My Personal Information &
Portal Content > >
MName: Sally Sath
ESR Navigator Address: 1Somewhere Street
Any Town, County,
AB12 3CD
MNavigator Home: 01232 789876
| Mobile: 07898 234567
II':I 223 Employee Self Service (Limited Access) Email: Sally.Sath@nhs.net
| Position: Position Title
My Personal Information Update My Personal Information

Personal Information
Contacts
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From the Personal Information screen select Update under the Phone Numbers & Personal

E-Mail.

Personal Information

Employee Name

Employee Number

Sath, Mrs. Sally
01234567

Phone Numbers & Personal E-Mail

Home
Mobile

01232 456987
09878 654123

Use the dropdown under Type to
select relevant type of number. If
changing a number enter the new

s i)

|S==s

H< o4t~ M

number within the Number field. Home 01323 654456 |
Mobile 09878 654123 m
—
If a new row is required, click the === icon.

If a number is to be deleted click the m icon to delete the row.

Review changes indicated by blue
icon and click Submit.

Phone Mumbers

ple01] 01232456987 01323 654456 ©
R 09878 654123 09878 654123
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Select Return to m Q A * T 0 O @
. Search Home  Favorites -~  Settings - Help Logout  Portal
Overview to return
to return to the Confirmation
Personal

. Your changes have been applied.
Information screen.

Return to Overview

Please note that personal e-mail addresses stored under this section cannot be used for
receiving notifications from ESR or a registered e-mail address to receive password or
username notifications when accessing ESR.
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