
 

 

 

 

 

 

 

ELECTRONIC STAFF RECORD 
(ESR) Portal 

  
SUPERVISOR-SELF SERVICE 

 

USER GUIDE 

 
 

 

 

 

 

 

 

 

Created by Steven Roberts 

Date : November 2020 



ESR Hub  
 

1. On the ESR Hub Page click ‘Login to ESR’  
 

 
 

2. Enter the username and password you have been given, or click log in 
with smartcard 
 

 
 
 
 



Accessing the Supervisor Self-Service 
 

1. On the portal homepage, click on “ESR Navigator”. 
 

 
 

 

2. Next click on “488 Supervisor Self Service” tab which will open up 
further options for amending staff details. 

 

 
 

 
 
 
 
 
 
 
 



Absences 
  

1. Click on the “Absence” tab within the “My Team Personal Information” 
menu. 

 

 
 

 

2. Click on the action button next to the employee you wish to enter the 
leave against.  

NB: 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. 
 

 
 

 

3. 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. 

 



 
 

How to Record Annual Leave 

 

1. To record annual leave: 

• Select the relevant accrual plan form the list of available Absence Types. 
For staff on agenda for change grades this is usually “Annual Leave 
Hours 1 NHS”. If there is no option to select the correct accrual plan, 
please contact the ESR Helpdesk. (see links at the end of the guide) 

• The Absence Reason will default as Annual leave. 

• Enter the start date of the annual leave. 

• Enter the end date of the annual leave. 

• Enter the number of hours’ leave booked. Use decimals to record 
anything less than a full hour (for example 7.5 hours). 

 

 



 

2. 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. 

 
 

 
 

 

3. 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. 

 

 
 
 
 



How to Record Special Leave 

1. To record Special Leave (non-Covid related): 

• From the Absence Type list choose Special Increasing Bal. 

• Choose the relevant Absence Reason, for example Carer’s Leave, 
Emergency Time Off, Bereavement, Compassionate Leave etc. 

• Enter the start date of the special leave. 

• Enter the end date of the special leave. 

• Enter the number of days’ special leave required. Use decimals to record 
anything less than a full day (for example 0.5 days for a half day). 

• 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. 

• If everything looks correct click Submit. 
 

 
 

2. To record Special Leave for Covid Isolation: 

• From the Absence Type list choose Special Increasing Bal. 

• Choose Infection Precaution as the Absence Reason. 

• Enter the start date of the Isolation period. 

• Enter the end date of the Isolation period. 

• Enter the number of days’ special leave required. 

• Scroll down to “Related Reason” and click on the torch next to the 

empty field. 

 
• A new pop up menu will appear. 



 
• Click on the Go button without entering any text in the Reason field. 

• The Results will populate with all valid related reasons. Use the Quick 

Select button for the relevant reason. 

 
• After selecting the relevant related reason, click submit. 

How to Record Study Leave 

1. To record study leave: 

• Select Study Increasing Bal as the Absence Type. 

• The Absence Reason will default as Study leave. 

• Enter the start date of the study leave. 

• Enter the end date of the study leave. 

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

 

 



How to Record Sickness 

1. To record non-Covid related sickness: 

• Select Sickness as the Absence Type. 

• Click on the Torch next to the Level 1 Reason field. Do not type 

anything in the text box. 

• A new pop up box will appear. Again do not type anything in the text 

box. Click the “Go” button. 

• Select the relevant sickness reason from the list of codes. Use the 

quick select button to choose the relevant reason. 

• 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. 

• Enter the date on which the sickness started. 

• Important! 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. 

 
 



2. To record Covid related sickness: 

• Select Sickness as the Absence Type. 

• Click on the Torch next to the Level 1 Reason field. Do not type 

anything in the text box. 

• A new pop up box will appear. Again do not type anything in the text 

box. Click the “Go” button. 

• Choose “S15 Chest & Respiratory Problems” as the reason. 

• There is no need to enter a Level 2 Reason. 

• Scroll down to “Related Reason” and click on the torch next to the 

empty field. 

 
• A new pop up menu will appear. 

 
• Click on the Go button without entering any text in the Reason field. 

• The Results will populate with all valid related reasons. Use the Quick 

Select button for the relevant reason. 

 
• After selecting the relevant related reason, click submit. 

 

 

 



3. To Update an Open Sickness Episode to add an end date, return to 

work discussion date and Occupational Health referral date. 

 

• From the “My Team Personal Information” menu, click on the 

“Absence” page as in the steps above. Click on the “Details” icon for 

the employee who has open sickness. This opens the Absence 

Summary page for that employee. 

• There will be a yellow pencil “Update” icon on the row which is open 

ended. Click on this icon. 

 

 
 

• Enter the absence end date and click the Calculate Duration button. 

 



• Enter the date which the Return to Work Discussion took place / is 

scheduled to take place. 

 
• If the employee has been referred to Occupational Health then this 

date can be entered also. This is the date that the referral was made, 

not the date of the appointment. 

• The row on the Absence Summary page should now show as a 

complete row with both a start date and end date. 

 

 
 

 

 

 

 

 

 

 

 



4. Using the Absence Calendar to Manage Absences. 

 

• From the My Team Personal Information menu, this time instead of 

clicking on the Absence link as before, click on “Absence Calendar”. 

 
 

• This view shows you (for one month at a time) the current position for 

absences within your team. From this page you can do several actions.  

 

You can click on any one employee’s individual calendar. 

 

 
 

You can “focus” on a particular Team by clicking on the Team Leader 

focus icon. 

 

 
 

 
 

You can also change the month using the option at the top of the page. 

 



• After clicking on an individual’s calendar, this opens a calendar with a 

rolling 12 month history and the next 12 months going forward all visible 

on the same page. 

 
 

• You can change the view to a single month if preferred. 

 



• From the calendar view you can either click on the link for Absence 

Summary to take you to the employee’s record, or click on a particular 

date on the calendar to take you direct to he create absence form, pre-

populated with an absence start date. 

 

 
 

• The form now works identical to in the steps above. It is user preference 

which method they choose to adopt. 

 

5. Viewing Annual Leave Remaining Balances / Entitlements. 

 

• This is done from the absence summary page or by using the “month” 

view on an individual calendar. 

 



To get to the individual calendar form the summary page, use the link as 

shown below. 

 
 

Change the view to Month and the information is displayed in the top-

right corner. 

 

 
 

Both of these methods will give you the information needed. 

 

 

 

 

 

 



Annual leave FAQs  

Q. How much Annual leave entitlement do I have? 

A.  The Leave year runs from 1st April -31st March, all employees should take their annual leave within the leave 

year.  

On appointment 27 days  

After 5 Years 29 days 

After 10 years 33 days  

All annual leave entitlements are calculated in hours for all part-time and full-time employees, rounded up to 

the nearest full hour, including bank/public holidays. 

Also see NHS employers https://www.nhsemployers.org/ if more information is required. 

Q. Do I get Bank Holidays? 

A. All employees will be entitled to all paid Public holidays in a leave year. See the section below on recording 

Bank Holidays on ESR. 

Q. What if I change my hours?  

A, Entitlement changing hours:  Where staff change their contracted hours, their annual leave entitlement on 

ESR will update automatically when their hours get updated on ESR. This is also the case when staff reach the 

milestones of 5 years’ service and 10 years’ aggregate service within the NHS. 

Q. What if I am sick when on leave? 

A. If any employee falls ill during a period of annual leave and wishes their annual leave to be recorded as 

sickness, they must comply with the trust sickness absence policy. The Attendance Management policy states: 

If an employee falls sick during a period of annual leave either in this country or overseas, and the period of 

incapacity seriously interrupts the period of leave, then they may count the absence as sick leave provided 

they; a) Notify their line manager either in writing or by telephone at the earliest opportunity, in line with the 

absence policy and no later than the fourth continuous day of illness; and b) Provide a statement by a qualified 

medical practitioner; the statement should cover the period of the illness and the nature of the illness and be 

written in English.  A serious interruption of annual leave would be deemed as four or more days of continuous 

illness.  If an employee is absent due to sickness and has pre-booked annual leave they must notify their 

manager as soon as possible that they are sick or it will be assumed that the annual leave is being taken.  

If the employee intends to spend more than one night away from their normal place of residency whether it be 

overseas or in the UK as part of their recovery, they must provide a written statement from a medical 

practitioner advising that the holiday would be beneficial to their condition or recovery, and in no way would 

aggravate or cause detriment to the illness / injury. In addition, the Trust may also choose to obtain a medical 

opinion from Occupational Health. If the leave is supported by a medical practitioner the employee will have 

the option to continue with sick leave and have the annual leave credited back or take the time as annual 

leave, in which case sick pay, occupational and/or statutory as appropriate, will cease for the period of annual 

leave. If an employee is physically unable to return to work after a holiday they must submit a medical 

certificate which covers them from the day on which they were expected to return to work. Should the 

employee take the leave as sickness, then entitlements to sick pay both occupational and statutory will be in 

line with the normal eligibility rules.  Where the request to continue with a pre-booked holiday is not 

https://www.nhsemployers.org/


supported by a medical practitioner, annual leave should be taken. Employees will not be entitled to an 

additional day off if they are sick on a statutory or public holiday. 

Q. Maternity, Paternity and Adoption Leave / accrual of annual Leave. 

A. Staff will continue to accrue annual leave during Maternity, Paternity and Adoption leave including Bank 

Holidays 

Q. What if I am Suspended?  

A. Employees who have pre booked annual leave are required to take this during any period of 

suspension. During a period of suspension, a member of staff must remain available for fact finding 

interviews or any subsequent hearing.  Annual leave may be taken during the suspension period 

with prior authorisation from their line manager and the Investigating Officer.  If they advise in the 

suspension meeting that they have already booked annual leave then confirm the dates. Advise 

them that you will inform the Investigating Officer of the annual leave they have already booked. 

Any leave taken will be deducted from the individual’s leave entitlement. 

Q. What happens if I leave? 

A. As per our Annual Leave Policy - for the purposes of new starters, leavers and any changes in employment, 

all annual leave will be calculated in accordance with completed months of service.  New starters and 

employee changes will be calculated with effect from the first of the following month.  When we complete the 

Termination Form there is a section to state any leave not taken or overtaken and payroll process this 

accordingly. 

FAQs Adding leave on your MyESR account Staff  

Q. My entitlement is wrong on ESR. On the portal page on ESR you can see your own annual leave 

entitlement, any leave booked and remaining balance.  

A. Make sure that your NHS start date is correct - if not contact ESR Help desk with proof of NHS 

service. We can add aggregate service to ESR to fix the entitlements. 

Q. I have added annual leave and it’s been approved but I did not take. 

A. Ask your manager to contact the ESR helpdesk to remove from your ESR Record.  

Q. I have tried to enter Annual leave but I get the accruals Error message as shown here.  

 

 

 

 

A. Contact ESR help desk who will get this sorted for you. 

Q. I have entered a wrong date for leave and I cannot delete it. 

A. Contact ESR Helpdesk and we will delete centrally.  



Q. I have added annual leave to my ESR but it has not been approved. 

A. You will receive a notification on your ESR account showing that you have Annual Leave awaiting 

approval. Speak to your supervisor and make them aware that you have requested leave on ESR and 

that it is awaiting approval. 

 

 

Managers/Supervisors 

Q. I cannot see a member of staff under my supervision on ESR. 

A. Contact ESR Helpdesk providing staff full name and department and we will update ESR.  

Q. How do I 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 I get the OSP Error Message as shown here  

 

 

A. Send details over to ESR Helpdesk who will pass the query to the relevant department to add the 

missing field to ESR.  

Q When recording Sickness the reason I am typing does not appear. 

A. Instead of typing in the reason in the text field, select the magnifying glass and a pop up box will 

appear with sickness reasons. Select from the list and repeat for secondary reasons. 

Q. I am trying to enter sick leave but I 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 ESR Helpdesk who 

will amend centrally. 

Q. Can I input 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 ESR Helpdesk who will record centrally. Once a member of the team 

no longer works there, the previous Manager/Supervisor loses access 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. 

Q. How do I record Special leave (such as Carer’s Leave)? 

A. Use the Absence Type “Special increasing bal” with reason 1 as Carer’s Leave and a relevant 

reason 2 if applicable.  

Q. How do I add bereavement leave to ESR? 

A. Use the Absence Type “Special increasing bal” with reason 1 as Bereavement (or Compassionate 

Leave) and a relevant reason 2 if applicable. 

Q. Do I need to enter study leave on ESR? 

A. Yes please, use an absence type of “Study Increasing bal”. 

Q. How do I record a half day on ESR?  

A. Enter details the same as full day but change the duration to a reduced amount. For leave types 

entered in days (such as Carer’s Leave) this would be recorded as 0.5 days. For leave types entered 

in hours (such as Annual Leave) enter the reduced amount, for example 3.75 hours for a half day 

leave for a full time employee. 

 

Contact Details and Useful Links 

Esr.helpdesk@sthk.nhs.uk 

0151 676 5323 

mailto:Esr.helpdesk@sthk.nhs.uk

