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1 Introduction

The purpose of this document is to provide details of the enhancements to the ESR system in Release
63.0.0.0. The details are grouped in functionality order.

The changes to functionality outlined in this Release Notice are subject to successful testing. As is
normal practice, any amendments to the content of the Release will be communicated in a revised
Guide to Enhancement Notice.

NOTE: All Employee data used in this publication is fictional. Any similarity with the names used in this
publication with the names of actual persons is purely coincidental and not intentional.
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2 Add Pay Affecting Field to My Employment Portlet

A new field called ‘Pay Affecting’ has been added to the ‘My Employment’ Portlet, below the ‘Pay
Step/Increment Date’ field.

The 'Pay Affecting' field will display ‘Yes’, ‘No’ or “Top of Band’ depending on the current grade step, the
number of steps available for the grade and the number of increments set for the selected assignment.
Where appropriate values are not available the field will display ‘None Recorded’.

My Employment

Assignment:

89064654 - Position 8543517

Service in Current Employment:

Organisation:
Job:

Supervisor:

Additional Supervisor:
Assignment Start Date:
Grade:

Working Frequency & Metric:
Pay Step/Increment:

o

4p

29,45 Year(s)

040 Organisation 859722
Administrative and
Clerical|Manager

Ezeonyiwara, Mrs. Esme Rebecca
Banshi Dhar Gupta, Mrs. Ciljeta
07 July 1995

XR09

37.5 Hours per week

Pay S5tep b of b

Pay Step/Increment Date: 23 January 2021
Pay Affecting: Top of Band
Aggregate Service Years: Mone Recorded
Aggregate Service Days: Mone Recorded
C5D 1 Week: Mone Recorded
C5D 3 Months: 07 July 1995
C5D 12 Months: 07 July 1995
NHS Entry Date: 07 July 1995
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3 Record Employee Claims Using Self Service Interface

New functionality has been added into Employee Self Service to allow employees to initiate claims for
additional non-recurring payments related to Expenses or Extra Duties.

First the Organisation must decide whether they wish to enable this functionality for staff and if so for what
groups of staff and which element they want staff to have access to.

Payroll DFF

A new item has been added on the Additional Payroll Details Descriptive Flexfield (DFF) for use by the
Employee Claims Page. This will nominate whether the assignments in the payroll can make claims and
controls which elements they have access to.

e <Null> No elements (Default)

e Expense Expense elements only

e Duty Duty elements only

o All All elements (as defined by the Employee Claims Elements page)

This payroll setting can be overridden for a particular assignment using the Employee Claims Enrolment
element (see later). This defaults to ‘Payroll Default’ but can be overridden individually as required.

AfC Ave Absence Type
OSP on Non-Primary Assignments
Self Service Pay Method

Employee Claim Types ~|Expense =
1| 3

Cancel Clear Help

Employee Claims Elements Page

A new page, Employee Claim Elements, is now available to users within an organisation. This will work in a
similar manner to the Average Pay Element pages currently in use and will be available to the XXX Payroll
Super Administration users. This will be in the Payroll submenu below the other pages used to control the
elements for other functionality such as the Average Pay solutions.
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+ Workstructures

- Payroll 1
Payroll Description
Consolidation
Payment Methods
Update Payroll Run
Assignment Set
Manage Assignment Set
Element Set
Generic Rate Retrieval
Payslip Messaging
OMP Schemes
OSP Schemes
OSHP Schemes
AfC Average Pay Elements
AfC Average AL Eligibility
EAT Holiday Pay Elements
Bank Average Pay Elements

[t [fele® [ o |

Employee Claims Elements

+ Basic Compensation
El t Bateh Entry

On first entering the page payroll users will see the claim elements defined for use nationally.

The layout is as follows:

Employee Claim Element Rules Configuration
Search
Mote that the search is case insensitive
Element Name Q

L Rows 1 10 45
Emergency Work NR NHS Exclude Mon M&D  Duty & 01-Apr-2024 7 im} -
Lacally Agreed Grp O MR NHS Include All All ] 01-Apr-2024 7 ﬂ
Emergency Work NR NHS Include MNon M&D  Duty = 01-Jan-1951

Emergency Commitment MR NHS Include Mon M&D  Duty ¥ 01-Jan-1951

Ex Consultation Fee NR NH5 Include M&D Duty = 01-Jan-1951

Ex Consultation Fee NR NP NHS Include M&D Duty & |01-Jan-1951

Extra Session NR NHS Include M&D Duty 01-Jan-1951

Extra Session NR MNP MHS Include M&D Duty B 01-Jan-1951

LA Medical Fees NR NP NHS Include M&D Duty 01-Jan-1951

Lecture Fees Comm MR NP NHS Include M&D Expense ¥ 01-Jan-1951

Lecture Fees Dental NR WP NHS Include MED Expense 01-Jan-1951

Lecture Fees Gen MR NP NHS Include Mon M&D | Expense ¥ 01-Jan-1951

Lecture Fees Hosp NR NP NHS Include MED Expense ] 01-Jan-1951

Med Supt MR NHS Include M&D Duty ¥ 01-Jan-1951

Internal Locum Work NR MP NHS Include M&D Duty = 01-Jan-1951 i v

The list of elements available will be defined nationally and held in the element set NHS_EMP_CLAIMS.
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The value set for staff group will be NHS_EMP_CLAIM_STAFF_TYPE and will have the values:

Code Meaning

MD M&D — elements specific to Medical & Dental staff

NMD Non M&D - elements for all other staff groups except Medical & Dental
ALL All — elements that can be used for any staff group

This will be used to control which elements are available to a particular user in the Claims page. On opening
the page, the user must select the assignment the claimis for (where they have more than 1 assignment).

For this assignment the staff group will be looked up as follows:

Assignment > Position > Occupation Code > Attribute 1 (value Set NHS_Occ_Code_Category)
This value is then decoded as follows:

‘M and D’ = M&D

Everything else is treated as ‘Non M&D’ (‘N and M’ or ‘Gen’ values)

The list of elements each user sees will depend on whether they are considered to be M&D or Non M&D.

The value set for claim types will be NHS_EMP_CLAIM_EL_TYPE and will have the values:

Code Meaning

EXP Expense — elements relating to expenses
DUTY Duty — elements relating to duty payments
ALL All — non-specific elements

This will be used to give organisations a further level of control over which elements they choose to allow
claims to be made for. The organisation sets this value at payroll level (on the Payroll DFF segment outlined
above) and this controls which set of elements the assignments in that payroll are allowed to enter. This
value may be overridden for a given assignment in Element Entries.

For an Assignments to be able to make a claim one of the following must be true
( They have the Employee Claims NHS element with the input value ‘Payroll Default’
AND

The Payroll DFF for their payroll has a value set for Employee Claims

OR
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( They have the Employee Claims NHS element with the input value set with an override value of
‘Expense’, ‘Duty’ or ‘All

Element Claim Rules have an effective start date and effective end date. The rules that apply to a new claim
will be those that are active as the date the claim is being made in Employee SSHR (such as Claim Date,
which will be defaulted in the Employee Claim page to sysdate).

The rules regarding inserts, updates and deletes in the elements page:
e Only local rules can be disabled, updated or deleted.

e A national rule must be first be excluded locally and then re-included locally if it needs to be
changed.

e Alocalinclude rule for an element cannot be added if a national rule already exists for the element,
and this has not been locally excluded first.

e Alocal exclude rule will not save unless it is EXACTLY negating the national rule for the same
element. All values must match including dates.

¢ New local rules can only be setup for elements defined in the national element set
NHS_EMP_CLAIMS.

Any subsequent changes to the national rules after go-live (and after local rules may be in place for the
same elements that are changing) will need to be managed carefully.

This is because a new national rule for an element or a change to an existing national rule for an element
could invalidate any local rules that have been set up for the same element.

For this reason, after any national rule change, the local rules for the same element will be invalidated.

If these local rules are still required, then they must be re-enabled locally and will be revalidated at this time
to make sure they still comply with the new updated national rule.

Mileage Elements

If mileage elements are to be used, organisations need to ensure the relevant information is held in the
vehicle repository to enable payment to be made without the need for manual intervention from payroll
teams.

A payroll user may still need to review mileage entries to ensure they are correct and will be paid as
expected during the payroll run.

Organisations may wish to exclude certain mileage elements (using the Employee Claims Elements page as
outlined above) if they do not wish for certain elements to be used for Employee Claims.
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Employee Claims Element

The Employee Claims element must first be assigned to an assignment before claims can be made for that
assignment.

Organisations are responsible for deciding who should be enabled for this functionality and should then
assign the element to the appropriate assignments.

The element is called ‘Employee Claims NHS’.

This can be assigned with the default input value to give the user access to the claims form, with the claim
type as defined on the payroll definition.

T ﬂIﬂIIIH WWWUILS TN THT THT T2 I‘IUIIIE"_.-I..IIIIII'd MATTIT ST U]
l Employee Claims NHS Recurring NI

PaiffS) Entry Values: 01-APR-2024(MK Emp A, Mr. Mark)

Af

Ba

En

Override Claim Type Payroll Default

Alternatively, the administrator can choose to override the payroll setting for an individual assignment by

selecting an override value for the element. The value set will have the same additional values as the payroll
segment.

g O “Tolx W0 000 01-APRA
hfC]
Lookups
pa Override Claim Type [scb il NEEN
Enll
Find|%
I
Hed
| E Al
V8 Duty
A Expense
ol Payroll Default

Employee Claims: Summary Page

A page will be added to Employee Self Service to allow employee assignments to make claims, where they
have been enabled to do so.
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This will be available from the My ESR dashboard in the main menu on the left-hand side in a new sub-menu
called My Payment Claims:

My Property Register

My Talent Profile

My Payment Claims i

Employee Claims

Manage Internet Access

This functionality will not be available to Employee Self Service (Limited Access).
On selecting Employee Claims the user will go to the Employee Claims: Summary page.
Some initial validation will occur here as follows (all validations are as at the current date):

The page will check that the employee has a direct supervisor defined on their assignment record. If not, the
following error will be displayed:

This transaction cannot be completed as there is no Supervisor/Manager linked to your ESR record.
Please report this error to your Supervisor/Manager who will need to raise this with HR for
correction.

0 Error

This transaction cannot be completed as there is no Supervisor/Manager linked to your ESR record. Please report this error toyour Supervisor/Manager who will need to raise this with HR for correction

The page will default to the employee’s primary assignment. This will be validated to see if this assignment
has access to make an employee claim as at today (check that they have the Employee Claims NHS

element attached). If the assignment has not been granted access the following error message will be
displayed:

This functionality has not been enabled for this assignment. Please request access from your Payroll
Department if you believe this is required for your role.

This warning is displayed at the top of the page like this. No further action can be taken for this assignment
in this page.

Warning

This functienality has not been enabled for this assignment. Please request access fromyour Payroll Department if you believe this is required for your role.
Employee Claims: Summary

Employee Mame MK Emp B, Mr. Mark

Emnployee Number 21001620 Assignment 21001620 - MK Test Pos A v
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Where the user has multiple assignments, this validation will be triggered for the current assignment after
each change of assignment. An assignment can be changed using the pick list shown as part of the
employee details.

The Summary page can also be used to review the history of previous claims using the search functionality.

Search
Start Date ™ b End Dete i
Elements v Approval Status ~
[ | o
(Clampeee __________________ememNeme __________lpprowiiSms | SuporingDoamerns | Dewis | Deece |
No search conducted

For example, enter a date in the Start Date field and click Go and all element rows for all previous claims
submitted on or after this date will be returned for the assignment. Also enter an End Date to search Claims
submitted in just this this date range. Searches can be further restricted by also adding an Element Name
and/or an Approval Status.

Search
StartDate™  20-Nov-2024 i EndDste  30-Nov-2024 i
Elements  On Call NRNHS v Approval Status v
[ |
Combre = comertName o oromiSomes | SwporingDonmens | Dews | Dokic |
22-Nov-2024 On Call NRNHS Rejected 3 i
29-Nov-2024 On Call NRNHS Pending Approval el i |
22-Nov-2024 On Call NR NHS Approved =

Use the details button to review the input values associated with an element line.

Element lines that are not approved can also be deleted in this view, for example after submission but before
approval the user can still delete an element line from a claim.

NOTE: The delete functionality should be used with care, especially for ‘Pending Approval’ rows, as it will
affect the notifications already sent to the manager regarding this claim.

Employee Claims: Create Page

Where the assignment is allowed to make claims, then they can use the Create button to jump to the Create
Claims page. The elements available for selection by the user will be those defined in the Employee Claim
Elements page for the organisation.
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This full list available to an assignment will be filtered using the following criteria:

¢ The claims type available to this assignment - Expense, Duty or Both. This will be as defined on the
assignment’s payroll, unless this value was overridden on the Employee Claims element for the
assignment.

e The staff group the assignmentis in - ‘M&D’ or ‘Non M&D'. This is derived from the assignment’s
position as follows:

Assignment > Position > Occupation Code > Attribute 1 (value Set NHS_Occ_Code_Category)
Where ‘M and D’ is taken as ‘M&D’ and everything else is ‘Non M&D’

Q | A * o | Logeed In As201MKEMPA O 8

Search Home Favorites  Semmings Logout  Porn
Employee Claims: Create

Employee Name MK Emp A, Mr. Mark
Employee Number 21001619

I S P ™ B ey Rre——
[m] Q 14-Nov-2024 7 +
O Q 14-Nov-2024 +
m] Q 14-Nov-2024 +
O Q 14-Nov-2024 +
a Q 14-Nov-2024 +

The elements available in the Employee Claims page will be those defined in the Employees Claims Element
page for the organisation, with any local include/exclude rules applied.

For each element selected the user should see all the user enterable input values for the elements listed in
the display order, so in the same order as when viewed in the element entry form in the application.

Validation will occur on clicking the next button for any rules that would prevent the element being written to
element entries. This includes GRR eligibility and any input validation of type error. In the Message column,
this will be shown by a green tick or red cross.

Emploves Claims: Create

oy ——

[T - = -]

NOTE: Some element validation that has been setup as warnings in core forms, such as some max / min
conditions will not be enforced in this form.
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By default, the page will open with 5 lines available for user entry. If more than 5 claim elements are
required, then additional claims would need to be created by the user.

Users can attach supporting documentation, as required, using the supporting documents icon available in
each claim line.

m W QA | A | wgarsomen © @

Search Home Logout  Portal
Employee Claims: Create

Mame MK Emp A, Mr. Mark
Emg ber 21000351

[ ® omontons s [GemOw. | wveees | Sopporing Documents
oncanmis ., Q o 7

o

Clicking this opens the attachments page allowing the user to attach a file or some additional text to the
claim row.

Q| A B oo @ 02O

Search Home: Logout  Portal
Add Attachment Cancal
Add  Desiaop et/ URL v

Attachenent Su

Define Attachment

This additional information is available for review by the manager from the manager approval notification
and, on approval, it gets stored against the newly created element entries. It is then available for review by
payroll from the element entries form. Where the claim is rejected by the manager then the attachments are
only available to the manager for as long as they still have access to the notification.

Where all element lines are valid then clicking Next should navigate to a review page.

Employee Claims Review Page

Before allowing the user to submit a claim, the review page will enforce that the employee declaration has
been first approved by the user. The wording of the employee declaration is as follows:

I hereby confirm that | have read the organisation’s policies and procedures and the claims for
payment | am making are in accordance with those policies and procedures.

| understand that if | knowingly provide false information this may result in disciplinary action, and |
may be liable for prosecution and civil recovery proceedings.

This page has the Submit button disabled before the declaration has been approved:
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Declaration and Comments to Approver

hereby confirm that | have read the organisation's policies and procedures and the claims for payment | am making are in accordance with those policies and procedures
understand that if | knowingly provide false information this may result in disciplinary action, and | may be liable for prosecution and civil recovery proceedings.
@TIP Declaration must be accepted before the claim can be submitted
L

&TIP Add any additionsl comments to Approver

o

Once the Declaration has been accepted by ticking the box, then the submit button will be enabled to allow
the claim to be submitted.

Declaration and Comments to Approver

hereby confirm that | have read the organisafion's policies and procedures and the claims for payment | am making are in accordance with those policies and procedures.
understand that if | knowingly provide false information this may result in disciplinary action, and | may be liable for prosecution and civil recovery proceedings.
@TIP Declaration must be accsptad befors the claim can be submitted

@TIP Add any additional comments to Approver

[ | s | s | s |

Note: If the user navigates away from the review page after the declaration has been accepted, but before
submitting e.g. to go back to review the claim elements, then on returning to the review page the Submit
button may now be disabled again. If this occurs, then the user should un-tick and re-tick the declaration box
to re-enable the submit button.

On submission the standard ESR SSHR Manager Approval workflow for the assignment will be used, this
will include any additional supervisors defined for the assignment.

On approval the element entries will be applied to the next unprocessed pay period, that is the next period
without any payroll runs or quickpays for the assignment.

NOTE: Care must be taken to review any warning messages displayed at this stage and act on them.
Ignoring a warning and attempting to submit the claim regardless can result in the claim failing. Failed claims
can remain in the history and can appear as ‘Pending Approval’, if they fail at this stage.

Employee Claims Notifications

Notifications will be emailed, where the person has a valid email setup and has opted in for emailed
notifications.

1. Employee on Submission

The employee receives a notification to tell them that their claim has been submitted for approval.
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Q | n * & | Logged In As 201MKEMPA o O @

Search Home Favorites  Settings Help  Logout  Portal
Worklist »

O |niormation
This notification dees not require 8 response.

NHS Self-Service Employee Claims Process has been forwarded to MK Mgr A, Mark

o T

From SYSADMIN
To MKEmp A, Mark
Sent  24-Sep-202409:52:06

D 1250781214
Last Approver: MK Emp A, Mark
User Name: 20IMKEMPA
Commens:

Hext Approver: MK higr A, Mark
User Hame: MKELLY

This nofification is for information only.

Return o Worklist
Display next notification after my response

Moronfomasn et

2. Manager on Submission

The manager receives a notification to ask them to approve a claim that has been submitted.

Q | A * & | Logeed In As MKELLY o O @

Search Home Favorites  Settings Help Logout Portal
Worklist »

NHS Self-Service Employee Claims Process for MK Emp A, Mark
=3

* By approving this claim, | understand my duty as approving officer and ceriify that, fo the best of my knowledge and belief, the facts given in this ciaim are correct, and comply with the
~ miles of this organisation.
From MK Emp A, Mark Attachments
To MK MgrA Mark
Sent 11-Oct-202416:18:51
ID 1250786033

Summary
EmployesName  MKEmp A, Mr. Mark
Employee Number 21001619

[ ———

Review

Element Detalls

lEemen___________[Cssfavon ___________Jefeanedxe | SweonigDooumews | Deuic |
Basic NRNHS Information 11-0ct-2024 P B
< >

Table Diagnostics

Action History

1 11-Ocr-2024 16:18:51 Submit MK Emp A, Mark MK Mgr A, Mark
] »
Table Diagnostics
Response
Note

Return to Warklist
Display next notification aftsr my response

w e e e

% [ By approving this claim, | understand my duty as approving officer and cerify that, to the best of my knowledge and belief, the facts given in this ciaim are correct, and comply with the
" ules of this organisation.

Managers have the option of reviewing individual element input values using the details icon against each
claim row in the notification.

Similarly, they can review any supporting documentation using the supporting documentation icon against
each claim row in the notification.

Before approval can happen, the page will enforce that the manager declaration has been approved. The
wording of the manager declaration is as follows:
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By approving this claim, | understand my duty as approving officer and certify that, to the best of my
knowledge and belief, the facts given in this claim are correct, and comply with the rules of this
organisation.

The notification can only be approved after this declaration has been accepted by clicking into the tick box.
Only then will the approve button be visible and able to be selected.

m More Information Request

By approving this claim, | understand my duty as approving officer and certify that, to the best of my knowledge and belief, the facts given in this claim are correct, and comply with the rules of this
organisation

Note: Once the manager ticks the box to approve the declaration, then this stays on for the notification, and
cannot be unticked if the approval is not to be submitted. This does not stop the manager from choosing the
other options (‘Reject’ or ‘More Information Request’), if required.

The ‘Reject’ and ‘More Information Request’ buttons can be used at any time and are not linked to
acceptance of the declaration.

This notification will remain with the manager until it gets actioned, it has no time-out.

The manager must accept the manager declaration in the notification before the claim can be approved.

Where it goes to multiple managers then the first to approve will complete the workflow and the other
notifications for the other managers will be closed (same as for other SSHR manager notifications).

On approving a claim, the claim elements get written to element entries immediately. The audit flags on the
element entries created will show these element entries were created by the manager at the time the
notification got approved.

NOTE: The emailed copies of the Manager notifications will be FYIl only. The manager cannot do any of the
following via the email copy:

e Drill into the element details.
e Review any attachments.
o Accept the manager declaration.

e Approve the claim.

3. Employee on Approval of Claim

The employee receives a notification back to inform them of the manager’s action.
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1
(0] | Logeedin As201MKEMPA o o @

e Favorites  Settings Help  Logout Portal

Worklist =

0 Information
This notification does not require a response.

NHS Self-Service Employee Claims Process for MK Emp A, Mark has been approved.

From SYSADMIN
To MKEmp A, Mark
Sent 24-Sep-2024 10:00:36

ID 1250781216
Final Approver: MK Mar A, Mark
User Hame: MKELLY

Comment:
Your claim will be processed in payroll period § 2024 Calendar Month{01-Sep-2024 to 30-Sep-2024)

Your NHS Self-Service Employee Claims Process changes for MK Emp A, Mark has been approved. This nofification is for information nly

Return to Worklist
Display next notification after my response

More Information Request

Where the Claim has been approved, then the notification will have a sentence in the body as follows:
Your claim will be processed in payroll period <Period Name> (<period_start_date> to <period_end_date>).

In this way the employee can see which period to expect the associated payments to be made in.

4. Employee on Rejection of Claim

The employee receives a notification back to inform them of the manager's action.

A NHS K Qa @& x B | emdnsomees @ O @

Search Home Favorites  Settings Help Logout Porta

Worklist >

0 Information
This notification does not require a response.

MK Mgr A, Mark rejected your NHS Self-Service Employee Claims Process changes for MK Emp A, Mark

From SYSADMIN
To MK Emp A, Mark
Sent  24-5ep-2024 11:13:50
ID 125078121%
Rejection Reason
Last Approver MK Mgr A, Mark
UserNeme  MKELLY

Action History

fsequenca________IName Ao e o |
1 MK Emp A Mark Submit 24-5ep-2024 11:12:20
MK Mgr A Mark Reject 24-5ep-202411:13:30

Return to Werklist
Display next notification after my response

More Infermation Request

NOTE: If the claim is rejected, it cannotbe amended and resubmitted. A new claim will need to be created
with the revised information and submitted for approval.

Employee Claims Impact for Payroll Users

On approval of a claim the claim elements for the employee assignment are written to element entries and can
be reviewed in the core application element entries form.
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Once created these entries will behave as any other element entry and can be updated or deleted by payroll
users as required.

As atthe point of approvalthe period the new element entries will be created into will be determined as follows:

e Use the current period (as at today) if this has not been processed yet (payroll or quickpay run)
o Else use the next unprocessed period for the assighment

The standard audit functions are in place and the element entries will be identified as having been created by
the manager who approved the claim and dated as at the point of approval.

Any attachments that were added to element lines in the claim will also be saved to the element entries form.
Payroll users can review these using the standard attachments functionality i.e. when the elements are
reviewed in the element entries form the attachments paperclip icon at the top of the form now shows that an
attachment is available for this element entry.

BP0 §Z8EP £ DNk LOJOF B al?
O] o=
O Element Entries(MK Emp A, Mr. Mark) =1o)x]
Processing Types Override
Period |9 2024 Calendar Month (01-DEC-2024 Recurring Additional
Classification Nonrecurring Processed
* Both Retroactive
Processing Effective Dates
Element Name Type Costing Reason |17] From To
' On Call NR NH: Nonrecurring |||l I 01-DEC-2024 31-DEC-2024 =
“' = AfC Average Pay NHS Recurring {11 01-JAN-2022
Basisr Cant tad MUC D sirnin 111 1 N4 1AM 029

Click the paper clip and the attached document can be reviewed.

O Attachments - MK Emp A, Mr. Mark, On Call NR NHS,

Main Source

Seq Category Title Description Data Type May Be Changed
l Miscellaneous Attach Test Doc File v =

Entity Name: Element Entry

Open Document. .. JI

Change Event Log

New Change Event Log events have been created to track the Employee Claims process from end to end.
The new events are

e Create Employee Claim

e Approve Employee Claim

e Reject Employee Claim
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On submission of a new claim a Create Employee Claim row will be created for each element within the
claim. This will record the following information:

User who submitted the claim

Person ID the claim was for

Assignment ID the claim was for

Date and time of submission of the claim
Element Name

Input Values supplied for the element

Record ID — unique to this element in this claim

On approval of a claim an Approve Employee Claim row will be created for each element within the claim.

This will record the following information:

User who approved the claim

Person ID the claim was for
Assignment ID the claim was for

Date and time of approval of the claim

Start Date of the payroll period the element has been created in (recorded as Change Effective
Date)

Element Name
Input Values supplied for the element

Record ID — unique to this element in this claim — can be matched to corresponding create event

On rejection of a claim a Reject Employee Claim row will be created for each element within the claim.

This will record the following information:

User who rejected the claim

Person ID the claim was for
Assignment ID the claim was for
Date and time of rejection of claim
Element Name

Input Values supplied for the element

Record ID — unique to this elementin this claim — can be matched to corresponding create event

Where a manager returns a claim for more information, then no new event will be recorded until the final
approve / reject decision is made.
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4 Annual Leave Balances to Include Buy/Sell A/L

The existing elements for Buy Sell Annual Leave only handle the payments involved in buying or selling
leave, not the actual changes to the accrual balances.

e Buy Sell Annual Leave 1 NHS
e Buy Sell Annual Leave 2 NHS

Two new elements have been delivered that will allow the accrual balance to be altered in line with the
payments. The new elements will be called:

e AL Adjust Bal Buy Sell 1 NHS
e AL Adjust Bal Buy Sell 2 NHS

The user enterable input values will be

e Total Cash Amount: Money
o No of Periods: Number
¢ Plan Adjust Hours: Hours

e Plan Adjust Days: Day

e Plan Effective Date: Date

Two versions have been supplied, similar to the existing elements. The second version would only be
required if a second agreementto Buy/Sell Annual Leave was entered into before the first agreement had
completed processing payments. The elements are specific to the assignment and only affect the accrual
plan the assignment has been enrolled into, so element 1 on assignment Awill only affect the accrual plan
on assignment A. The same element can be used on assignment B and would only affect the accrual plan on
assignment B.

For an assignment purchasing additional leave, the user should enter a negative Total Cash Amount to
recover the cost of the leave and a positive adjustment to increase the accrual balance.

For an assignment selling leave, the user should enter a positive Total Cash Amount to pay the cost of the
leave being sold and a negative adjustment to decrease the accrual balance.

In both cases the number of periods for the cash amount to be paid/recovered over should also be entered.
The payment side of the new elements will work in a similar way to the existing elements.

The adjustment side of the elements work by affecting the accrual planthat the assignment is enrolled into.
If the assignment is in a day’s accrual plan, then the Plan Adjust Days value should be used.
If the assignment is in an hour’s accrual plan, then the Plan Adjust Hours value should be used.

The Plan Effective Date is used to control which leave year for the assignment the adjustment to the accrual
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balance should affect, so it is possible to make payments this year for leave that was bought/sold from last
year’s balance. The element should usually be placed into the next period so that the payroll payments get
processed, but the plan effective date can be last year to affect last year's balance.

The accrual plan definitions will be updated to recognise these new elements as plan adjustment elements.

In the core application the accrual screen for an assignment will now show the 2 adjustment elements — see
examples below.

Example 1 — Buying Additional Leave

Employee Ais in the Annual Leave Hours 1 Plan and they wish to purchase an additional 37.5 hours of
leave.

The cost of this leave would need to be calculated manually using the rules in place locally, but for this
example it is assumed that this amount of leave would cost the employee £1000. This cash amount is
entered as a negative value as it is a cost to the employee.

It has also been agreed that the employee can pay this amount back over 2 pay periods, so £500 per period.
This can be entered onto the new element as follows:

Processing
Element Mame Type Costing Reason
IAL Adjust Bal Buy Sell 1 NHS Recurring M|

O Entry Values: 01-SEP-2024(MK. Emp A, Mr. Mark)

Total Cash Amount | @U{AOEY
Mo of Periods 2
Plan Adjust Hours | 37.500
Plan Adjust Days
Plan Effective Date |01-3EP-2024

DOleoat Dolonas

On saving the element entry, as above, the effect of the adjustment part of the element can be seen
immediately in the accrual form. The adjustment part of the element does not rely on payroll being run.

Where an AL Adjust Bal element has been used to purchase leave, and the Plan Effective Date used on the
element is within the Entitlement Calculation range, then this amount will be added to the leave entitlement
for this leave year for the assignment.
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© Accruals (MK Emp A, Mr. Mark) M =1 E3
MName Annual Leave Hours 1 NHS Accrual Category |Vacation
Dates
Entitlement Calculation 01-APR-2024 - [31-MAR-2025 Net Entitlement |237.5

Last Accrual 31-MAR-2025 Include Bank Holidays |Yes (As they fall)

Add 2 Statutory Days

Entitlement Details

Total Effect
Element Name Input WValue Name Entitlements  Units On Met
Annual Leave Hours 1 NHS Accrual Plan 255 Hours Add =
Annual Leave Hours 1 NHS Carri Plan Hours 20 Hours Add
AL Adjust Bal Buy Sell 1 NHS  |Plan Adjust Hours 37.5 Hours Add
AL Adjust Bal Buy Sell 2 NHS  |Plan Adjust Hours 0 Hours Add
Annual Leave Hours NHS Annual 1 75 Hours Subtract

If the element above was entered into the period for Sep-24, then when Sep payroll run the results would
look like this

FPayments
B 5asic Pay 355150 =
Buy Sell Ann Leave -500.00

The same amount would be taken in the Oct payroll, but as the full amount has now been taken the element
will also be automatically end dated at the end of October by the October payroll run..

Payments
B Basic Pay 3551.50 =
Buy Sell Ann Leave -500.00

Review the element entry after the October run and it will now look like this:

AT CEave Foms T TS FECTTTY M T ™ T WUT-APRZUZS ST WARZUZT ]
l Al Adjust Bal Buy Sell 1 NH Recurring M e 01-SEP-2024 31.0CT-2024 -
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Example 2 — Selling Leave

Employee B is also in the Annual Leave Hours 1 Plan and they wish to sell 37.5 hours of leave.

For this example, it is assumed that this amount of leave would be worth £1000 to the employee. This
amount is entered as a positive value as it will be paid to the employee.

It has also been agreed that the employee will be paid this amount in a single payment, so periods = 1.
This can be entered onto the new element as follows:

Element Name Type i Costing Reason [1 Frl_olrl'r‘:w‘"= o To
IAL Adjust Bal Buy Sell 1 NHS Recurring M It o000 o01-SEP-2024 =
I O Entry Values: 01-SEP-2024(MK Emp B, Mr. Mark) o
O OO0
Total Cash Amount 1000.00 oooo
No of Periads |1 D oo
Plan Adjust Hours |gSE@Y oooo
Plan Adjust Days D oo
i Plan Effective Date |01-SEP-2024 D ooo
o o 000 m

On saving the element entry, as above, the effect of the adjustment part of the element can be seen
immediately in the accrual form. The adjustment part of the element does not rely on payroll being run.

Where an AL Adjust Bal element has been used to sell leave, and the Plan Effective Date used on the
element is within the Entitlement Calculation range, then this amount will be subtracted from the leave
entitlement for this leave year for the assignment.

© Accruals(MK Emp B, Mr. Mark) H[E=EB
Name Annual Leave Hours 1 NHS Accrual Category |Vacation

Dates
Entitlement Calculation 01-APR-2024 - |31-MAR-2025 Net Entitlement

Last Accrual |31-MAR-2025 Include Bank Holidays
Add 2 Statutory Days

Entitlement Details

Total Effect
Element Name Input Value Mame Entitlements  Units On Net
Annual Leave Hours 1 NHS Accrual Plan 255 Hours Add =
Annual Leave Hours 1 NHS Carri Plan Hours 20 Hours Add
AL Adjust Bal Buy Sell 1 NHS  |Plan Adjust Hours -37.5 Hours Add
AL Adjust Bal Buy Sell 2 NHS  |Plan Adjust Hours 0 Hours Add
Annual Leave Hours NHS Annual 1 75 Hours Subtract

If the element above was entered into the period for Sep-24, then when Sep payroll run the results would
look like this:

Customer Education PUBLIC



ESR Release 63.0.0.0

24-41

Payments
B Basic Pay 355150 =
Buy Sell Ann Leave 1000.00

The full amount would be taken in the September payroll run and the element will also be automatically end

dated. Review the element entry after the September run and it will now look like this:

Element Mame

TYpe Costing Reason

l AL Adjust Bal Buy Sell 1 NH Recurring NI

[T From
= O T |01-SEP-2024

To
J0-SEP-2024

-

Portal

The same employees can review their leave balances in portal and see the figures updated accordingly for
any Buy/Sell amounts that have been entered.

Employee A > My ESR > My Annual Leave

My Annual Leave

Assignment:

Accrual Plan:

Taken:
Booked:
Remaining:

20065952 - MK Test Pos A s

Entitlement: 312.5 Hours AV 4

View My Absence Calendar

Annual Leave Hours 1 NHS

75 Hours
0 Hours
237.5 Hours

Create Annual Leave

The gross entitlement figure will include the Buy Sell amount. The user can expand this figure to see a more
detailed breakdown of how the gross entitlement is made up.
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My Annual Leave L
Assignment:
20065952 - MK Test Pos A =
Accrual Plan: Annual Leave Hours 1 NHS
Entitlement: 312.5 Hours )

Your entitlement balance includes:

Bank Holidays: Yes (As they fall)
Carry Over: 20 Hours

Buy Sell: 37.5 Hours
Taken: 75 Hours
Booked: 0 Hours
Remaining: 237.5 Hours

Create Annual Leave

View My Absence Calendar

When the user tries to create a new piece of Annual Leave the same figure for remaining leave is used in the
create page.

Create Annual Leave

Please update your annual leave request and calculate duration. Select the "Submit’ button when
completed.

Assignment

20065952 - MK Test Pos A =
Leave Reason
“ Annual Leave s ﬂ

Please select reason for leave, if the absence is for a Bank Holiday or in lieu of a Bank Holiday,
then the Bank Holiday reason must be selected.

Remaining:

237.5 Hours

* Start Date Start Time
25/10/2024 i HH:MM (0]

* End Date End Time
DD/MM/YYYY i HH:MM (0]

Calculate Duration : Hours
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Employee B > My ESR > My Annual Leave

My Annual Leave L
Assignment:

20065953 - MK Test Pos A

4

Accrual Plan: Annual Leave Hours 1 NHS
Entitlement: 237.5 Hours w

Taken: 75 Hours

Booked: 0 Hours

Remaining: 162.5 Hours

Create Annual Leave

View My Absence Calendar

The gross entitlement figure will include the Buy Sell amount. The user can expand this figure to see a more

detailed breakdown of how the gross entitlement is made up.

My Annual Leave o
Assignment:

20065953 - MK Test Pos A

4

Accrual Plan: Annual Leave Hours 1 NHS

Entitlement: 237.5 Hours >

Your entitlement balance includes:

Bank Holidays: ‘es (As they fall)
Carry Over: 20 Hours

Buy Sell: -37.5 Hours
Taken: 75 Hours
Booked: 0 Hours
Remaining: 162.5 Hours

Create Annual Leave

View My Absence Calendar

When the user tries to create a new piece of Annual Leave the same figure for remaining leave is used in the

create page.
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Create Annual Leave

Please update your annual leave request and calculate duration. Select the "Submit’ button when

completed.
Assignment

20065953 - MK Test Pos A —
Leave Reason

Select Leave Reason =

Please select reason for leave, if the absence is for a Bank Holiday or in lieu of a Bank Holiday,
then the Bank Heliday reason must be selected.

Remaining:

162.5 Hours

* Start Date Start Time
25/10/2024 izt HH:MM o]

* End Date End Time
DD/MM/YYYY il HH:MN  ©

Calculate Duration . . Hours

Employee Self Service

When these employees view their entitlement in Employee Self Service they will now see the displayed
values including any Buy/Sell amounts.

Entitlement Balances in Absence summary

Absence: Summary

Employee Mame MK Emp A, Mr. Mark
Employee Number 21001619

Absence Management

Absence Summary | Entitlement Balances

% Hide Accrual Balances
Accrual plan balances do not include leave entered as 'Planned’. Depending on the accrual plan allocated, bal
@TIP enter Confirm ducing the total, or di: crued
G igure shown will include "Bank Holidays” or 'Statutory Days
ITIP The accrual balances are as of: 03-5ep-2024.
@ TIP Enter the date for which you wish to view Leave accruals

ither display the full year's entitlement with future dated leave
not affecting the balance until the confirmed lesve dates are passed. The

Effective Date | (19-Aug-2024) ﬂ

Annual Leave Hours 1 NHS (2100161%)

Gross Accrual 3125
Net Accrual 2375
Include Bank Holidays Yes [As they fall)

The Gross Accrual figure is now calculated as:

Plan Entitlement + Any Carryover + Any Buy/Sell Adjustment
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The Net Accrual figure is this figure minus any leave taken.

Managers can also view this page from Manager Self Service.

Employees may also see a more detailed breakdown of how this figure is made up in the Absence Calendar
page by going to the Month tab.

Absence Calendar

Employee Name MK Emp A, Mark
Employee Number 21001619

Full Year Menth

Annual Leave Hours 1 NH5(21001619)

Entitlement 255

20

375

clude Bank Holidays Yes (As they fall)
Taken 75

Remaining 2375

Booked 0

Effective Date b

WARNING: Because the AL Adjust Buy Sell elements are being used to adjust the Accrual balances, they
will NOT support date track changes. Any date tracked change made to the element will cause it to be
counted multiple times in the accrual calculation.

If changes are required to the payment side of the element, then this can only be done while the payments
are still being made and must be done as a correction to the existing element.

If further changes are required to payments that have already be made to completion, then these must be
setup as new additional adjustment elements. The AL Adjust Buy Sell elements can be used with Total Cash
Amount and No of Periods only and no Plan Adjustment or Plan Effective Date in this scenario.

NOTE: The AL Adjust Buy Sell elements will NOT be recalculated as part of retro. This approach is
consistent with the existing Buy Sell Annual Leave elements.

Bl Updates for Buy Sell Annual Leave Elements

A new item will be added into Bl to display the value of any adjustments from AL Adjust Buy Sell elements in
place for the assignment.

This will be available from Human Resources — Annual Leave Balance > Balance Facts > Buy/Sell

In addition, the existing calculation for the following items will be updated to take account of any Buy/Sell
adjustments for the assignment:

AL Balance Remaining = Plan Accrual + Carryover + Buy/Sell — Leave (taken and booked)

Gross Entitlement = Plan Accrual + Carryover + Buy/Sell
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5 Last Login Details

This release has introduced a new feature called 'Last Login'. It is displayed on the ESR Navigator (under
Logged In As XXXXX) as follows:

‘Last Login DD-Mmm-YYYY HH:MM'

* fo] | Loind In As S0BBSMITHOL o O

e o Last Login 04-Dec:2024 1403 jioty  Logour

Home

Navigator Favorites

ase select a responsibility

The Last Login feature provides information about the last date and time you successfully logged in to the
system as a specific user.
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6 Generate Hyperlink for Subscriptions

Learning administrators, can generate a hyperlink for a Learning Certification and Learning Path. This will
direct learners to the associated Subscription page.

The new 'Generate Hyperlink' button is available on both Learning Certifications and Paths.

= m Larning Managumant

B g @ O @

- YV Te: Learning Certification

General

e IFMAALC
O1-Jan- 2024

Darrls}
5 Dayls)

@ 0 8 0O
Catalogue Resources. Learner Cortent Setup
s

Immexdiately after learner completes

From learner completion date

dy rersewal

B &

=

Catalogue Resources Learner Content
F N
[ sso®s 298 AALP: Learning Path e
Genera
o BAALP
* 01-Jan2024
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7 Use the Reset Button to Change Selection of Classes in
Learning Certification

This release has introduced a new feature to reset the selection of classes within a Learning Certification. A
'Reset’ button is now available for both mandatory and optional courses/sections. Where there is more than
one mandatory class available NONE will be selected by default.

The following changes are made to the learning administrator and learner interfaces:

Learning Administrator

When subscribing learners to a certification, to change the selection of classes, a learning administrator can
now use the Reset button on the Bulk Subscribe: Selected Learners page.

Previously, on this page, one class in each mandatory course would be selected by default. Now, if there is
only one class in a mandatory course, then only that class is selected by default. Otherwise, no class will be
selected by default.

Learnes

Contert

Setup

Finin Amemedistely Mo learner complete
for 345 Dayis)
From learner comgletion date

s ombes T

Learner

Learners can change their selection of classes using the Reset button on the Learning Certification page.

Previously, on this page, one class in each mandatory course would be selected by default. Now, if there is
only one class in a mandatory course, then only that class is selected by default. Otherwise, no class will be
selected by default.
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8 Change to Occupational Paternity Pay

In line with the amendments to Section 15 of NHS T&Cs, the Occupational Paternity Pay solution in ESR has
been amended to enable the eligible employees to be automatically paid full pay instead of basic pay for two
weeks during the period of Paternity Birth/Paternity Adoption leave. Full pay like the other parental
payments, will include notional SPP where the employee qualifies for it.

The new OPP processing will be applied for the Paternity Birth/Adoption Absence records created on or after
01-Jan-2025 only.

The Assignment status will need to be changed to Maternity/Adoption on the start date of each period of
Paternity leave taken by the employee and reset to Active at the end of each period of Paternity leave taken.
This will ensure that only OPP/SPP will be processed for the paternity leave period.

New OPP Form

A new OPP form has been introduced and is made available via a button on Ordinary Paternity
Birth/Adoption within Absence module. The new form will provide the relevant information required to identify
the entitlement to OPP:

> -y
Due Date |14-NOV-2024 PPP Start Date 01-NOV-2024
EWC 10-NOV-2024
Qualifying Week 28-JUL-2024 Continuous Employment Start Date | 10-FEB-2024

Statutory Pay

Pay as Lump Sum
¥

Date started work for new employer

Child Detail

Birth Date 01-NOV-2024
v Live Birth
Notified 01-NOV-2024

Absence Evidence Statutory Payments Shared Parental Le OPP
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o ol

Entitlement
Full Nil Total
Entitlement 14 0 14 Continuous Service Date 01-JAN-2008
Days Taken 14 0 14 OPP Qualifying Date 25-AUG-2024
Days Remaining 0 0 0 OPP Eligibility Date  26-AUG-2023
Average Earnings
Date From EEs Pensionable EEs Non Pensionable EEs Total ERs Pensionable
= 01-NOV-2024 500.00 100.00 600.00 500.00
= Recalculate
OPP Entries
Processed Days  pensionable F
Pay Period Element Name Date From Date To Full  Nil Employers E
= v 8 2024 Calendar Month OPP NHS 01-NOV-2024 14-NOV-2024 14 0 905.78
9 2024 Calendar Month OPP Corrections NHS 01-NOV-2024 |14-NOV-2024 0 0 94.22
Totals | 14| 0 1,000.00

The OPP form will populate the details only when the Ordinary Paternity Birth/Adoption form is completed,
and Paternity Birth/Adoption absence record is created.

OPP Entitlement

Where an employee has completed 12 months’ continuous service with one or more NHS employers at the
beginning of the 11th week before the expected week of childbirth or at the beginning of the week in which
they are notified of being matched (OPP Qualifying Date) with a child for adoption will be eligible to receive
two weeks of Occupational Paternity Pay at full pay.

The OPP entitlement will be allocated as below:

e For eligible employees, so where the OMP Eligibility Date >= Continuous Service Date, the
entitlement will be defaulted to Full - 14 Days, Nil - 0 Days and Total -14 Days.

e For employees not eligible, so where the OMP Eligibility Date < Continuous Service Date, the
entitlement will be defaulted to Full-0 Days, Nil - 14 Days and Total - 14 Days

The OPP form allows the ability to make changes to the default entitlement. However, the total days cannot
exceed 14 days. An error message will be displayed if the total exceeds 14 days upon saving the details.
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Average Earnings

The average weekly earnings will be calculated in a similar manner to how the average earnings are being
calculated for OMP/OSHP, this is based on the earnings the employee has received during 8-week period
before the qualifying week.

The OPP form will provide the ability for the users to make changes to the average earnings details but the
‘Date From’ value should not be prior to PPP Start Date. If the Date Fromvalue is entered prior to the PPP
Start Date, an error message will be displayed

OPP Elements

2 new elements are being introduced to enable the OPP payment to be automatically made for employees
during the period of Paternity Brith/Adoption leave:

e OPP NHS
e OPP Corrections NHS

‘OPP NHS’ element will be created for the allocation of OPP. These elements will be putinto the period they
apply to unless this is already processed, in which case they will go into the next unprocessed period. The
details of OPP Entries with the calculated amounts will be displayed on OPP Formin ‘OPP Entries’ section.

‘OPP Corrections NHS' element will be created in the next available pay period to make the adjustments to
the OPP when retrospective changes are made to the Entitlement/ Average Earnings on OPP form or any
updates made to the Paternity Birth/Adoption Absence record after processing the payment.

In addition, pay elements will be generated for pensionable and non-pensionable pay and arrears elements
will be generated for retrospective payments:

OPP PAY NHS

OPP NP PAY NHS
OPP PAY NHS ARS
OPP NP PAY NHS ARS

How the OPP is calculated?

The OPP payment due for the relevant Paternity Birth/Adoption absence period is calculated based on the
Average Weekly Earnings populated on OPP form and the OPP Entries will be created in the relevant pay
period. The payment due will be recalculated and the OPP entries will be updated if the user overrides the
Average Weekly Earnings calculated by the system before the OPP entries are processed.
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OPP PAY = (EEs Pensionable /7)*Days Full
OPP NP PAY = (EEs Non Pensionable/7)*Days Full

o Where an employee isin receipt of OPP Full (for Full Days), the SPP will be included in OPP Full pay.

¢ Where an employee is not eligible for OPP (for Nil Days), the SPP will be paid provided they are eligible
for SPP.

Examplel:
Employee on Paternity Birth/Adoption from 01-Oct-24 to 14-Oct-2024.

The OPP Eligibility Date >= Continuous Service Date and hence the employee is eligible to receive 14 days
of OPP at full pay.

Entitlement: Full: 14 Days Nil: 0 Days
Average Earnings = £700/Week £100/Day
Average Earnings Pen = £600/Week £85.71/Day
Average Earnings NP = £100/Week £14.286/Day

Average Earnings Employer £800/ Week  £114.29/ Day

Days Full 14

Days Nil 0

EEs Pensionable 14 * (600/7) = £1200
EEs Non Pensionable 14 * (100/7) = £200
ERs Pensionable 14 * (800/7) = £1600
Date From 01-Oct-2024

Date To 14-Oct-2024

SPP will be included in the OPP Pay and a message will be shown as below:

SPP included in OPP Full: £368.06
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= -]

Personal Tax
Salary Job Title Allied Health Professionals|Physiotheraj Tax Period 7
Number 26658418 Name |VC, Mr. OPP Test Emp1 Tax Ref. No. |671/W5840
) Tax Tel. No.
Payments Deductions =
: ; Tax Code [1257L
B Basic Pay 1369.60 = [JNHS Pension 11368 = _
Tax Basis |Cumulative
OPP 1200.00 NI A 137.73
N.I. Number |[PEES0B02A
OPP NP 200.00 PAYE 321.60
M.l Category A
Student Loan 44.00 —
Pay Date [29-OCT-2024
- - Amount Paid
Total 2769.60 Total 617.01 Amount 2162 £9
Payment Methods Balances
Method Bank Account No. Amount
g = [Gross PTD 2769.60 =
= Gross YTD 18079.20
P Pay EE YTD 16118.07
Messages — —
Message P Pay ER YTD 17718.07
. SPP included in OPP Full: 368.06 = Super EE YTD 1337.80
- Super ER PTD 42703 ~

Example 2:
Employee on Paternity Birth/Adoption from 01-Oct-24 to 14-Oct-2024

The OPP Eligibility Date < Continuous Service Date and hence the employee is not eligible to receive the
OPP at full pay, but SPP will be paid if eligible.

Paternity Birth/Adoption = 01-Oct-24 to 14-Oct-24 for an employee who is not eligible to receive OPP but
eligible for SPP.

Average Earnings = £700/Week £100/Day

Average Earnings Pen £600/Week £85.71/Day

Average Earnings NP = £100/Week £14.286/Day

Average Earnings Employer £800/ Week  £114.29/ Day
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Days Ful 0

Days Nil 14

EEs Pensionable 0 * (600/7) =

EEs Non Pensionable 0 * (100/7) =

ERs Pensionable 14 * (800/7) = £1600
Date From 01-Oct-2024

Date To 14-Oct-2024

SPP for 14 Days = £368.06
NOTE:

1. The existing elements for OPP calculation ‘SPP Absence NHS’ and ‘SPP Paid Absence NHS’ should no
longer be used for the Paternity Birth/Adoption records created after 01-Jan-2025.

2. If one week of Paternity Adoption is already utilised and 2™ Paternity Birth/Adoption absence is created
for the remaining 1 week after 01-Jan-2025, OPP Entries will not be created for the 2™ week although

the absence record is created after 01-Jan-2025. In such cases, either ‘SPP Paid Absence NHS' or ‘SPP
Absence NHS’ may be used as applicable.
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9 Pay Details Availability Notification

The functionality that sends emails to users when a new payslip becomes available has been extended to
cover the production of P60s and P11Ds.

The publishing of P60 and P11Ds pay details will send the emails to users at this point.

Only users who have already opted in to receiving the payslip emails will receive the P60 and P11D emails.

The option in the My Pay Details portlet:
“‘Email me when Payslip is available”
will be renamed to

“‘Email me when my Pay Details are available”

Email me when my Pay Details are available

The hover over text associated with this item will be updated to:

"By selecting to receive emails, you will be sent an email as soon as the pay details are available to view.
The email address used can be viewed within the My Personal Information Portlet. You can change this
setting at any time to opt in or out."

My Pay Details

IEI 21001619 - MK Test Pos A
IEI Other Actions

Go Paperless

Email me when my Pay Details are available

By selecting to receive emails, you will be sent an email as
soon as the pay details are available to view. The email
address used can be viewed within the My Personal
Information Portlet. You can change this setting at any time
to optin or out.

The field in ESR BI will be renamed from ‘Payslip Email Enabled’ to 'Pay Details Email Enabled'.

This affects the following subject areas:
- Human Resources - Person EIT Details > EIT Print Pay Details
- Human Resources - Workforce Profile > Employment

- NHS - External Data Integration > Employment
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The new emails will mirror the existing ones produced for Payslips.

On publishing of a new P60 the email to the employee will look like this:

Subject: P60 now available.
Body of the Email:
Dear (Insert First Name)

Your latest ESR P60 from (insert Organisation name WITHOUT VPD) for assignment number ending
xxxxx678 (mask first five digits of assignment number) is now available. To view and download, login to your
ESR account.

If you are due to leave (insert Organisation name WITHOUT VPD) please remember that you will need to
download any previous pay details in advance of your leaving date.

If you have recently left (insert Organisation name WITHOUT VPD) and are unable to login to ESR you will
need to contact the Organisation’s Payroll or Human Resources Department to find out how to gain access
to this P60.

Thank you.

P60 now available. - Message (Plain Text)

¥ Move to: ? 3 To Manager ¥ £Rules - A | - a%) P Find q 9 F Y & ’
4 Team Email v Done TH OneNote L[ \ Related ~
Assign Mark Categorize Follow | Translste Zoom | Insecurs | Send to | Report | Mesting

Policy - Unread = Up~ Select - OneNote Phishing Secreta

i Ignore x e ld 3 T Meeting
& Jurk - Delete Reply Rax‘ly Forward [ ) Y Croat . Move

CEMore~ (i Reply & Delete Create New P Actions -

Delete Respond Quick Steps Move ags 3 Editing Zoom GpgOL i OneNote Protection Decisions

DTST Workflow Mailer <esrwfmDTST5@nhs.net>
P60 now available.
TEST34, Esr (NHS ELECTRONIC STAFF RECORD)

Dear DemailTest

Your latest ESR P60 from Organisation 44622 for assignment number ending XXXXX124 is now available. To view and download, login to your ESR account.

If you are due to leave Organisation 44622 please remember that you will need to download any previous pay details in advance of your leaving date.

If you have recently left Organisation 44622 and are unable to login to ESR you will need to contact the Organisation's Payroll or Human Resources Department to find out how to gain access to this P60.

Thank you.

On publishing of a new P11D the email to the employee will look like this:

Subject: P11D now available.
Body of the Email:
Dear (Insert First Name)

Your latest ESR P11D from (insert Organisation name WITHOUT VPD) for assignment number ending
xxxxx678 (mask first five digits of assignment number) is now available. To view and download, login to your
ESR account.
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If you are due to leave (insert Organisation name WITHOUT VPD) please remember that you will need to
download any previous pay details in advance of your leaving date.

If you have recently left (insert Organisation name WITHOUT VPD) and are unable to login to ESR you will
need to contact the Organisation’s Payroll or Human Resources Department to find out how to gain access
to this P11D.

Thank you.

P11D now available. - Message (Plain Text)

I Tell me what you want to do..
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DTST Workflow Mailer <esrwfmDTST5@nhs.net>
P11D now available.
Tc TEST34, Esr (NHS ELECTRONIC STAFF RECORD)

Dear DemailTest
Your latest ESR P11D from Organisation 44622 for assignment number ending XXXXX124-2 is now available, To view and download, login to your ESR account,

If you are due to leave Or isation 44622 please ber that you will need to download any previous pay details in advance of your leaving date.

If you have recently left Organisation 44622 and are unable to login to ESR you will need to contact the Organisation's Payroll or Human Resources Department to find out how to gain access to this P11D.

Thank you.

NOTE: The new P60 and P11D emails will be generated for each assignment, where an item for that
assignment is published to portal. In some scenarios the same person could get multiple emails where they
have multiple assignments with P60s or P11Ds published to Portal at the same time.
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10 HMRC Advisory Fuel Rates for 01-DECEMBER-2024

HMRC has published new advisory fuel rates for company cars effective 01 December 2024 and these rates
are now in use in ESR.

For one month from the date of change, employers may use either the previous or new current rates, as they
choose. Employers may therefore make or require supplementary payments if they so wish but are under no
obligation to do either.

The revised rates are as follows:

* No change has been made to these rates. These are stated for information only.

Action

Please note that mileage payments are not processed when Retropay is run, so any changes to amounts

Engine Size Petrol LPG
1400cc or less 12p *11p
1401cc to 2000cc 14p *13p
Over 2000cc 23p *21p
Engine Size Diesel

1600cc or less 11p

1601cc to 2000cc 13p

Over 2000cc 17p

Engine Size Electric

1400cc or less p

Over 1400cc p

already paid will need to be made manually.
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