Administrator Self Service — Using the
Assignment Form to advise other Payroll
Changes

There are some changes you may note on an existing CAF to Payroll that are
not covered in the core Administrator Self Service functionality.

You can send information to Payroll using Administrator Self Service with the
Administer Assignment (Approval required) form by updating the Change
Reason and then entering the relevant information in the “Comments to
Approver” free type field at the end of the form.

Click into Administer Assignment (Approval Required).

Administer Assignment Information
Administer Employment Information
Administer Flexible Working

Administer Assignment (Approval Required)

Locate the relevant employee within your hierarchy. Then enter your effective
date.


https://elearning.cornwall.nhs.uk/site/kb/category.php?id=131

o Informasion
1 Fiease ender an [ Mectrr Duteon o sfter J1-Oct- 2000
2. No previces boproved Piry Propossl sxats for this person, This Sssfrment i no? shfible for Ehe siliry elerment.
Assignment (Approval Required): Effective Date Options ==
Effentive Date 18-Moe-20TT
Employes Nime  Lnaderl, Trevor Crfaciumtion 505 Ward ?
Erploves Mumber 20007438 i zitsor Bl A8reas
dob  Mursing and Migwitery Registored| Mocdern Matros upmrviser  ManagerTd, Michelly
Ertes he dile o vwhet the chasges shaui Co e efTecr, b Sred The Corilue Bullan
4 Movember v 2023 - B
F MR T WED T Pl RAT
W Changes thoudd Tikos sffect on fhe efective dite bs enlsred below ® ¥ WM 1 3 3 4
Eifecivs Cuta: |01 * m i« 8B 7T ®E ¥ WM
O Cranges thobd taoe 5 Firual BpOnCeal 4 mace
e : i 13 W4 ¥ W T W
wo® M o o®m O n oHN B
®» @ E ®m W 1 2
Assignment (Approval Required): Assignment [ concat | mact | viems |
EMective Duste 01 -Fare-2003
Emploves Mame  Loader T3, Trevor Oeganisibion 508 Ward ¥
Emglerees Muomber 20007438 Job Murilng sl Midwifiery Regiatenad]Modern batren
Sugeraser Managerd Michele
® lnhcaten reuined fudd
Ener or charge srw bt iy belove Click Mat Bo sontirws Thie sction, clck Back to nebum b fhe previows page. or chok Canoel to cancel By sction,
AEARETITENG STADUE
S Artive Aasigrerent B
Change Resstn Pyl Charge w
Pt

Within the Assignment form, you can update the Change Reason to the
relevant Reason or for anything not listed, use Payroll Change.

Click Next, update the Supervisor if required. Click Next. Update direct
reports if required.

You will see the work schedule, click next.

You will see the Review form and the only change highlighted with the blue
dot is the Change Reason — Payroll Change.



Assignment (Approval Required): Review

Empiryee bibrre  Leudier 12 Treeor Crghuailey 55 Wiard ¥
Emplirpps Mot POO07 S gy i gl kv aid
Lok Heurung and Fatwferp Bepniennd [ Sodern Batrmoe, fupprvior  Mdanuger T3, Mckhele

Pebvitm winad (Paned Wl reedtdd, Bt h o T Ssurmitniih,
>

e thow Dintn 01 How-3023

Astigrment

508 Waed 7
Puryarg el Madwfery Refaleres bimdem iilron
Yau Yo

B 0 Mt B B < Wit FINICA S fiory B0 DAt on Bt Bl < Wit FINC A oy
SO05 ESRH 505 ESRH
har R Rapwar Bty B B - Ramgm 8 e B e Bocly Banc B - Range &

L5 ]

)

08 Rdoniidy TOG

[ L]

Atr Apggrene

Pl (hasge o

Then enter your information in the Comments to Approver field.
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In this example, we are advising an extension to a temporary increase in hours.
When ready click Submit.

If you are an Admin SS User, your notification will flow to your Approving
Manager and then Payroll.

If you are a Manager Self Service user, it will flow to Payroll.

If you need any further support with using Admin Self Service or Manager
Self Service, please do contact the ESR Support Team.

rcht.esrsupportteam @nhs.net

Home - ESR Hub - NHS Electronic Staff Record
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