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Overview

This guidance should be used to support the input of appraisal details to ESR.

Please follow the steps in this guidance closely to ensure that appraisals are entered appropriately and marked as
complete. This will ensure they are included against compliance figures.

Appraisal Data which Must be Recorded

There are two approaches to recording appraisals as detailed below. Both approaches require the input of basic
appraisal data as follows:

DATA ITEM INPUT DETAILS

Review Type: Performance Appraisal

Period Start Date: The date 12 months prior to the appraisal date

Period End Date: The date immediately prior to the appraisal date

Template: 287 LUHFT Appraisal Template xx/xx*

Appraisal Date: The date of the appraisal meeting

LS EN TR ETE The assignment number of the appraisee and will auto populate
Main Reviewer: The person who is the appraiser. This will normally auto

populate with the employee’s ESR supervisor
*Choose the appropriate template based on the description

EXAMPLE: If an appraisal is undertaken on 15" June 2023 the following details would be entered as below.

DATA ITEM INPUT DETAILS

Review Type: Performance Appraisal

Period Start Date: 15% Jun 2022

Period End Date: 14* June 2023

Template: 287 LUHFT Appraisal Template 23/24

Appraisal Date: 15% June 2023

SO N T T8 The assignment number of the appraisee and will auto populate
Main Reviewer: The person who is the appraiser

Recording the above data AND marking the appraisal as complete will include details in local compliance reports.

If an appraisal is recorded within ESR and it is only saved it will NOT be counted against compliance figures.

Approach to Input Appraisal Data to ESR

There are two approaches to input of Appraisal details to ESR, ether Employee Initiated, or Manager initiated. Both
approaches require the same information to be input to ESR, but by different stakeholders.

The graphics on the following page provide an overview for both approaches, followed by more detailed guidance.



EMPLOYEE INITIATED APPROACH

Employee Accesses ESR and
initiates their appraisal. Employee

enterd basic appraisal details, sets
their Main Appraiser and shares
the appraisal with them

The specified Main Appraiser
receives a notification within ESR
allowing them to acccess the
appraisal

Appraisal is accessed by the Main
Appraiser and following the
appraisal meeting it is then

marked as complete by the Main

Appraiser

This approach does not rely on the ESR Supervisor Hierarchy, and the Main Appraiser does not require Supervisor
Self Service access. This is the preferred approach to be used.

MANAGER INITIATED APPROACH

Main Appraiser arranges

appraisal meeting with the
employee

Upon completion of the
appraisal meeting the Main

Appraiser accesses ESR and
creates the appraisal for the
employee

Appraisal is marked as

complete by the Main
Appraiser

This approach relies on the ESR Supervisor Hierarchy, and Supervisor Self Service access. The Main Appraiser must
sit above the employee being appraised. The Main Appraiser must have their smartcard to allow Supervisor Self
Service access. If either of these requirements are not in place you will not be able to add an appraisal.

The preferred approach is for Appraisals to be Employee Initiated. Ownership of the appraisal starts with the
employee themselves and this approach does not rely on the ESR Supervisor Hierarchy and appraisals can be
completed via the notification function within ESR.

Please read on for detailed guidance on how to input appraisals for both approaches!

Red boxes highlight key fields and buttons to be used.




Employee Initiated Appraisals — Step by Step Guidance

1. Employee accesses their ESR record.

2. On the ESR Landing page navigate to the ‘My Appraisals and Reviews’ portlet and click on the ‘View My
Appraisals’ button.

My Appraisal And Reviews L2}
Assignment:
12345678-2 — Registered Nurse s
Last Appraisal Date: 15 July 2022 v

View My Appraisals

3. On the next screen click on the ‘Go’ button next to ‘Create: Standard Appraisal’.
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4. Basic appraisal details as mentioned earlier in this document must be entered by the employee. Special
care should be taken to ensure that the appropriate Main Appraiser details are added.
Important: When entering the Main Appraiser details their name should be entered in the following
format; Surname%First Name%, with % being a wildcard figure.
Once details have been added click on the ‘Add Details’ button.
DO NOT CLICK THE ‘SAVE AND CLOSE’ BUTTON.
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5. At this stage the option exists for the employee to complete their Appraisal Conversation template directly
within ESR. This is advised best practice to ensure that a full record of the Appraisal is kept electronically for
future reference. Paper versions of the Appraisal Conversation template can be completed and stored
locally, however these must be available upon request should a spot check audit of Appraisal documents be

requested.

To complete the electronic version of the Appraisal Conversation template please click on the ‘Complete

Questionnaire’ button.

* o Logged In As 287SJONES40 o O @

Update Standa

Step20f2

fncyGaps  © Questionnaire  © Additonal Appraisal Dtail
rd Appraisal: Overview

Employee Name  Jones, Mr. Stuart Andrew (Stuart)
Employes Number 26955319
Supervisor  Connally, Mr. Roland Marc (Roland)

Setup Detalls

tistor  Jones, Mr. Stuart Andrew (Stuart)
58 performance Appraisal -
e p1Apr2022 )
e 51mar2029 [
287 LUHFT Appraisal Template 23/24

er Connolly, Mr. Roland Marc [Roland)

Questionnaire

Click Comg listed below. Last Answered tells you u

7 Appraisal Template 2023

Additianal Appralsal Details

Copyright (<) 1998, 2021, Or:

e Favorites  Settings

Help  Logout  Portal

Back. Share with Main Appraiser

Organisation 287 Workforce Systems & Governance (862239)
Job  Administrative and Clerical Analyst

* ApprasalDate | 02-May-2023

Next Appr

* AssignmontNumber 26955319-2

® ReturntoTop

® RetwrntoTon

A message will appear stating that you have an extended timeout period of 1 hour to complete your

Appraisal Questionnaire template.

IMPORTANT: If you continually access your appraisal for more than an hour without exiting and saving,

your progress and any entries made will be lost.

my.esr.nhs.uk says

ESR session will remain active for 1 hour.

Please note that this page has an extended timeout period and your

A larger window will open underneath the ‘Extended timeout’ pop up window showing the Appraisal
Conversation template.

Answer Questionnaire

287 Appraisal Template 2023

Liverpool University Hospitals
NHS Foundation Trust

My Contribution Conversation

LUHFT Appraisal Framework

Welcome to your appraisal

Scroll down the window to view all
fields available within the template
and enter your responses as required.

Once completed clicking the Apply
button will save any entries which
have been added.




6. Click the button ‘Share with Main Appraiser’. DO NOT CLICK THE ‘SAVE AND CLOSE’ BUTTON.
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7. A box will appear where the employee can add freetext notes for their Main Appraiser should they wish.
Click on the ‘Submit’ button to send this appraisal to the specified Main Appraiser.

o’
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Notification Message for Main Appraiser

Logged In As 287SJONES40 o Q) _3
Soivg Wb logon Portal
Share Appraisal Details with Main Appraiser

My aooranal in readiness for cur Appraisal mesting

Copyright (c) 1996

Al rights reserved

8. A confirmation message will show to indicate that the appraisal has been transferred to the specified Main
Appraiser, and that you can no longer update it. The appraisal now sits with the specified Main Appraiser.
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The Main Appraiser will now pick up the process to mark the appraisal as complete so it can be included in
compliance figures. This should be done when the appraisal meeting takes place, or as soon as possible thereafter.

1. The Main Appraiser accesses their ESR record.

2. Onthe ESR Landing page navigate to the notification icon in the top right hand corner of the screen.

3. When the notifications section opens you will see a notification entitled ‘. . an appraisal requires your
attention’. Click on the subject title to access this notification.
= m Werkllow o ' L . Logged In As 157DCASTELGL o O @
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4. When the notification opens scroll to the bottom and click on the ‘Update Action’ link in the bottom left
hand corner to access the appraisal.

The Performance Appraisal appraisal of Jones, 5 needs your AMention s main appraiser.

5. Review the appraisal details for accuracy, specifically the actual Appraisal Date. If dates are correct and the
appraisal meeting has taken place, click on the ‘Update’ button in the top right hand corner.




No further details need to be recorded from this point on, and the only remaining action is to submit the appraisal
to mark it as complete. Follow the final few steps to do this.

6. On the next screen click on the ‘Continue’ button in the top right hand corner. DO NOT CLICK THE ‘SAVE AS
DRAFT’ BUTTON.
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8. A warning message will show following your action to complete the appraisal. Click on the Yes button to
complete the appraisal. A confirmation message will appear stating the appraisal is complete.

Warning
You have chosen to complete this appraisal.

You cannot update a completed appraisal. Do you want to continue?.

= NHS Wioridiow
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3, Confirmation
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The appraisal has now been created, completed, submitted, and will be counted toward appraisal compliance!!

Both the Main Appraiser and the employee will receive a notification within ESR confirming that the appraisal has
been completed.



Manager Initiated Appraisals — Step by Step Guidance

As stated earlier in this guidance document, this approach requires that the completing Manager has their

smartcard and can log into ESR Supervisor Self Service with it. The employee who is being appraised must also sit
beneath the Manager in the ESR Supervisor Hierarchy for their record to be visible.

1. The Manager accesses their ESR record.

2. Onthe ESR Landing page navigate to the ‘Manager’ tab and the ‘Team Appraisals’ portlet. Click on the
‘Manage Appraisals’ button.

Cymraeg/Englich = Acoecsibility j‘ &

Electronic Staff Record
Liverpool Universily Hospitals NHS FT Manage Internet Access X
My ESR Recruftment HR Payroll Learming Applicant Professional
My Pages
Dashboard Team Absence Team Appraisals Team Compliance
ESR Navigator Team Absence Team Appraisals Team Compliance
Talent Frofile 0-5 W5-10 W% - 6% 60% - B0% [ 50% - 100% W% - 6% 60% - 6% [ 50% - 100%
iy, o \w—
4% 6% 0% 60% 40% 0%
Organisation Chart
™ 8% 0% , B 20% 50%
My Team Personal > - —y
Information 0 L0%% 0% 100% 0% 100%
Sickness: 1.03% 66.67% 95.77%
My Team Career Information >
Rafresh = Prink = Export Rafresh = Print - Export Refresh - Print - Export
My Team Assignment >
Information Manage Absence Manage Appraisals Manage Compliance
Manage Hires
Team Actions L] Organisation Chart L]

3. Onthe next screen click on the ‘Go’ button next to ‘Create: Standard Appraisal‘.
Q | A * (o]

Home  Favorites Settings -

Logged In As 287S

.
In Progress Completed Performance
N

Main Appraiser Reviewer and Participant

Appraisals and Reviews As Main Appraiser

These tabs list in progress and completed Appraisals and Reviews for which you are the Main Appraiser. To see Appraisals and Reviews for people in your people hierarchy (for which you may
not be the Main Appraiser), click View Appraisals and Reviews in People Hierarchy.

Appraisals and Reviews In Progress

Create  Standard Appraisal v




4. You will now be presented with the ‘People in Hierarchy’ screen.

To find the record for the person who is being appraised either search through the table which lists the

staff beneath you in the hierarchy (if any names have a plus icon to the left of their name if this is clicked it

will expand the view), alternatively enter the surname in the field in the top right of the screen and press

‘Go’.

Once you have the required record click on the ‘Action’ icon.

Q | A * & | Logged In As 287SJONES40 o 0 ®

Search Home Favorites .  Settings -

| Name mJAdvancedSearch My List

In Progress: Main Appraiser >
Create Standard Appraisal: People in Hierarchy

@ TIP Click the action button next to the employee you wish to action. Click the details button for more information about the employee.

Oftv @My

Foshione —— pcipmanivumber
2 Jones, Mr. SN

Doran, Mr. NN sol Administrative and Clerical|Clerical Worker 287
« 2 Administrative and Clerical|Analyst 287|

Organisation

4

< 2 Ro I 110 Nursing and Midwifery Registered|Specialist Nurse Practitioner | 157 [

Help Logout  Portal

5. You will now be presented with the Create Standard Appraisal screen.

It is advised that the manager has all required basic appraisal details available before entering details. This

must include the following information;

DATA ITEM INPUT DETAILS

Performance Appraisal

Date with is 12 months prior to this appraisal date

Date which is immediately before this appraisal date

287 LUHFT Appraisal Template xx/xx*

Date appraisal meeting took place and was completed
Assignment number of the appraisee which will auto populate
The person who is the appraiser

*Choose the appropriate template based on the description

When entering the Main Appraiser details their name should be entered in the following format;

Surname%First Name%, with % being a wildcard figure.
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Once details have been added click on the ‘Add Details’ button.
DO NOT CLICK THE ‘SAVE AND CLOSE’ BUTTON.

Q| A *x B mmowe @ O ®

Home Favorites . Settings Help  Logout Portal

Create Standard Appraisal: Setup Details Save:and Close

Step 1 0f2

EmployeeName  Doran, Mr. Jack (Jack)
EmployeeNumber 30378178

Setup Details

@TIPYou cannot change th template or th clicking Next.

* Indicates required field
— 4 October ~ 2022 v ob

* @
Fereasntas @ = M MON TUE WD TH R SAT

* Period End Date g @
25 26 27 28 29 0 1
* Template Q | s a4 s s 1 s

* i [6]

Appraisal Date | 24.0c-2022 ) @ 9 10 M 12 13 14 15
Next Appraisal Date gy o 6 17 18 19 20 21 22
Assignment Number 30376178 B B % % 2 oBw B

* Main Reviewer ‘ Jones, Mr. Stuart Andrew (Stuart) Q ‘ ooz s 4 s

No further details need to be recorded from this point on. Appraisal templates cannot be completed by the Main

Appraiser. The only remaining action is to submit the appraisal to mark it as complete. Follow these final few steps

to complete the appraisal. Appraisals MUST be marked as complete to be counted toward compliance.

6. Click the ‘Save and Proceed button.

Q | /ﬂ\ * G | LogzedInAs2875 o LD @

Home Favorites .  Sertings .- Help  Logout Portal

@ Competencies @ Training Activities and Competency Gaps @ Questionnaire @ Progressthroughgateway @ Participants @ Additional Appraisal Details

Create Standard Appraisal: Overview Back

® Competencies @ Training Activities and Competency Gaps @ Questionnaire @ Progress through gateway @ Participants @ Additional Appraisal Details

Step 2 of 2
Employee Name  Doran, Mr. Organisation 267
Employee Number 303 Job  Administrative and Clerical|Clerical
Worker

Supervisor  Jones, Mr. S

7. A message will show to state that changes have been saved, and that you now need to submit the
appraisal. Click on the ‘Complete Appraisal’ button.
Q | A * o] |  LoggedInAs 287SJONES40 o V) @

Search Home Favorites . Sertings - Help  Logout Portal

El Confirmation
Your changes have been saved. You are now required to complete the appraisal.

Main Appraiser Review Update Appraisal | Complete Appraisal

Employee Name  Doran, Mr. J Organisation 287
Employee Number 303 Organization Email Address
Job  Administrative and Clerical|Clerical Supervisor
Worker

8. Click on the ‘Continue’ button. DO NOT CLICK THE ‘SAVE AS DRAFT’ BUTTON.
Q A& x Lo p———— - SO I

Home  Favorites - Settings . Help Logout  Portal
Give Final Ratings: Main Appraiser SaveasDrafi | Continue |
Employee Name  Doran, Mr. J Organisation 287
Employee Number 303 Organization Email Address
Job  Administrative and Clerical|Clerical Supervisor
Worker

9. Click on the ‘Submit’ button.

11



A * & | Logged In As 2B7SIONES40 e O ®

Favorites . Settings Help  Logout Portal

Give Final Ratings: Main Appraiser >

Give Final Ratings: Review

To make changes to the appraisal, click Back. To complete the appraisal, click Submit.

Employee Name  Doran, Mr. J Organisation 287
Employee Number 303 Job  Administrative and Clerical|Clerical
Worker

Supervisor  Jones,Mr.S

10. A warning message will appear asking if you are sure you wish to complete the appraisal. Click Yes.

Warning
You have ch to comg nlete this

You cannot update a completed appraisal. Do you want to continue?.

The appraisal has now been created, completed, submitted, and will be counted toward appraisal compliance!!

Both the Main Appraiser and the employee will receive a notification within ESR confirming that the appraisal has
been completed.

To check the completed appraisals for staff within your hierarchy click on the Completed icon within Appraisals and
Reviews.

Qa A * # , © O ®

Home Favorites .-  Settings - Help Logout  Portal

Logged In As 2875
m

In Progress Completed Performance
Fs

Main Appraiser Reviewer and Participant

Appraisals and Reviews As Main Appraiser

These tabs list in progress and completed Appraisals and Reviews for which you are the Main Appraiser. To see Appraisals and Reviews for people in your people hierarchy (for which you may
not be the Main Appraiser), click View Appraisals and Reviews in People Hierarchy.

Current Workers Terminated Workers

Completed Appraisals and Reviews
Filter the list of completed appraisals using any combination of Appraisee, Appraisal Date, and Appraisal Purpose.

Appraisee Q

Appraisal Date  (24-Oct-2022) ﬁ

Appraisal Purpose v

see Rows 1to 24
-

Doran, Mr.J 24-0ct-2022 Performance Appraisal 01-Apr-2022 23-Oct-2022 ﬁﬂ
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Appraisals in ESR - FAQ’s

This FAQ document has been compiled to provide answers to common questions in relation to the input of
appraisals to ESR. Details have been split by the approach being used so please ensure you refer to the
appropriate section.

If viewing this electronically please click on the hyperlinks below to be taken to that question and answer.

EMPLOYEE INITIATED APPROACH

Q1: When should | create my Employee Initiated appraisal in ESR?

Q2: | have created my Appraisal and shared with my Main Appraiser, but | can no longer make any amendments?

Q3: | have created my appraisal and shared it with my Main Appraiser, however the details it contains are
incorrect. How can | correct this?

Q4: Following the Employee Initiated approach | have created my appraisal with the correct information but
have clicked the ‘Save and Close’ button. How can | update my appraisal so | can share it with my Main

Appraiser?

Q5: As an employee | wish to create my appraisal in ESR. How do | find out who my main appraiser will be and
the date of my appraisal?
Q6: | am struggling to enter my Main Appraiser name into ESR. How should | enter this?

Q7: My appraisal has been completed, but when reviewing it on my ESR record it is not showing as complete.
How can | change this?

Q8: | have completed an appraisal and details have been recorded on a paper copy of the template. Is there any
way for an Appraisee to attach this to their Employee Initiated Appraisal within ESR?

MANAGER INITIATED APPROACH

Q1: When should | create a Manager Initiated appraisal for my team member in ESR?

Q2: Following the Manager Initiated approach | have created and saved the appraisal but | have included the
incorrect Main Appraiser. How can | update this?

Q3: As a Manager | have created an appraisal in ESR. Why is this not being counted against my Teams appraisal
compliance figures?

Q4: | have completed an appraisal and details have been recorded on a paper copy of the template. Is there any
way to attach this to the record of the appraisal within ESR?

13



EMPLOYEE INITIATED APPROACH

Q1: When should | create my Employee Initiated appraisal in ESR?

Al: Appraisals should be created during the appraisal meeting, or as soon as possible thereafter. Appraisals can be
created in advance, however if the appraisal meeting date is rescheduled the appraisal will need to be deleted and
reinput with the correct date.

Q2: | have created my Appraisal and shared with my Main Appraiser, but | can no longer make any amendments?
A2: Once an appraisal has been shared with the Main Appraiser the employee/appraisee will not be able to make
any amendments to their appraisal unless the Main Appraiser transfers it back to them. The appraisal should not
need to be transferred back to the employee/appraisee as the Main Appraiser should mark the appraisal as
complete.

Q3: | have created my appraisal and shared it with my Main Appraiser, however the details it contains are
incorrect. How can | correct this?

A3: Ask your Main Appraiser to navigate to your appraisal in ESR (see page 8, steps 2 and 3) and delete it by clicking
on the bin icon. A new appraisal record must then be created containing the correct details.

Q4: Following the Employee Initiated approach | have created my appraisal with the correct information but
have clicked the ‘Save and Close’ button. How can | update my appraisal so | can share it with my Main
Appraiser?

A4: Navigate to your appraisal in ESR, (see page 4, steps 1, 2 and 3). Your appraisal will be visible in the bottom
table. Click on the update pencil icon and then click on the ‘Share with Main Appraiser’ button.

Q5: As an employee | wish to create my appraisal in ESR. How do | find out who my main appraiser will be and
the date of my appraisal?

A5: Your manager should discuss with you when your appraisal is due to take place and can confirm who your main
appraiser will be.

Q6: | am struggling to enter my Main Appraiser name into ESR. How should | enter this?

A6: ESR stores names in a specific format therefore your entry must conform with o this. Wildcard characters (%)
must also be used. When searching for an individual you must enter the surname first, followed by %, then the first
name, followed by %. For example if searching for John Smith, enter Smith%John%.

Q7: My appraisal has been completed, but when reviewing it on my ESR record it is not showing as complete.
How can | change this?

A7: You will need to speak to the individual who is listed as the Main Appraiser. Once created only the main
appraiser will be able to mark an appraisal as complete.

Q8: | have completed an appraisal and details have been recorded on a paper copy of the template. Is there any
way for an Appraisee to attach this to their Employee Initiated Appraisal within ESR?

A7: It is possible for an electronic scanned copy of a handwritten Appraisal Conversation template to be attached to
an Appraisal within ESR. Once the Appraisal has been created (see ‘Employee Initiated Approach’ step 6, page 6),
before it is shared with the Main Appraiser it must be saved. You cannot add any attachments to an appraisal which
sits with your Main Appraiser as they have control of the record. Attachments can only be added if the appraisal
has been saved and if it has not been submitted and if it sits with you (as either Appraisee or Main Appraiser).

Once saved the Employee Initiated Appraisal record will appear in your ‘My Appraisals and Reviews’ section of ESR,
similar to the below screenshot.
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InProgress

My Appraisals and Reviews  Appraisals and Reviews as a Participant

My Appraisals and Reviews

Appraisals and Reviews of Jones, Mr. Stuart Andrew (Stuart)

Export Appralsals and Revi

or its affliates. All righs

Completed Performance

v Offli
ot f,';:d B . | Download Selecta Fle Uplozd Print Details Update Del-zle

32023 |

30-5ep-2022 4 Choose File | Notile chosen

Initiator & - P\.n Date
[ femeMes 02 May-2023 Rt 01-Apr-2022
poraisl
Jones. Mr.§ OngoingwithMain  Connally, Mr. Roland vﬂ rmance .
L Appraiser Mare (Roland) ppraisal S

Logged In As 287SIONES40

Choose File | Nofile chosen

- 33
@ m

Clicking on the green plus icon in the Journal column to the right hand side will take you to the screen below. To
add a file to your appraisal ensure Click on the ‘Choose file’ button, locate your saved electronic file and click the

‘Apply’ button to attach the selected file to your appraisal.

Most file types can be attached to an appraisal, however please try to ensure that Word or pdf documents are

attached to reduce potential issues.

InProgress Completed
N

Appraisals and Reviews as a Participant

My Appraisals and Reviews

In Progress: My Apprsisals and Reviews >

Add Attachment
Attachment Summary Information

Title

Description

Category Miscellaneous

Define Attachment.

Type ® File | Cnoose File | No fle chosen

O URL

Add Another | Apply

O Short Tour

Clear
Offline  |Upload Print Update |Delete Journal
Status

& 8 | m] o

Once a file has been attached to an appraisal it will appear as a
paper clip with a number bubble within the Journal column. To
access attached files please click on the paperclip icon and select

the file(s) required.

The appraisal must now be updated by clicking on the pencil icon and progressing through to submission (see

‘Employee Initiated Approach’ step 6, page 6).
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MANAGER INITIATED APPROACH

Q1: When should | create a Manager Initiated appraisal for my team member in ESR?

Al: Appraisals should be created during the appraisal meeting, or as soon as possible thereafter. Appraisals can be
created in advance, however if the appraisal meeting date is rescheduled the appraisal will need to be deleted and
reinput with the correct date.

Q2: Following the Manager Initiated approach | have created and saved the appraisal, but | have included the
incorrect Main Appraiser. How can | update this?

A2: Once you have created the appraisal and set the Main Appraiser, the appraisal will sit with the specified Main
Appraiser. If this is recorded as you then you can amend the appraisal by accessing ESR and navigating to the
Manager dashboard, clicking on Manage Appraisals within the Team Appraisals portlet (see page 8, steps 1 and 2),
finding the appraisal required and clicking on the update pencil to change the Main Appraiser.

If the incorrect Main Appraiser is not you, you will not be able to access the appraisal as it sits with the Main
Appraiser.

They will need to access the appraisal and delete it. A new appraisal will then need to be created.

Q3: As a Manager | have created an appraisal in ESR. Why is this not being counted against my Teams appraisal
compliance figures?

A3: Only appraisals which have been marked as completed and submitted will be counted toward compliance
figures. Appraisals which have been ‘saved’ or are marked as ‘ongoing with main appraiser’ will not be counted as
compliant. Following the guidance (page 8-11) will ensure that appraisals are marked as complete from the first
point of input.

Q4: | have completed an appraisal and details have been recorded on a paper copy of the template. Is there any
way for a Main Appraiser to attach this to the Manager Initiated Appraisal within ESR?

A4: It is possible for an electronic scanned copy of a handwritten Appraisal Conversation template to be attached to
an Appraisal within ESR. Once the Appraisal has been created (see ‘Manager Initiated Approach’ step 6, page 11),
before it progressed through to completion it must be saved. You cannot add any attachments to an appraisal
which sits with the Appraisee as they have control of the record. Attachments can only be added if the appraisal is
saved, if it has not been submitted and if it sits with you (as either Appraisee or Main Appraiser).

Once saved the Employee Initiated Appraisal record will appear in your ‘My Appraisals and Reviews’ section of ESR,
similar to the below screenshot.
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Clicking on the green plus icon in the Journal column to the right hand side will take you to the screen below. To

add a file to your appraisal ensure Click on the

‘Choose file’ button, locate your saved electronic file and click the

‘Apply’ button to attach the selected file to your appraisal.

Most file types can be attached to an appraisal, however please try to ensure that Word or pdf documents are

attached to reduce potential issues.

InProgress Completed
-~
My Appraisals and Reviews  Appraisals and Reviews as a Participant
In Progress: My Appraisals and Reviews >

Add Attachment

Attachment Summary Information

Category Miscellaneous

| cnoose File | No fe chosen

Define Attachment.

Type ® File

O URS

o 0 &

Help  Logout Portal

Add Another | Apply

Clear

Offline
Status

)

il

o] sl

Once a file has been attached to an appraisal it will appear as a
paper clip with a number bubble within the Journal column. To
access attached files please click on the paperclip icon and select
the file(s) required.

The appraisal must now be updated by clicking on the pencil icon and progressing through to submission (see

‘Manager Initiated Approach’ step 6, page 11).
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