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Electronic Staff Record 

Supervisor Self Service (SSS) 

User Guide 

ESR Supervisor Self Service (SSS) provides managers and supervisors with real-time 
information about their staff and empowers them to have greater access and control of their 
workforce data. 

 

Supervisor Self Service (SSS) allows supervisors to: 
 

• View your Hierarchy. 

 
• View and validate absence information. 

 
• Record Return to Work Discussions 

 
• Approving requests for Training 

 
• Access training matrix for staff to view compliance. 
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Accessing ESR 
Most staff will have access to the icon below on their desktop: 

 
 

Please click Login to ESR. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On the following screen, users can select the way they login, either via Smartcard or 
Username and Password. Smartcards give more access for some roles and should be used 
if available. 
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My ESR Dashboard 

Once you have logged in you will be taken to the ‘My ESR dashboard. This page has a 
number of key features such as links to notifications, a search facility, and portlets. These 
portlets provide easy access to your information and direct links to the relevant ESS pages. 

 
To access Superior Self Service, click on the ‘Manager’ tab. 

 
The ‘Side Bar’ on the left-hand side includes quick links to key features such as ‘My 
Personal Information.’ 
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View Your Org Chart (Hierarchy) 

Before you start utilising the functions of SSS you should access your Org chart to ensure it 
is accurate. To do this you can use the ESR Organisation Chart Functionality 

 
To access from the portal, click on MY ESR (left hand side of the screen and click on 
Manager) the screen below will show the manager portal. Click on ‘Launch Organisation 
Chart’ on the side bar left hand side of the blue button on the dashboard (as below). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Organisation chart will display. This could take a couple of minutes to load due to the 
size of the Organisation. If you feel this is not an accurate reflection of your org chart, 
please contact esradmin@merseycare.nhs.uk 

 

mailto:esradmin@merseycare.nhs.uk
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Viewing Staff Absence 

 

All Annual Leave should be recorded in Employee On-line/Health Roster and not ESR. 
Each month this data will interface to ESR and should be available on the ESR Absence 
Calander. From the Manager dashboard you can then access an absence calendar for each 
of your staff. 

 
Under the Team Absence chart click on manage absence (as below). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

The absence calendar hierarchy view below will be displayed. You can also change the display 
month or number of levels in the hierarchy you want to drill down to. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can then click on the icon circled above to view an individual absence Calander 
(as below). 
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The button in the top right-hand corner will allow you to print. 

 

 
The button in the top right-hand corner will take you to the absence 
summary page where you can access the details for each individual absence episode. 
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Entering Return to Work discussion dates 

The Return to Wok discussion date should be completed upon an employee’s return to work 
following Sickness or Covid related absence. 

 
You must first navigate to the individual absence episode by clicking the ‘Absence Summary’ 
button above. 

 

You can then select the  icon next to the episode you want to update. 

Click on the calendar icon in ‘Return to Work Discussion Date’ field 

Enter the date the discussion was completed and click submit. 
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Accessing Staff Training Competencies 

From the Manager Dashboard, go to the Team Compliance portal and click in 
Manage Compliance 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Compliance and Competence Hierarchy View shows each of your team and their compliance 
percentage 
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To view an individual’s compliance, select the  icon alongside their name. The page below 
will then be displayed. 
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Additional Resources 

Further guidance can be found on the ESR Hub: Looking for help? - ESR Hub - NHS 
Electronic Staff Record YOU MUST BE LOGGED INTO ESR TO ACCESS THIS HELP 

 

If you have any concerns or queries, please contact esradmin@merseycare.nhs.uk 

https://my.esr.nhs.uk/dashboard/web/esrweb/looking-for-help-
https://my.esr.nhs.uk/dashboard/web/esrweb/looking-for-help-
mailto:esradmin@merseycare.nhs.uk

