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Overview 
Workstructures in ESR must be set up to reflect the way in which you wish to record 

and report upon your Organisation.   

The set-up of Workstructures should be decided through collaboration between HR 

and Finance Departments.  However the needs of Payroll and the organisation’s 

management tiers need to be considered.  This is critical for meaningful 

Organisational reporting.    

The hierarchy should reflect the structure of the Employing Authority. There are two 

types of Organisation Classifications: 

 HR Organisations – which employees are attached to. 

 Training Centres – which can be used as OLM Training Centres or to define 

external Training providers. 

Benefits 
 Organisations are used to group staff together for reporting and security 

purposes.  

 Enables the financial Charitable Marker and cost codes to be attached to 

different groups of employees. 

 Determines the output of any Organisation based workforce, financial, and 

compliance reports in terms of its Directorates, Divisions, Clinical 

Management Teams, Wards, Departments to support business planning and 

decision making. 

 Can group and record Hosted employees. 
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What it looks like 

Create an Organisation 

 

 Login to your user account and click on XXX Local Workstructures Administration. 
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Click on Description. 
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Click No to accept the current effective date or click yes and change the date. 

The From field will show the effective date for the Organisation.  Positions cannot be 

attached to the new Organisation until after this date. 
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Click the new button and the Organisation form will automatically open. 

 

Click in the name field and enter the new Organisation name.  This is a free text 

field.   
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The name must be prefixed with the unique 3 digit Employing Authority 

Identifier as this is key to ensuring they appear within the intended hierarchy.  

You should adopt Local Procedures for naming convention requirements. 

 

Click in the Type field select the Organisation Type and Click OK. 

The location Internal or External field will automatically populate. 
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Click on the icon next to the Location field and select a location for the Organisation.  

Click on OK.  You will need to save your work before continuing. 

 The location must have already been set up. 
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Click on the icon next to the Name field. 
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Select the Organisation Classification and click OK. 

 HR Organisation allows employees to be attached to an Organisation. 

 Training Centre indicates that the Organisation is used for training purposes. 

More than one Organisation Classification (HR and Training Centre) can be 

attached to an Organisation.  

 The Training Centre name is used in OLM Auto Emails listed below: 

 Joining Instructions 

 Update of Class Details 

 Cancellation of Class 

 Withdrawl from a Class 
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To enable the Organisation the Enabled box must be ticked.  The Organisation has 

to be enabled before employees can be attached to it or it can be used as a training 

centre.   

Once created the Organisation must be attached to a Parent Organisation 

within the existing Organisation Hierarchy.  Any Organisation not attached will 

disappear when the next overnight process is run. 
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To attach an Organisation to a Parent click on the Others button.  Select Parent 

Organisation from the Additional Organisation Information drop down list of values 

and click OK. 

 

Click on the icon next to the Hierarchy field.  Select the name of the appropriate 

Hierarchy.  If only one Hierarchy is available it will default into this field.  
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Click in the Name Field and select the Parent Organisation.  Click OK and save. 

You will be taken back to the Organisation form. 

Attaching the Organisation to a Parent Organisation will ensure that reporting 

requirements can be satisfied at all levels of the Trust. 
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Click on others, select Costing Information and click OK. 
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Click into the Costing Information field and the NHS Cost Allocation Flexfield will 

open. 

The Charitable Marker field will default to No.  You can change this to Yes if 

appropriate. 

 

Click on the icon next to the Cost Centre.  Search for the relevant Cost Centre and 

click OK. 
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Click OK. 

Allocating Costing Information to an Organisation will ensure that associated 

employees will have this information defaulted to their assignment. This will 

mean accurate financial cost information can be applied during the costing 

process and reported on. 

If an Organisation hosts employees for an external body this can be highlighted. 

 

Click in the DFF on the Organisation form. 
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Click in the Hosted Organisation field. 

Select Yes and click OK.  The Hosted Organisation form will close.  Click OK to 

save. 

Hosted Organisation information can then be counted separately from the 

Hosts total which may otherwise appear inflated.  This is particularly important 

for Data Warehouse users to be able to identify correct workforce metrics. 

Separate Organisations should be set up for Bank positions and Widowers: 

 For Bank positions; so that Bank Administration module can locate 

them. 

 For Widowers; to ensure correct headcount reporting as they will not 

be treated as employees.   

For Widowers the Organisation Type should be Service so that they 

can be excluded from any employee workforce metrics. 
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End an Organisation 

 

Populate the To Date field with the Organisation end date and click in the DFF to 

open the Additional Org. Unit Details. 

 

You need to complete the Organisation End Date Reason and Click OK. 

Organisations that are no longer required should be end dated rather than 

deleted, as this will ensure that historic reporting on the Organisation is 

possible.  If an Organisation is deleted you will lose all historic information on 

an employee record, and it will not appear on any reports current or 

retrospective. 
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Business Intelligence 

 

 

 

 

 

 

 

The set-up of ESR Workstructures is crucial for meaningful and accurate reporting.  
If set-up correctly information is available for all levels of the Employing Authority 
hierarchy. 
 
Dashboards on staff in post, turnover, compliance and absence management give 
HR Professionals and line manager’s key information on their workforce in a simple 
and easy to use format.  Drilling through to the detail below the headline information 
makes ESR BI essential to the HR and workforce management process. 
 

Further Information 

Further information can be obtained from the links below: 

Links 

ESR Website 

ESR User Manual (N3 Only) 

Kbase 

 

You can also contact your local ESR Account Manager or Functional Advisor 

(Details available on ESR Website) 

 

https://www.electronicstaffrecord.nhs.uk/
http://portal.mhapp.nhs.uk/esrusermanual/
https://www.electronicstaffrecord.nhs.uk/kbase/
http://www.electronicstaffrecord.nhs.uk/contact-us/account-managers/

