UN3385 Electronic Staff Record

1of5
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Title Guidance on the new ESR User Manual
Purpose To provide guidance to ESR users on how to navigate the

new ESR User Manual.

Intended Audience | All ESR users

SUBJECT
Further to UN3377 your updated ESR User Manual will be available on the ESR Hub website week
commencing 1% January 2024.

DETAIL
The ESR User Manual has been redeveloped on the ESR Hub website to offer a much richer user
experience and will be available to access on the ESR Hub week commencing 1% January 2024.

You will be able to access the site directly by clicking on the following link -
https://my.esr.nhs.uk/dashboard/web/usermanual

Please note that you must be logged into ESR to be able to access and use the ESR User Manual.

From 1% January 2024 the existing User Manual will no longer be available, and a holding page will be
presented with an automatic re-direct to the new site.
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ESR User Manual Homepage:

The homepage offers a choice of navigation routes:

1. Inthe left-hand pane links are available for each subject area within the ESR User Manual.
This is ordered alphabetically.
2. The same subject areas are also displayed as tiles in the main body of the page.
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3. The search facility enables you to search all subject areas using a given search string, a
combination of characters and words related to the topic you are interested in reading about.

Selecting a subject area, whether you do this from the left-hand pane or by clicking a tile, will display
the associated sub-menu (child articles) for the subject area:

ESR User Manual
End to End Payroll Cycle Management

RSS[5 @ Print

End to End Payroll Cycle Management

QiCalendar
Child Articles (55)

Assignment Sets
ayroll Cycle Management
Balance Descriptions

Balance Dimensions

Balance Maintenance

You can then select the required topic, either from the left-hand pane or by clicking on the title of the
child article in the main body of the page.
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When searching, the results will show all topics containing the search string:

\|

Business Services Authority

Electronic Staff Record Search content E

ESR User Manual ESR Hub ESR Education

Search
Tags
Retro Pay Process
Any Tag Knowledge Base Article
user manual (34) 2 List of Values: NHS Retro-Pay (Monthly) NHS Retro-Pay (Weekly) NHS Retro-Pay (Fortnightly...Retro... 1
absence (3) USER MANUAL  END TO END PAYROLL PROCESSING RETRO

assignment (3)
end to end payroll processing (3)

payroll setup (3) Retrospective Changes

esr portal (2) Knowledge Base Article

pay (2) entries can be made retrospectively and many of these will rigger the recording of a retro...pay event which can then be identified by the NHS,
pension (2) USER MANUAL | ASSIGNMENT

benefits in kind (1)

interface (1)

Pre-Payroll Processing

Knowledge Base Article

The NHS Retro-Pay incorporates the NHS Retro-Notifications report and the NHS Retro...NHS.

fime USER MANUAL  END TO END PAYROLL PROCESSING
Any Time
Past Hour (0)
Past 24 Hours (0) Input During Pay Runs
Past Week (33) Knowledge Base Article
Past Month (35) The term *Payroll Processing' usually indicates the point at which Retro processing...This guidance assumes the following: Retro Pay has been run.
Past Year (35) USER MANUAL

Custom Range...

Mark a Payroll as Inactive
wiedge Base Article

prevent any interlocking errors when the Retre Pay is processed in future..When running the Retre Pay process the ‘End Date’ parameter...
USER MANUAL PAY

1. The required topic can be selected from the main body of the page.
2. Alternatively, you can focus your search to a particular subject area by clicking on a tag in the
left-hand pane.

When viewing the chosen topic, the bottom of the page provides navigational links to the next and
previous topics in the given subject area:

Backdated Pay Awards

In the event of backdated Pay Awards spanning several months, it may be necessary for an organisation's nermal processing timetable to be amended. This wil ensure that all arrears due for the Pay
Award, nomal retrospective payments and any Pension Rebanding arears can be processed in the same salary/wage

The steps that would be required are as follows:

1. Process an initial payroll run. after the release when the new pay rates have been applied

2. Runthe Pension Banding Assessment process as part of the initial payroll run

3. Rollback the payroll run

4. Runthe retro process

5. Process the payroll run as per normal processing

In the event of the above being required, a User Netice wil be provided as part of the Pay Award cemmunications.

Tags

USERMANUAL | END TO END PAYROLLPROCESSING  RETRO

I © Reporting Terminations to HMRC following Changes to Aggregation

NOT PROTECTIVELY MARKED
UN3385 - Guidance on the new ESR User Manual 20/12/2023



UN3385 Electronic Staff Record

50f5

20" December 2023 USER NOTICE
Title Guidance on the new ESR User Manual
Purpose To provide guidance to ESR users on how to navigate the

new ESR User Manual.

Intended Audience | All ESR users

ACTION REQUIRED

Access your updated ESR User Manual from 15t January 2024 by clicking on the following link:
https://my.esr.nhs.uk/dashboard/web/usermanual

If you have any bookmarks/favourite links to the old User Manual URL these will need to be deleted and
new links created.

Any old bookmarks/favourite links will no longer work from 1% January 2024.

FURTHER INFORMATION

If you have any questions or any feedback on the updated ESR User Manual please
contact the ESR Education Team using the following email address:
ESR.IS-ESRCourseReg@nhs.net

NEXT UPDATE
None.
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