Administrator Self Service — Assignment
Changes

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

Administer Assignment Information
Administer Employment Information
Administer Flexible Working

Administer 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=131

m My Team Assignment Information

MName

0&7 v

Focus Name
B Leesed2, Viian

€ © Admin22, Anthony
JohnsonZ2, Andrew
JoshiZ2, Neela

o 0 Manager22, Michall
NelsonZ2, Al
SandwellZ2, Paula
WilllamsZZ, Judith

o 0 WrightZ2, Dairdng

ﬂ Advanced Search My List

Assignment (Approval Required): People in Hierarchy

@ TIP Click the action buttan next to the employes you wish To action. Click the details button for more infarmation about the employee.

Assignment Number

20008548
20007338
20007368
20007639
20007729
20007910
20008210
20008240

Admintrative snd Clerical |[Clerical Waorkes
MNursing and Midwifery Registered|Staf! Murse
Mursing and Midwifery Registersd|Suaff Nurss
Mursing and Midwifery Registered|MNurse Manager
Mursing and Midwifery Registersd|Staf Murss
Mursing and Midwifery Registersd|Staff Murss
Mursing and Midwifery Registersd|Staff Nurse

Additional Clinical Services|Health Care Suppart Werker

Organisation

305 Acute Nurse Managerent
505 Ward §

305 Ward 10

505 Agute Nurse Management
3035 Ward 10

505 Ward 9

05 Ward 10

505 Ward 7

e eEEeER

&

&

Action | Details

O m

Name

Advanced Search My List

Effective Date

&

<

8 LeesaZ2. Vivian
Admin22, Anthony
JohnsonZ2, Andrew
JoshiZ2, Meda
Manager2Z, Michelle
Malson22, Ar
Sandwel22, Paula

Wiliama22, Judith

0 Wright22, Dairdne

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 (Approval Required): Effective Date Options

Effective Diste I7-5ep- 2033

Emplioyes Nime  Manager?2 Michelle Organisation 505 Acute Murse Management
Emmployes Murmber 20007639 O ganizaton Emal Addrers
Jeb  Murdng and Midwitery Begistered|Murse Manager Superdsor  LeeseXF Vivian

Eniber the dite on wihich the changes should thke elfect. snd press the Conlinue bulton.
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EtfectrveDate 373002023 Y

) Changes should take effect 8 soon as final approval is made.
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Assignment Form

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

Assignment (Approval Required): Assignment | cancel | Back | mest |
Effective Date 25-5ep-2023
Emplores Mame  ManagerZ2, Michelle Organisation 505 Acute Nurse Mankgement
Emploves Number 20007637 Jeb Mursing ared Michaifery Regisbered|Nurse Manager
Supervisor  LeeseZd Vidan
* Indhcates required field
Eniter or change aryy details balow, Chck Maut to cantins this action, cick Back to return to the previous page. or click Cancel to cancel this acticn
Assignment Status
SIMUS  Active Assignmant bt
Change Reason  \igrated Record Datailt Assignmart
Position
PsitionNaene  B0156)Head of Mursing-Band 86 -5, Q
Job
JobTitle  pjursing and Midwitery Registeredih, O
Grae:
Grade Name  NHE/XROY|Review Body Band B Ra, Q)
Mare Details .
Payroll
PayroliNeme 505 Monthiy TOO Q
Organization
* Orpancationhlame 508 seute Nuris Maragemat Q
AgdressLine 1l  Warwick ESR Training
Adcressline2  Warwick Training Centre
Town  Warwich
County  Warwickshire
PestCodle CV346NT
More Details ..
People Group
¥ Pypoint  Default Home Q
Experue User Type Q
Tiree and Attendance Q

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 Administrator 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 1s 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
Administrator 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:

e 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 w
Change Reason w

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.

Assigrenent SLatus

AR Aetive Assigrment w
Charge Readon -

o Diasinction Award -

Poshtion Employes Trarafer

End of Fismgd Term Cantrsst

Position Name End of Fixed Terrmn Contract - Completion of Trainieg Scheme

End of Fiwed Term Corfract - Ersdl of Work Begas resment
Job End of Fixed Term Contract - External Rotstion

End o Fized Term Contrast « Orher

Jeb Tide  Ervor Correctios

Exctension of Fied Term Contract
G e Fiwed Term Contract bade Perminend
Flesi Batiremant
Hiag Bat W arked
Hizurs Chanpe
| Mgrated Record Default Assdnment
Crghnadbacn Reilruciure
Payroll Payrell Chaege

P Dot Rlor e ion

Pavrall Hass  Pregrancy

Promation

Organization Frimaticn and Triditer e

Goraly Mara

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

PositionName  80117|Senior Nurse Band 6 - Ward 1 Q

Job
JobTitle  Nyrsing and Midwifery Registered|S: Q
Grade
Grade Name  NHS|XROS|Review Body Band 6 Q
More Details ...
Payroll
Payroll Name 505 MonthlyT0O Q
Organization
* OrganizationName 505 \Ward 10 Q

Address Line 1 Warwick ESR Training
Address Line2 Warwick Training Centre
Town Warwick
County Warwickshire

Post Code CV346NZ
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

Position Mame Q
Job
Job Title Q
Grade
Grade Name Q
More Details ...
Payroll
Payroll Name 505 MonthlyTOD Q
Organization
* OrganizationMName 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
positonhlame a —
Job | search: Position Name |
Job Title Q
| Grade

A search box will pop up, click Go.



Search and Select; Position Name

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.

Search By Position Name v _

Results

Select Quick Select Position Name
Mo search conducted.

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

Search By Position Mame v

Results

Select| QuickSelect |Position Name
O o 80107|Admin Assistant Band 2 - Ward 10|G2D|Surgery
O s 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
@) 5 80111|Nursing Assistant Band 2 - Ward 10|N9A|Surgery
Q B 80112|Staff Nurse Band 3 - Ward 10|N9A|Surgery
O - 80113|Healthcare Assistant Band 3 - Ward 10|N9A|Surgery
Q {,ﬁ 80114|Staff Nurse Band 4 - Ward 10|N%A|Surgery
Q a3 80115|Staff Nurse Band 5 - Ward 10|N6A|Surgery
@) 5 80116|Sister/Charge Nurse Band é - Ward 10|N6A|Surgery
O o 80117|Senior Nurse Band 6 - Ward 10|N6A|Surgery
@) o 80118|Staff Nurse Band 6 - 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 . o W

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?

o

This message 1s 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
Position Name  80119|Sister/Charge Nurse Band 7 - Q
Job
Job Title  Nursing and 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
Grade Point (Grade Step Grade Rate Step Value |Units
260 1 MNHS Pay Scale Letter XR O M
300 3 MNHS Pay Scale Letter XR O M
280 2 MNHS Pay Scale Letter XR 30639 M
320 4 MNHS Pay Scale Letter XR 34581 M
340 & MNHS Pay Scale Letter XR 34581 M
350 8 MNHS Pay Scale Letter XR 34581 5
322 3 MNHS Pay Scale Letter XR 35392 g
342 7 MNHS Pay Scale Letter XR 35392 M
352 4 MNHS Pay Scale Letter XR 37350 M
360 10 MNHS Pay Scale Letter XE 37350 M
380 11 MNHS Pay Scale Letter XR 37350 M
390 12 MNHS Pay Scale Letter XR 42618 M
400 13 MNHS Pay Scale Letter XR 42618 M
410 14 MHS Pay Scale Letter XR 4254618 M
420 15 MHS Pay Scale Letter XR 425618 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 et -
Fixed Term/ Temp Con End Date @ _

Fixed Term/ Temp Cont Reason Q

Salary Information & Location

You do not need to update anything in these sections.

Salary Information
Zalary Basis
Salary Review Peried
Lalary Review Freguency o
Performance Review Period
Performance Review Freguency n
Location

O Werking At Home

* Location  505ESRH Q @
AddressLine 1 'Warwick ESR Training
AddressLine 2 Warwick Training Centre

Town Warwick
County 'Warwickshire
Post Code  CW34 &MZ

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 375
Frequency \Week iy
Mormal Start Time

Normal 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.

Assignment (Approval Required): Change Supervisor [ concel | Back | emt |
Effecthve Dabe 18-Oct- 2073
[mpioyes Name  KabidD Mesly Crganaation S04 Ward 10
Ermplevee Husmber  2000TIEH Cepanization Essl Addren
doln  Mundng and Midwilery RegiteradSLall Morse Supervisnr  Leeped2 Vivian
Assign aMew Superviser
Vim0 S fhe pebecied perion b naew susererior in B Pl belony
Superdanr  LpssaZl Viniin Q
dggifrerent Mumber 0

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 te a new superviser in the field below.

Supervisor  |eese22, Vivian Q
Assignment Number 20004918

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
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.

Search By Worker Name

Results

i
Search and Select: Supervisor ‘

Rows 1 to 45

Quick |Worker Last . o Assignment
Select |Name Name Organisation Job Position Number
+  Wright02 Additional Clinical 80067|Mursing NHS a
O = Deirdre " Wright02 505Ward7 Services|Health Care Assistant Band 2 - Ward Business 20008220
Support Worker 7IN9A|Surgery Group
. Wright03 Additienal Clinical 80067|Nursing NHS
O = Deird " \Wright03 505Ward7 Services|Health Care Assistant Band 2 - Ward Business 20008221
ke Support Worker 7IN9A|Surgery Group
Wright04, Additional Clinical 80067 |Nursing NHS
O L}*_; Deirdre " Wright04 505Ward7 Services|Health Care Assistant Band 2 - Ward Business 20008222
Support Worker 7IN9A|Surgery Group
Wright05 Additienal Clinical 80067 |Nursing NHS
O '-}i_; Deirdre " Wright05 505Ward 7 Services|Health Care Assistant Band 2 - Ward Business 20008223
Support Worker 7IN9A|Surgery Group -

Your new supervisor will now show in the main screen.

Click Next when ready.



mm

Assignment (Approval Required): Change Supervisor

Effective Date 18-0Oct-2023
Employee Mame  Joshi22, Neala Orgamisalion 505 Ward 10
Errployes Number 20007368 Organization Ermail Address
Superviscr  Loese22, Vivian

Job Mursing and Midwifery Reglstered|Staff Nurse
Assign a New Supervisor

‘Yow can assign the selected person to 3 new supervisar in the field below.

Superviter [WWright02, Deirdre ja

Assigneent Mumber 20008220

Direct Reports

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

Assignment (Approval Required): Assign New Directs

[Efecthen Dute 18-0ct-2023
Crparssabon 505 Ward 10

Ermpiryes Maeme JoshiZ2 Meels
Ervplores Momber  NODOTR4E Cegaraat o D | Acddness
kot Mg il Mhelery Rbptiterad| S0 Mo Supmdviddd Loeaeldl Vidah
Aggipn Mew Direct Reports

'O LN Bas T ety e repeleis §0 the seleched person o BPe Wew Denect Report Pelde

+ s
= Fermove | Chaes Raloon

Effectoar Trarnfer Dale Heer Dhioct Repert

I8-0uk- 2023 ﬂ m Q = Charge of Soperviser

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.

s

S

18-Oct-2023 @ @®

Q
18-Oct-2023 () @) Q
18-Oct-2023 | £ (3 Q

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

Search and Select: New Direct Report

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 Worker Name

Results

Quick Worker Business |Assignment

Select

Last Name | Organisation

Select |Name Group Number
. - . NHS
& Admin22 . 505 Acute Nurse Administrative and :
i .
O - Anthony Admin22 Management Clerical|Clerical Worker 2::?:55 20006948 Yes
§ 505 Midwifery  Nursing and Midwifery NHS
@) #%  Hall22, Helen Hall22 Murse Registered|Midwife - Business 20007218 Yes
Management Manager Group
. - NHS
== Johnson22, Nursing and Midwifery -
EcY
Q = | Andrew Johnson22 505 Woard 9 Registered|Staff Nurse grzll.:'n;ss 20007338 Yes

NHS

O @ %202 ader22 S05Ward9  horsrgancMidwifery piginess 20007488  Yes

=  Trevor Registered|Modern Matron
Group
5 505 Team MNursing and Midwifery NHS
0 W% limit22. lee Limit22 P o s T Business 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 oo

18-Oct-2023 £ ) Admin22, Anthony Q
18-Oct-2023 [ (5 Leader22, Trevor Q
18-Oct-2023 £ 5 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 | mex |
EMective Date 18-0ct-2023
Emgloyee Mame  JoshiZ2, Neela Organisation 505 Ward 10
Emiployes Mumber 20007348 Organization Email Address
Job Mursing and Midwifery Registered|Staff Nurse Supervisor  LeesaZl, Vivian

Waork Hours 75
Frequency  ywaek v
Mormal Start Tirne

Normal End Time

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.

Assipnment [(Approval Required): Review
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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 any of the Approvers. This is also where
you can enter any further details for Payroll, such as the salary if updating the
grade.



» Less0l Vi 3
3 S5HR Puproll Asrevals o
A And Asres: Agprone
Aparoaw Typs MR Pesplt
Apgroor  Losusl], Vivin [+

Category  Maprower
i Porst Leeped] Ve

COMMEnts 10 ARDTover l

When ready Click Submit.

You'll see a confirmation screen, so you can see that the changes have now
been submitted for Approval then onto Payroll.

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

1
Logeed In As SISTRAINZZ n U
Vielp o

= Confirmation

Your changes Puse been sulbmitted for appronval.

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



Administrator

Motifications

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 Administrator 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 Administrator Self Service:
rcht.esrsupportteam @nhs.net

Online URL.: https://elearning.cornwall.nhs.uk/site/kb/article.php?1d=407


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
https://elearning.cornwall.nhs.uk/site/kb/article.php?id=407
http://www.tcpdf.org

