Manager Self Service -Assignment Changes

From the main menu, click Assignment (Approval Required).

My Team Assignment Information

Employment Information

Flexible Working
Assignment (Approval Required)

Supervisor Hierarchy
You'll need to select the employee in your Supervisor Hierarchy.

Remember to click the plus icons to locate the correct employee or use the search bar if you have
a large list of employees.

Once you have the correct employee, click the action icon.


https://elearning.cornwall.nhs.uk/site/kb/category.php?id=120

gnment Information Logged In As SOSTRAINZ2

Hame Advanced Search My List

Assignment (Approval Required): People in Hierarchy
EITIP Click the action button next to the employes vou wish to action Click the details button for more infarmation about the employes,

Ofe -

Assignrment Mumber Oirganisation Action | Details

B LeeseZ2, Vivian

& B AdminZ2, Anthony 20004948 Administrative and Clerical| Clerical Worker 505 Acute Murss Mansgement =
Johnson22, Androw 20007338 Mursing and Midviery Registered|Stafl Nurse 505 Ward 9 2 E]
JoshiZ2, Noola 200073468 Mursing and Midwitery Registered|Seaff Nurse 505 Ward 10 B £

£x] O Manages22, Michalia 20007539 Mursing and Midwifery Registered|Nurse Manager 505 Acute Murse Managemeant - ]
Maolsond2, At 20007729 Mursing and Midwifery Registered|Staff Nurse 505 Ward 10 -4 =
Sandwell22, Paula 20007910 Mursing and Midwifery Registered|Staff Nurse 505 Ward 9 " =
Williams22, Judith 20008210 Mursing and Midwifery Registered|Staff Murse 505 Ward 10 = B

x ] B WiightZ2, Dairdre 20008240 Additienal Clinical Services|Health Care Suppert Worker 505 Ward 7 14 2

4 *

Name Advanced Search My List

B Looso22, Vivian
o 8 AdminZZ, Anfhony

JohreonZ2, Androw

JoshiZ2, Noola
Raraged 22, Michalle
Naison22, Ant
SandwedZ2, Paula
Willlamal2, Juddh
=4 0 Wright22, Deirdre

4

Effective Date

Next choose an effective date using either the calendar or typing in the date. Always use the
effective date option.

Once set click Continue.

Assignment (&pproval Required): Effective Date Options

[Effective Date 27-5ep-2023
Emploves Mg Manaperl?, Mickelle Organndlion 505 Acube Nurss Mangement
Emgloves Namber 20007429 Oirganization Emad Address
Jeb Muring snd Midwitery Rigiderod |Mure Manager Suprrviser Ll 22, Vivian

Enter the date on which the chin@es shoukd Take effect. Snd press the Conlimue bulion

@ Changes should take effect on the effective date as entered below. ¥ oMW ¥ X\ 3N O1 2
Effectwe Date  2MSep-2023 AR}
3 Charges shaubd Chon affect 34 5550 bt fndl Spproval i mate




Assignment Form

The Assignment Change form will be displayed. There are different sections dependant on the
type of change.

Assignment (Approval Required): Assignment | concel | mack | b |
EFfecnives Dute 15-5ep- 2070
Emplovt bwvra Wl 11 Ml Qrpaeaatade 55 Mgt M Marageeeny
Ermployes Wi OGP Job  uring s Pichssfory Rnpetorod Mo Baragor
Smeredr  Lewied T, Vielen
" Ikt reapared Palid
Enter or change iy detsla below. ek Mot 1o contras e st dlick Back ba return 1o Bhe prevess pife, or clck Cancll 8o cincel B it
Aidignmend SEatus
Lerta Ectrvm Anugnmant w
TRt R0t aprees Bacord Delput Appravasd. @
Position
Poptonbams 801154 Hend of Mursng: Band B 5 Q)
-l
St T g ped Madvifery Regsterncih, )
Corade
Coidla Mame e o Bavors Bochy et B- R, O}
Fors Dt
Parol
Prproll Hame 508 Monthiy TOD Q
Organizathon
® Qrpancatonbams  £55 £y Murse Manigemant Q
dgideeia L 1 Wiarwick SR Trairsng
Agdreid L 1 Wirmick Trisining Contre
T Wirmick
Courits Wirmichabine
Pont Code  OWMEMT
kg Cirimls
Pedgds Group
® Popond Dt Home [+]
Esparana User Typa Q
Tirves el Adtarclirce s}

The form will display the current details for the Employee. Each section will have a drop-down
menu or search function.

You may need to change one area or multiple areas.

You will not need to complete a change in Manager Self Service, if it relates to a “Hire” that is
completed through the TRAC Recruitment system.

A “Hire” is a new starter in the organisation, called an External Hire or an Internal Hire. This is an
employee moving to a different role within the Organisation, as part of the Recruitment process.

Please contact the ESR Support Team or Recruitment if you are unsure and would like to check
before carrying out an Assignment Change in Manager Self Service.

The Assignment Change form will be for changes that you would normally enter on the Contract
Amendment Form (CAF).



Examples of changes are:

» Change of Assignment Status — Secondment or Acting Up (if not related to a TRAC Hire)
 Change of Position (if not related to a TRAC Hire)

* Fixed Term to Perm and vice versa.

* Extension of Fixed Term, including date / reason

Assignment Status

Assignment Status

Status  Active Assignment e
Change Reasen "

The first section of the form is Assignment Status, most employees are marked as Active
Assignment.

You may need to update this for a period of Acting Up (if not actioned through Recruitment),
Internal Secondment or External Secondment.

Any change here will ask for a Change Reason, so enter this at the beginning. Select the reason for
change.

ASSIgrament SLatus
BMU fopip dasigrment ..-
Charge Readon -
Posits Disgsinction Award a
Employee Tranaler

. End of Fixgd Tarm Corlr st
Position Name End of Fimed Term Contract - Completion of Traineeg Scheme
End of Fixed Term Contract - End of Work Beguiresrsnt
Job Endof Fixed Term Corfirgct - External Rotation
End e Fised Term Canlrist - Other
Jeb Tithe  Ervor Codvectiod
Ewtension of Foed Term Conbract
Grade Fixed Term Contract Made Perminsnd
Flesi Eatirgmapnt
Fiag Bt Wawrh s
ks Change
| P ted Record Defpult Avsdnment
Cinhnandbsen Reglruciure
Fayreil Faryrell Chasge
P tomen Aaboer 3700
Pyl Nase  Pragrancy
Promaticn
Organization Promaticn nd Trfiler 2

Gorale Maera

Position / Job / Grade / Payroll & Organisation

The next five sections are linked together with the ESR Position Number.



The ESR Position number will determine the job details, grade / band, the payroll, and the
department (known as organisation in ESR).

This information is set when an ESR Position is created in ESR.

Position
Position Mame  80117|Senior Nurse Band & - Ward J Q
Job
JobTitle  Nursing and Midwifery Registered|S. Q
Grade

Grade Mame  NHS|XROS|Review Body Band & Q
Moare Details ..

Payroll

Payroll Name 505 ManthlyT0OO Q
Organization

* Organization Name 505 Ward 10 Q

Address Line 1 ‘Warwick ESR Training
Address Line 2 'Warwick Training Centre
Town Warwick
County Warwickshire

Post Code CW34 6NZ
More Details ...

If you need to change the job details, grade, or department then you will need to do so by
searching for the Position number.

Please seek advice from the ESR Support Team where required, it is important to ensure that
employees are placed in the correct position number.

Finding a new Position within the same department

The search function in the Position section will be dependent on the other fields, to search all the
available positions in the department, remove the current details in Position, Job, and Grade.



Position
Pasition Mame Q
Job
Jab Title Q
Grade
Grade Mame Q
More Details ...
Payroll
PayrollName 505 MonthlyTOO Q
Organization
* OrganizationName 505 Ward 10 Q

Once you have removed the current details, you can search for the new Position. Click on the
search icon in the Position Name field.

Position
Pasition Name Q _
Job [ Search: Position Name |
Jeb Title Q
| Grade

A search box will pop up, click Go.

Search and Select: Position Name

Search

Tofind your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Position Mame v _

Results

Select Quick Select Position Name
No search conducted.




You will then see a list of the available positions in the department.

Search By Position Name v

Results

Select  QuickSelect | Position Name
O a5 80107|Admin Assistant Band 2 - Ward 10|G2D|Surgery
O %E 80108|Ward Co-Ordinator Band 3 - Ward 10|G2D|Surgery
O i 80109|Admin Officer Band 4 - Ward 10|G2D|Surgery
O 3 80110|Ward Administrator Band 5 - Ward 10|G2D|Surgery
@) 4 80111|Nursing Assistant Band 2 - Ward 10|NSA|Surgery
Q B 80112|Staff Nurse Band 3 - Ward 10|N9A|Surgery
O 5 80113|Healthcare Assistant Band 3 - Ward 10|NSA|Surgery
O e 80114|Staff Nurse Band 4 - Ward 10|N9A|Surgery
QO a3 80115|5taff Nurse Band 5 - Ward 10|N6&A|Surgery
@) L 80116|Sister/Charge Nurse Band 6 - Ward 10|N&A|Surgery
Q i 80117|Senior Nurse Band & - Ward 10|N6A|Surgery
O s 80118|Staff Nurse Band & - Ward 10|N6A|Surgery
Q 5 80119|Sister/Charge Nurse Band 7 - Ward 10|N6B|Surgery

Pick the correct position and click select.

Search and Select: Position Name

=

The pop-up screen will close, and you will see a warning message.



— JobTitle A

Warning

You have selected a new position. This position may have default values for the following fields:
Department, Job, Grade, Payroll, Supervisor, Probation Period, Bargaining Unit, Salary Basis, Work
Hours.

Do you want to accept the default values?

This message is letting you know the Position number will populate the other fields, click Yes.

You will now see the updated information, same department but updated Position, Job details and
Grade.

Position
PositionName  80119]Sister/Charge NurseBand 7-, Q
Job
JobTitle  Nursingand Midwifery Registered|S, Q
Grade
Grade Name  NHS|XRO7|Review Body Band 7 Q
More Details ...
Payroll
Payroll Name 505 MonthlyTOO Q
Organization
* Organization Name 505 \Ward 10 Q

If you have updated the grade and need to advise Payroll of the new salary, click on the More
Details link below the Grade section.

A new screen will detail the salary points within that grade. Make a note of the salary or copy and
paste to a note pad.

You can advise the salary later in the form.




Grade Steps
Step Value |Units
260 1 MNHS Pay Scale Letter XR 0 M
300 3 MHS Pay Scale Letter XR O M
280 2 MHS Pay Scale Letter XR 30639 M
320 4 MHS Pay Scale Letter XR 34581 M
340 & MHS Pay Scale Letter XR 34581 M
350 8 MHS Pay Scale Letter XR 34581 M
322 ] MHS Pay Scale Letter XR 35392 M
342 7 MHS5 Pay Scale Letter XR 35392 M
352 i MHS Pay Scale Letter XR 37350 M
360 10 MHS Pay Scale Letter XR 37350 M
380 11 MHS5 Pay Scale Letter XR 37350 M
390 12 MHS Pay Scale Letter XR 42618 M
400 13 MHS Pay Scale Letter XR 42518 M
410 14 MHS Pay Scale Letter XR 42618 M
420 15 MHS Pay Scale Letter XR 42618 M
People Group

Do not update this section. RCHT Payroll Department maintain this section in ESR.

People Group

* Paypoint Default Home Q

Expense User Type Q

Time and Attendance Q

Other Assignment Information

In this section you can update the Assignment Category, Fixed Term end dates and Fixed Term
Reasons.

You will not need to update anything else in this section.



Other Assignment Information

Employee Category Full Time

Assignment Category  Permanent hd -

Fixed Term/ Temp Con End Date

Fixed Term/ Temp Cont Reason

Salary Information & Location

You do not need to update anything in these sections.

Salary Information

Location

Salary Basis

Salary Review Peried

Salary Review Freguensy
Performance Review Peried

Perfarmamnce Review Fraguensy

¥ Location

Address Line 1
Address Line 2
Town

County

Post Code

O Werking At Home

203 ESEH

Warwick ESR Training
Warwick Training Centre
Warwick

Warwickshire

CW34 6MZ

Q @

Working Schedule

If you are updating hours as part of this change, you can update the hours here.

Do not update Frequency, start, or end times.




Working Schedule

Work Hours 3/7.5
Frequency \Week "
Mormal Start Time

Mormal End Time

You have reached the end of the form, you can go back, cancel or if ready to move forward click
Next.

Change Supervisor

In the next screen you’ll be asked if a change of supervisor is required.

m Pty T e Aasigrwmeent nform )
Assignment (Approval Required): Change Supervisor [ cancel | Back | rem |
Effective Dabe 18-0ct- 30023
[mpicryes Mame Joaii 22 Meela Crganaation 508 Ward 30
Errgdavce Mumber  2D00TIEE Crparuzation Bl Address
doin Muring and Midwilery Regitered{ 5Lt Murse Superdsor  Leewel Vivien

Ansign & Mew Supsrvisce
¥m T o S b e pebrgn B0 B it pupes Lo o Hre P baowy

Speniast  Lessell Wnian Q

Angigrvmand Mamber o

You can search for the new supervisor with the search icon in the “Assign New Supervisor”
section.

Assign a New Supervisor
You can assign the selected person to a new supervisor in the field below.

Supervisor  |eese22, Vivian Q

Assignment Number 20006918

Searching by Name normally produces the best results.



Find the new supervisor, ensure you have the correct person and then click the button to the left of
the name, then click Select in the top right.

Search

Tofind your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

F
Search and Select: Supervisor
SearchBy Worker Name v

Results
Rows 1 to 45
Quick |\Worker Last . . Business
Select Select |Name Name Organisation |Job Position Group
. Wright02 Additional Clinical 80067 |Nursing NHS a
Q = Deirdre Wright02 505Ward 7 Services|Health Care Assistant Band 2 - Ward Business 20008220
Support Worker 7INSA|Surgery Group
Wright03 Additional Clinical 80067 |Nursing NHS
O -3 Deirdre Wright03 505Ward 7 Services|Health Care Assistant Band 2 - Ward Business 20008221
Support Worker 7INSA|Surgery Group
. Wright04 Additional Clinical 80067 |MNursing NHS
Q o Deirdre " Wright04 505Ward7 Services|Health Care Assistant Band 2 - Ward Business 20008222
Support Worker 7IN9A|Surgery Group
+  Wright05 Additional Clinical 80067|Nursing NHS
Q 3 Deirdre " Wright05 505Ward 7 Services|Health Care Assistant Band 2 - Ward Business 20008223
Support Worker 7|INPA|Surgery Group -

Your new supervisor will now show in the main screen.

Click Next when ready.
Assignment (Approval Required): Change Supervisor | concel | ack | next |
Effective Date 18-0ct-2023
Employee Mame  Joshi32 Meela Crgarsation 505 Ward 10
Employse Mumber 20007368 Organization Emal Address
Job  Mursing and Midwifery Registered)|Staff Nurse: Supervisor  Leese22, Vivian
Assign a New Supervisor

¥ou can assign the selected perscn to 8 new supervisor in the field below.

Supervissr [ |Wright02, Deirdre ]a
Agsignment Number 20008220

Direct Reports

The next screen you can update any direct reports if required.



Logeed b s SOSTRABHED

Assignment (Approval Required): Assign New Directs
Efecthen Dute 18-Oict-2023
Emgirves bame  Moghild Sesls Crparisation 505 Ward 10
Errploses Momder 20007248 Ceparizaton Bl Addrens
Superedor  Loesedd Vielan

Jol  hursing snd Mabeitory Reghaterad|Siaf Muse

uskpn Mew Direct Reports

g Ll e reiey denec repDets fo the pebeched perpon o e Mew Direct Regor feelds.

.+ T
= Ferreme  Churie Fadior

Effectoer Trarnfer Dace Herer Dhiect Repert

= Charge of Superviser

B-Oa-2023 8 o Q

You can click on the green plus sign if you need to add more than one.

To add names, click on the search icon and you can amend the effective date if required.

Assign New Direct Reports

You can assign new direct reports to the selected person in the New Direct Report fields.

+ LL L]
Effective Transfer Date New Direct Report
18-0ct-2023 B () Q

18-Oct-2023 M
[18-Oct-2023 | ) (3

You'll need to search and select for each row.



Search and Select: New Direct Report

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

SearchBy Worker Name v

Results
Quick Worker o Business | Assignment
Select Select [Name Last Mame Organisation e Number
i . : NHS
s Admin22, . 505 Acute Nurse Administrative and .
O = Anthony Admin22 Management Clerical|Clerical Worker g:;t-:ss 20006948 | Yes
. 505 Midwifery  Nursing and Midwifery NHS
O W% Hall22, Helen Hall22 Murse Registered|Midwife - Business 20007218 Yes
Management Manager Group
: e NHS
= Johnson22, Mursing and Midwifery -
%
@] 5 [Andrew Johnson22 505Ward 9 Registered|Staff Nurse gusmess 20007338  Yes
roup
: N MNHS
z Leader22, Mursing and Midwifery X
[fY
O "B |[Travor Leader22 505Ward 9 Registered|Modern Matron E:;Tpess 20007488 Yes
) : i NHS
O | B |Limit22 lee Limrzz 793 Team Nursingand Midwifery B\ siness 20007609 Yes

When you and pick the right name, click Select.

Assign New Direct Reports

You can assign new direct reports to the selected person in the New Direct Report fields.

g eee

Effective Transfer Date MNew Direct Report

18-Oct-2023 4 () Admin22, Anthony Q
18-Oct-2023 1 (3 Leader22, Trevor Q
18-Oct-2023 1 (3 Limit22, Lee Q

Once you have added all the new direct reports, click Next.



Work Schedule Check

The next screen will ask again if there is a change in hours, if you didn’t update in the Assignment
section you can do so here if required.

Click Next.
Assignment (Approval Required): Work Schedule [ concel | Back | newt |
Effective Date 18-Oct-2023
EmployesMame  JoshiZ2, Neela Crganisation 505 Ward 10
Employes Mumber 20007368 Organization Email Address
Job Mursing and Midwifery Regisbered |S128F Murse Supervisor Leess2Z Vivian
Work Howrs 75
Frequency  yyjask o

Harmal Start Time

Harmal End Tirme

Assignment Review
The final screen will display the changes that you have made.

Any changes will be shown in the Proposed section with a blue dot against it. Check the changes,
if you need to amend anything click Back to edit in the previous screens.



Assignment [Approval Required): Review

e Vi Ko -0 MR
[ —yhoryee harm ndild Hewia Crgarnaton 505 Waed 10
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When you have checked your changes, scroll down to the next section.
Comments & Submit Change

Enter any comments that will help the Approvers. This is also where you can enter any further
details for Payroll, such as the salary if updating the grade.

Approvers

Details Apgraver Sratus
¥ 5Z3355HR Payroll Approvals i |

¥ Agd Adkoc bpprover

Comments to Approver

mm

When ready Click Submit.

You'll see a confirmation screen, so you can see that the changes have now been submitted for



Approval to Payroll.

When Payroll approve, the change will be updated in ESR.

¥ 5I355HR Payroll Approvals ]

¥ Agd Adkac dpprover

Comments 1o Approver
) '

1

If you need to check on the progress of your change you can do this Transaction Monitor within
your Manager Menu.

Manager
Notifications
All Actions Awaiting Your Attention

Transaction Monitor

Please see the Manager Notifications and Transaction Monitor Guide for how to check
progress.

The ESR Hub has short e-learning guides on how to Change Hours in MSS.

How do I change an employee's assignment details?

For further support on how to use Manager Self Service and the Manager Portal, there is helpful
guidance on the ESR Hub:

Home - ESR Hub - NHS Electronic Staff Record

Please contact the ESR Team for support in using Manager Self Service:
rcht.esrsupportteam @nhs.net



https://my.esr.nhs.uk/dashboard/lrst/MSS26/index.html
https://my.esr.nhs.uk/dashboard/web/esredu/home/-/knowledge_base/esr-education/manager-supervisor-self-servie
mailto:rcht.esrsupportteam@nhs.net

Online URL: https://elearning.cornwall.nhs.uk/site/kb/article.php?id=380


https://elearning.cornwall.nhs.uk/site/kb/article.php?id=380
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