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SOP: Update your email in ESR
In this Standard Operating Procedure Guide, we will cover the process of updating your email address in ESR.



Step 1: Log into ESR
Log into ESR using your username and password or log in using your smartcard.

Step 2: Navigate to Personal Information
Now you are in the ESR Portal, you will need to navigate to the ‘My Personal Information’ tab. This can be found on the left hand side of your screen. Click on ‘My Personal Information’ and then in the drop down menu, click on ‘Personal Information.’ 

Please refer to the below screenshot if you are unsure:
[image: ]






Step 3: Navigate to the Update Screen
Now you are in the Personal Information screen, you will need to navigate to the Phone Numbers & Personal Email screen to update your email address. To access the screen, click the Update button found on the right of the screen. 

Please refer to the below screenshot if you are unsure:
[image: ]



Step 4: Add in your new details.
Now you are in the Phone Numbers & Personal Email screen, you will need to add in your new email address.
You can do this one of two ways.
1. Highlight the current email address, delete it and then replace it with your new email.
2. Click the plus icon located on the left, click the drop down and select Person E-Mail, then input your email.
Once you have inputted the email, click the ‘Next’ button, found in the top right of the screen.

Please refer to the below screenshot if you are unsure:
[image: ]


Step 5: Submit Changes
Now you have entered your new email, you will need to review and submit the changes. 
You will see the proposed changes at the centre of the screen. Once you have checked the changes are correct, you need to click the Submit button, found in the top or bottom right of the screen.

Please refer to the below screenshot if you are unsure:
[image: ]








[image: Logo

Description automatically generated]
[image: Logo

Description automatically generated]
image1.png
My Pages

Announcements

The Oliver McGowan Mandatory Training
on Learning Disability and Autism

el Orentaten My Compliance

My e-Leamning

> Sho

caming
ing on Learning

My Annual Leave

My Pay Details

fty and due to





image2.png
Personal Information
Employee Name
Employee Number

Basic Details

Full Name
Marital Status.
Date of Birth
NINumber
Employee Number
Work Email Address
@ TIPTo view further basic details including e-mail address, gender and nationality, click the ‘View and Update button.

Phone Numbers & Persona -l
[ |

Home
Mobile

personaie-Mail S vervootfnhs ik

Addraccae




image3.png
o @

Home  Favorites  Settings Help  Logowt  Porual

Phone Numbers: Enter and Maintain Canat E
Employee Name
Employee Number
L_m
7}

Home v

Home v

Home Fax
Home Secondary

Work Tertiary





image4.png
Personal Information: Review

Employee Name
Employee Number

Reviewyour changes and, if needed, attach supporting documents.
© g

Phone Numbers

Additional Information

Attachments

Tohelp approvers understand the request, you can attach supporting documents, images, o links to this action.

+

Proposed

Printable Page





image5.png




image6.jpg
NHS

Liverpool University Hospitals
NHS Foundation Trust





image7.png
LIVING OUR VALUES





