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Systems used within ULHT

Allocate
What is it?
Allocate is the company who provide a variety of software which helps with the management of ULHT's medical workforce. Think of it like Microsoft Office, with various different programmes combining to make an overall suite of software. From job planning, rostering and temporary staffing to training, communication and HR management, Allocate's wide range of solutions are designed to help ULHT manage its workforce, operate efficiently, and ensure everyone’s safety, so we can confidently meet the care needs of our patients and service users.
There are several different programmes under Allocate's title you may come across during your training, and on this page we have included information about some of the parts of it you are likely to use or hear of whilst with us. The main two platforms are HealthMedics Optima and MedicOnline.
Link: https://www.healthmedics.allocatehealthsuite.com/core

MedicOnline
What is it?
Trainees will be using this software to request leave (although not Study Leave, as this is requested through Accent Leave Manager). This is currently rolling out across the Trust, and is already live across Medicine, Anaesthetics and ICU.
It is important to note that the user guide below will not currently apply to trainees in Family Health, CSS and Surgery, as the rollout has not reached those areas, although MedicOnline will be implemented over the coming months. Until then, trainees will need to use their local arrangements for the requesting of leave within each department.
Once the HealthMedics team have everyone set up for leave they will then be working their way through the Trust to incorporate the rotas as well which will then also be visible in Medic Online.
If you have any queries relating to MedicOnline then you should contact the HealthMedics team.
Link: https://ulhteol.allocate-cloud.com/EmployeeOnlineHealth/ULHTLIVE/Login
Team/department responsible: HealthMedics@ulh.nhs.uk


EmployeeOnline (part of MedicOnline in Allocate)
What is it?	
Software that lets you request your annual leave online. Employee Online (EOL) enables staff to view their personal rosters online, submit their requests for annual leave and request duties or days off. It also allows staff to self-book bank shifts and record their bank availability. The system provides access to electronic timesheets so that staff can see details of enhancements, payment for bank duties etc.
Link: https://ulhteol.allocate-cloud.com/EmployeeOnlineHealth/ULHTLIVE/Login
Team responsible: HealthMedics@ulh.nhs.uk 
MedicOnline user guide:



HealthMedics Optima
What is it?
HealthMedics is an all-in-one package that includes eJobPlan, eRota, MedicOnDuty, ActivityManager, BankStaff+, and MedicAppraisal. Generally, trainees are not likely to need to use this software, but is included here as you may hear it referred to by other members of staff.
Link: https://www.healthmedics.allocatehealthsuite.com/core
Intranet Link for Guidance: HealthMedics - Home (sharepoint.com)
Team responsible: HealthMedics@ulh.nhs.uk

eRota (part of HealthMedics Optima in Allocate)
What is it?
eRota creates fully compliant junior doctor rotas which meet the requirements of the new deal / 2016 junior doctors’ contract at the same time as the European Working Time Directive (EWTD), and tailors them to service and training needs. This is the software through which training doctors exception report, please see the exception reporting presentation below for further information.
Team responsible: HealthMedics@ulh.nhs.uk


[bookmark: _GoBack] How to exception report user guide:



Exception reporting presentation

Exception reporting Team:

Guardian of Safe Working: Ravindranath.Sant@ULH.nhs.uk 
Guardian of Safe Working Officer: Dawn.Marrott@ulh.nhs.uk

HealthRoster (part of HealthMedics Optima in Allocate)
What is it?
A programme used by the rota/specialty teams to approve leave requests. Not generally used by trainees, this links with EmployeeOnline (see below), which is the programme you use to request your annual leave.
Team responsible: HealthMedics@ulh.nhs.uk

Electronic Staff Record (ESR)
What is it?
The Electronic Staff Record enables United Lincolnshire Hospitals NHS Trust to improve human resource management through the engagement of staff in using the ESR system to own information about themselves as individuals and enable line managers to own information in relation to human resource management reporting and compliance monitoring.
ESR Employee Self Service allows employees to view and amend personal information including home address, bank details, emergency contacts, view payslips, view appraisal information, view total reward statements and access training and e-learning.
ESR Supervisor Self Service allows direct input of appraisal and absence details (non-healthroster areas), core and core plus training bookings. There is also a range of business intelligence reports available within the system relating to appraisals, absence, training records and compliance monitoring.
Access to ESR (using a Trust PC/laptop)
Log into your Smartcard then click one of the icons below.  The Core Learning route provides additional guidance. At the ESR Log in page select the option to 'Log in via Smartcard'. 
Link: https://my.esr.nhs.uk/dashboard/web/esrweb
Teams responsible: 
workforce.intelligence@ulh.nhs.uk for employee information queries (e.g. ESR hierarchy, appraisal records, absence records, team compliance information, business intelligence reporting)
Marianne.Thompson@ulh.nhs.uk and Christine.Hebron@ulh.nhs.uk for training queries (e.g. training booking/records, core learning support)
ICT helpdesk on 01205 445800 for technical queries (e.g. issues with smartcard, ESR won't load), or log a support request on the intranet (this link will not work on any devices not owned by ULHT)
ESR user guides:


 

Accent Leave Manager
What is it?
Accent Leave Manager is the system used for all Foundation trainees to request their study leave during their training time in ULHT. All external training sessions, as well as Taster Leave and Aspirational Leave requests need to be logged. Once a study leave request is made, the relevant leave approver is sent your request, which can then be approved depending on the request.
Link: https://accent.hicom.co.uk/Portal/UAT/Web/
Team responsible: StudyLeave.EM@hee.nhs.uk
Further information: https://www.eastmidlandsdeanery.nhs.uk/policies/Study_Leave/LeaveManager/RequestLeave
User guides: 
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Medic Online (1 of 7)

2

The first time you login, you will be prompted to change your
password

Note — you can change your password at any time in the future by
selecting ‘Change Password’ once logged in.

A Logging In to Medic Online

e loveeOn! ot e Enter the password provided to you
mployeeOnline MedicOnline
Enter your i e Choose a new memorable password
User Name Loein * Click on Change Password /
and ¢
Password 21
. 8 Password Your new password must be at least 6 characters long, and can € a combination of letters and numbers, but no symbols or spaces.
and click on Coment Pasnon: Medic Online
LOgIn Forgotten Password Login New Password Wi" open

GConfirm Password:

|/
"

B Viewing Your Roster

Change Password  Logout

MedicOnline

Rostering My Profile 1
. R . </’ View Personal Roster or
e Team Roster view
/T O e o
W Swdy Days < ’ ' ' '_, " " ” \ 2
On Call On Call
g OherLeave 13 14 15 16 17 18 19
..; Use the calendar to
‘: Call-Outs onicait N .
change the period view.
20 21 22 23 24 2% 26
On Can
Fg 28 29 30 3 Apr 1 2
&V
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< | » | 09Mar2017 1] Consultant[v|
Consultant
06 Mar 07 Mar
Dexter
Morgan
James
Stewart
Emergency Team
06 Mar 07 Mar

08 Mar 09 Mar 10 Mar
08 Mar 09 Mar 10 Mar

Personal Roster

Team Roster

12 Mar

12 Mar

3

View Team Roster.
This displays duties
that are assigned to
other staff on your
roster.

These are separated
into teams.

Maybe
Fukae

4

Click on a Duty or an Unavailability
to view more details

@ ALLOCATE

On Call: © 9 Mar 2017

Work Time  00:00 | RestTime  16:59
StartEnd  07:00-23:59
1J OncCall

Assigned Staff
& On Call-Con: Morgan, D

—

||¢

5

Non-Resident On Calls are
displayed with a Phone Icon.
Duties in other units are displayed
in yellow.

Unavailability's are displayed in
light grey.
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C Requesting Study Days

= = oo 1 7o request a Study Day, click on the
o Study Days tab on the left toolbar
T Annual Leave
/ 2 Complete Request Study Leave form
W] Study Days Select the required dates, reason from drop down You can add notes
box and duration. for approver here

g Other Leave

Request Study Leave
(® Full day(s) () Partial day Notes:
Date: 13 Mar 2017 M Agreed with TH|
Reason: Consultant Study Leave
Submit Study Request
Duration: 1 Set
B Click Submit Study Request
End Date: Mon, 13 Mar 2017
3 A coloured box will show at the top of the page to 4 This will show on the roster with a  until approved.

confirm if request has been successful.

Study Days
SUCCESS
The leave request has been submitted with request date: Status
+” Consultant Study Leave
WARNING
This Unavailability request does not comply with the required 42 day notice period. ?& Academic Day
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D Entitlement Periods

T Annual Leave

W] study Days

g Other Leave

View Rosters

Request Leave Section displays the
entitlement and leave balances for
selected time period.

Request Leave is continued in section E

remaining (use the right/left arrows to select the required Period)

[EnbRleTy .l Panods

e | 01 Ape 2016 . 31 Mar 2017

Covarage Panied Enmtiement Notes.
Envterent Baance 1 Felo - 31 Maw 2017 000 davs -0 34 davs
A summary of your
annual leave is
Perod Duranon Times MHotes Daiete
visible. Icons show\ o S -
the annual leave -
status: approved,
cancelled or N 2
requested w207 seezonr iy 207
T Mhar - 02 Ape 2087 01 - 07 May 2017

27 Fab - 0% Mar 2017

08 14 May 2017

06+ 12 Mae 2017 03 00 Apr 2017

13- 18 Mar 2017 10 16 Apr 2007 15 - 21 hay 2017

20- 26 Mae 2017 A7 - 20 Apr T 22 - 20 ay 2017

25%

24+ 30 Ape BT

9%

Entiiement Balance

Enisement .00 days )
feamaining 004 s
\ ey Py
Pranned 004 days
Rt utioa © aays
R L F
® Faldevis) O Pamalday Nstas
From 0% Mar 31T
Number of aays el

@ ALLOCATE

You can view your annual leave entitlement for the year and what is

You can see your annual leave
entitlement and balance.

The Annual Leave Calendar
allows you to view the
percentage of your Staff Group
with either Requested or
Approved Leave. Click on the
relevant week to view more
detail.

Note: It is advisable you check
the Annual Leave Calendar
before requesting Annual
Leave. You are unlikely to have
your request approved if the
percentage of your Staff Group
with Leave booked or
requested is already high.
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D Request Annual Leave

e usethe calendar to select the start date

Request Leave Form

@ Full day(s) O Partial day
From 20 Mar 2017
Number of days 3

End date Wed, 22 Mar 2017

Affected Activities / Duties

To make a request for annual leave (Full Day/s)

2 Enter the duration in days as appropriate.

3 Click Set to confirm the last day of the leave

/ 4 Add Notes if required

Notes

5 Any On Calls will appear
in Green as these must be
swapped

pate LI LY =S ] Write comments in the
20 Mar 2017 o] S |Swapped with J Stewart < = Text Box to explain what
action is required
21 Mar 2017 Cardiac Clinic # [Cancel Clinic x Add
-
2 mﬁif?" Study (SPA) Rescheduled to June x Add
For ‘normal’ duty/activity
click ‘ADD’ to enter
information
?::("::20" Required (max. 255 characters) Cancel x Add
_
Submit Leave Request -
\
6 Click Submit Leave Request
@ A |_ LO CAT E ALL8.0 August 2019
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E My Profile

You can view and check the
personal information that is held
about you in HealthRoster under
the Skills, HR Details, Contacts &
Addresses, Work Contracts and
Postings tabs.

Skills

.“ iCalendar Links

- HR Details
J . Contacts &
—  Addresses
=4 Work Contracts
e

@ ALLOCATE

F iCalendar Links

You can also use the iCalendar Link to export information to personal

Calendars Following the on screen

instructions, you can add a

[ )
. iCalendar Links shared calendar to a device.

iCalendar Links

Add new

How to add a shared calendar to a device / application

iPhone / iPad

1. Go to Settings = Mail, Contacts, Calendars > Add Account = Other > Add Subscribed Calendar.
2. Paste the link into the server address field and press "Next'.

3 Leave all fields as they are (the description can be changed)

4. Press 'Save'.

5. The calendar will now be visible alongside the devices default calendar.

Android Devices

1. You will need a Gmail account in order for this to work.

2. Go to your Google calendar and under 'Other Calendars’ choose to "Add by URL".
3. Enter the iCal address into the field provided and press 'Add Calendar'.

4. The calendar will now be available to view in the 'Other Calendars’ section.

_ New iCalendar Link

Microsoft Outlook Link descrption
1. Go to Calendar = Open Calendar = From Internet. == =
2. Paste the link into the location field and press 'OK'.
3. The calendar will now be available to view as an "other’ calendar.
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Settings

1 -

Mail, Contacts,
Calendars

Add Account

Add Subscribed
Calendar

Paste/Type in
the Link

Next

eeecc vodafone UK 3

ﬂ Passcode

0

Notes Fetch New Data Push °|
o
Reminders MAIL
@ e — . @4 odtlook. com
\J Messages Show To/Cc Label Other
CareTim Swine Ontion:

11:26

bettings

Privacy

iCloud

iTuned i App Store

4

Mail, Contacts, Calendars

7% D

AGGOUNTS

iCloud

Add Account

7 -

eeec0 vodatone UK ¥ 1125

eseco vodafork UK = 11:25 T -

< Add Account Other

MAL

Add Mail Account

CONTACTS
Add LDAP Account

Add CardDAV Accouft

CALENDARS

Add CalDAV Accou

Add Subscribed Calendar

Cance

Server

ASD

] |

@ ALLOCATE

weeoo yodafone UK T 11:58 T -

¢ March = @ qr
D % o § o

23 24 25 @) 27 28 20

Thursday 26 March 2015

Documentation - UK Implementation \

Services,

v

Calendars Inbox

Today

Your Roster Calendar will now be
viewable from your Calendar Icon

NOTE: Ensure you have the SW
calendar ticked to view

P
wseco Nodafone UK F 1126

Subscription

https::/femployeeoniine/

QWERTYUIOP

FGHJKL

ZXCVBNM

/] eouk

wwcoo 02-UK F

Cancel

Save
mas + -
Subscription Save

Server 213.133.140.34/Employee. ..
Description Lisa Outlock Calendar
User Name

Password

Use SSL O
Remove Alarms

0055 vodafone UK ¥ 1216

Edit Calendars

Hide All Calendars

EXCHANGE

« » Calendar
SUBSCRIBED
« Lisa Outlook Calendar
. UK Holidays
Subscribed

v & Birthdays

Show Declined Events

1 -

Done
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Reporting by Exception
Quick guide for doctors

July 2019
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Login

Once your account has been setup you will receive an email from us with a temporary password. Select the link from the email or enter: https://www.healthmedics.allocatehealthsuite.com directly into your browser.

You may wish to save this link as a home screen icon on your smart device. Use the add to home screen option in your browser’s menu to add the link.

Enter your login details as they appear in the email.  Ensure that no blank spaces appear at the end of your credentials and click login.

Private & Confidential footer goes here
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Account setup

If this is your first use of the system, you will be requested to check and update your personal details.

Your name, work email address and GMC/GDC number (where applicable) will have been populated already by your local system administrator.

The remaining fields are non-mandatory and can updated at a later stage. If you choose to add a secondary or personal email address, any automated system notifications will be sent to both addresses.
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4







Dashboard

The dashboard will list all of the exceptions that have been raised by you. From here you will also be able to create a new exception and downloaded your organisation’s policy if they have uploaded one.

The key metrics display your total exception reports created and those in draft that have been saved but not yet submitted to your supervisor.

The dashboard will display key information such as the submitted date, doctor name and the current stage of the report. In addition, you’ll see the number of remaining days until the next decision needs to be made (by the organisation or yourself) and whether the report was linked to an immediate safety concern involving yourself or patients.

Click on any of the rows in the dashboard to view the individual exception report details.

Private & Confidential footer goes here
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Viewing a report

After selecting the report you wish to view you will be taken through to the report itself, by selecting each of the stages to the right of the screen you will be able to view the information contained within each section, to navigate back to the dashboard simply select ‘My Exceptions’ from the top/centre of the screen:

Private & Confidential footer goes here
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Creating a New Report (1)

To raise a new exception, click create new exception from your dashboard.

Rota name: the name of your current rota (as defined by your medical staffing department in eRota; it may be displayed on your personalised work schedule).

Supervisor: the name of the person delegated to undertake the initial and work schedule level 1 reviews for you. This may be a clinical or educational supervisor.

Exception type: whether your exception relates to a difference in hours, difference in pattern of hours or education and training opportunities. A single exception report can only contain episodes relating to one type.

Exception date: the date on which the episode occurred. You will be notified on screen if the date falls outside of the contractual time limits for submission but you will still be to submit the exception regardless.

Occurrence time: the approximate start time of the exception episode. This can be left at 00:00 if a start time is not appropriate for the episode.

Private & Confidential footer goes here
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Creating a New Report (2)

Immediate safety concern: enables you to flag whether you feel the episode resulted in a safety concern that affected yourself or patients.

Variance from work schedule: enables you to define in more detail how your exception episodes differ from your planned work schedule. For example, you may wish to define your normal start and finish times to illustrate how your hours have increased.

Steps taken to resolve matters prior to escalation: enables you to record any conversations that may have taken place between yourself and a manager or other colleagues before recording the exception.

Action buttons:

Submit: saves your exception and notifies the named supervisor, your organisation’s administrators and guardian of safe working. Your director of medical education will also be notified if the exception type relates to education or training.

Save: saves your exception in a draft state for later submission.

Cancel: deletes your date and returns you to the dashboard.

Private & Confidential footer goes here
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Agree/disagree with outcome

After submission your named supervisor will make an initial review of your exception report. Often this review will be carried out face-to-face and they will update the report with their initial review notes and any relevant attachments.

When an initial review decision has been made, you will receive an automated notification asking you to login and either agree or disagree with that decision; this should take place within 14 days. Your disagreement will mean that the work schedule moves to a level 1 work schedule review stage.

Occasionally, your supervisor may request additional information or clarity in your original submission. If so, you will receive an automated notification asking you to login. In this scenario, you will be able to fully edit the report to make the required changes before re-submitting.

Private & Confidential footer goes here
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My Exceptions

Monitoring

User Profile

Exception Report — Dr User 142894

Reference code
u14289171116_1

Rota name
Anaesthetics 1:7 FY2 FS

Supervisor
Dr User 142880

Exception submitted on
23 Nov 2016 04:16

Exception episodes

9 November 2016 17:30
Difference in the hours of work
- Immediate safety concern

17 November 2016 17:30
Difference in the hours of work
- Immediate safety concern

Variance from the work schedule
Schedule to finish at 17:30 but on both occasions was required
to stay late due to patient related complications.

INITIAL REVIEW

Initial review — Waiting for doctor agreement

Review meeting date
23 Nov 2016 03:15

Review meeting attendees
Dr Helen Kennedy

Dr Dave Jones

Mrs Alice Green

Review meeting notes
Productive meeting that discussed the current concemns in

the department and the requirement to review the
contracted finish times. Suggest that this progresses
through to a work schedule review.

Related Attachments
Example revised work schedule.pdf & DOWNLOAD

Review meeting outcome
Compensation & work schedule reviewCan you confirm your

finish times on each occasion please?
Doctor agreement

After their review, your supervisor has recommended the outcome to
be compensation & work schedule review.
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Exception date* Occurrence time.
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After their review, your supervisor has recommended the outcome to
be compensation & work schedule review.
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Tevel 1 work schedule review stage.
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®auocare

Sy





image3.emf
my-esr-portal-overvi ew.pdf


my-esr-portal-overview.pdf
@O NHS'
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User Guide
Using the My ESR Self-Service Portal

This guide is intended to provide you with an overview of the My ESR and
Manager Dashboards. The My ESR dashboard is available to all users and is
the default dashboard displayed when accessing the ESR Portal.

Please note: the Manager dashboard is available to Manager and Supervisor
Self Service users only.





Using the My ESR Self-Service Portal v4
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Using the My ESR Self-Service Portal v4

1.0 Accessing the ESR Portal
‘My ESR’ can be accessed using the link shown below:

= The ‘link’” will enable you to log into the Portal using your Smartcard.
e MyESR o

)

2.0 Security Warnings when using My ESR

When using ‘My ESR’ you may see a number of security warnings. These can differ dependant on
the PC / laptop you are using, whether you access My ESR using a Smartcard or username and also
the version of software on the machine.

When you are given a security warning within My ESR you should select the option to ‘do
not show this again’ (where applicable) and / or select the Run, Allow or Permit Use button.

3.0 My ESR Dashboard

The My ESR dashboard is
the default view for all
users when accessing the
portal. It contains a
number of key features S
such as links to MO m’.n...ﬁ... ol Fewisd St e
Notifications, Settings pm——

wlearming (CERTIFICATION RIEOLIIRL':!'&
My ESR Calendar L o
and Portlets.

[ e
Suus Completed My Personal Information

&8 Thursday October 5,
2017

Information ¥ou nave no clarses n the next 7 Gy

[ ——

Further information about
the dashboard features can M. 125 g Swest v
be found in sections 4 and 5.

4.0 Portal Navigation

4.1 Header

The header bar contains a link with a count of open ESR notifications and a settings Icon
to access further features of the portal.

NHS

Electronic Staff Record
United Lincolnshire Hospitals NHS Trust

4.2 Navigation Bar

The options available in the menu are based on the access you have to ESR. The My ESR
dashboard is the default dashboard for all Employee Self Service users. Users with access to
Supervisor or Administrator Self Service responsibilities will also have access to a Manager
dashboard.

My Role

My ESR

Manager

Page 1





4.3

5.0

5.1

Accessing ESR Forms

The side menu structure includes the ability to access all
Announcements that have been made available, any local links that have
been added and direct navigation to ESR functions.

If you are viewing the Employee Self Service Dashboard all of the menu
items will start with ‘My’ e.g. My Personal Information, My Absence, and
My Employment etc.

If you are viewing the Supervisor / Manager Self Service Dashboard all
of the menu items will start with ‘My Teams’ e.g. My Teams Personal
Information, My Teams Absence, My Teams Employment etc.

Portlets

Access to Portlets

My Role

My ESR

My Pages

Diashboard

Announcements

Local Links w
ESR Infopoint

ESR Navigator

My Personal Infarmatian hd

Portlets provide easy access to your information and direct links to the relevant Self Service
forms where applicable. When you access a portlet the header changes and you will see a
Home and Portal option. The Portal button will take you back to the ‘dashboard’ view. The
Home option will be used less frequently as it takes you to the ‘traditional’ ESR menu.

= NHS|

An overview of the purpose and use of each portlet is provided below.

Home Logout Portal

Page 2
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5.2

5.3

Announcements

Announcements s

The Announcements portlet +  Welcome to the
can contain both local and ‘
national messages.

The latest 20 messages will
rotate automatically. A ‘View

View All (2)

all’ link is available to access a detailed list of all messages. If you click on a
particular announcement you will be taken to the appropriate external page relating

to that announcement.

My Payslip Portlet

Your most recent payslip will be displayed at the top of this
portlet. Payslips will be displayed for up to 4 assignments
according to the most recent pay date). Your payslip can be
opened or saved in PDF format by clicking on the Pay date
link.

My Payslip

“Wiew or download your latest
payslip(s) or access ESR 1o view
your full payslip history

« 13817540 - Senior Project
Manager
& Pay date: 26-Jan-2017

View my Payslips

For more information, you can click on the ‘View my Payslips’ link which will

take you directly to the ESR Online Payslip page where your ULHT payslip history is available.

NHS

Search
» Assignment Number | 13617840

Position Name  14600921|Senior Project Manager|G1A|Administration
Year |2017 ¥

Payslip | 26-JAN-2017 - Assignment 13617540 -Run1 7

If blank. payslip is not produced for this period. Please contact your payroll administrater.
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54

My Compliance Portlet

This portlet is intended to help you remain compliant with your
Core & Core Plus Learning as it provides a compliance summary
across all of your assignments (job roles). From the dashboard
you are able to easily view your percentage compliance level
for those topics currently set in the system that show on your
matrix as Red/Amber/Green. Please note: This is your
minimum core learning requirement, there may be other

My Compliance

Assignment:

1111 - Training and Dev-

Percentage Compliance: 100%

View My Compliance

training you are required to complete for your role which you
will discuss with your line manager. If you have more than one
assignment you can view your compliance level by selecting
the required assignment from the drop down box (your
training requirements may be different for each role). The
compliance progress bar will change colour to reflect the status
(red to green).

Clicking on the View My Compliance button will take you directly to your Compliance Matrix in
ESR. Your compliance matrix details the learning you have undertaken or need to undertake
and is colour coded to reflect its current status. Green = Compliant, Red = Non-compliant and

Amber = Due to expire within the next 3 months.

To remove the items with a blue status tick To view all items on one page, click the
the required competencies only box and ‘Printable Page’ button . If you then wantto
click ‘Go’ print, right click and select print.

Compliance All Gfmpetencies  Awalting Approval

# TIP To view pfmpliance for any additional assignments, select assignment from drop down and press Go

1111 - Training and Development Assistant ~| mnmciuan:e Percentage 93.3%

O Required Competencies Only

= TIP To view required competencies only, tick the checkbox and press Go

Rove 19028
| Details| Competancy Name o | CompetencaLevel | MinReq |Essential |ExpiryDate | Compliance Status | Find Learning | Eit |

> r Sarvice No Expiry - . AN

> 357 Year: i 4,

P AIEY fi— L

> 357ILC &,

»  357ILOCALIH f— | 3,

> |357ILOCALISepsis-1Year [T — L

> 357|LOCAL|Skips, Trips & Falls - 3 year| Y 2

> s = 4

> = A

> = ) v

b
w
z
=
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5.5 My Enrolments and E-Learning Portlet

The My Enrolments and E-Learning portlet displays the E-Learning training courses you are
enrolled in, up to a maximum of 20 courses with your most recently interacted with being
displayed first. This is not an indication of courses you need to complete now but a quick way
of navigating to a course that you may want to return to. To manage your learning click the
‘Learner Homepage’ button.

My Enrolments And e-Learning

A maximum of 20 open e-learning enrolmeants
are displayed below. Please select the
Leamer Homepage button to view all
enrolment details.

357 E Health and Safety

This is the course name
These buttons allow you to

This shows the status of
the course e.g. complete,
incomplete (started but not
complete), not attempted
(no learning has taken
place for this course)

T

——p Staius’ Incomplete

i
|

Leamer Homepage

scroll through any e-Learning
courses you are enrolled on

At a glance you are able to see
how many e-Learning courses
you are enrolled on as one circle
represents a different e-
Learning course

Learning Certification Options Available

Once you have clicked play, the
following window may open.

Your selected e-Leamning course is attached to the following learning certification.

Please Note : In order for you to gain the competences attached fo this e-Leamning and certify. you must renew your learning certifications.

From here you must click the
‘Renew and Play’ button to play
the E-Learning content.

Certification Name

357 E Infection Prevention & Control Level 1 NON-CLINICAL e-leaming - ULH Core

Certification Status Due Date

Certified 09-Jan-2019

Cancel Renew and Play

2\
When you need to save and close your eLearning you should click the ()

hand corner of the e-Learning screen.

Clicking the Learner Homepage button

Leamer Homepage

will launch your Learner homepage.

This is where you can view your
requirements, book onto a course,
subscribe to a learning certification, play
and renew e-learning, view your learning
history, see your compliance
requirements etc. A separate Quick
Guide is available for this.

T

icon in the top right

A O *

B Lommmassy
B e e o8

o o
Hep Lo

B coomcor [ click certifications to play/renew e-learning |

B2 Rows 1102
Moveto
 Certfication Name ~ Progress = | Certification Status | Last Completed ~ ey
= 6 Jan- 2021 ® ~
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5.6 The My Total Rewards Statement Portlet
If you click on ‘Launch my TRS’ it will open a new window showing your Total Reward Statement.
This includes details such as your employee benefits and pension contributions.

My Total Reward Statements

Tax year:
2016-2017

Total R d
Staie_tﬁg:;:s

Launch my TRS

5.7 My Personal Information Portlet

The My Personal Information Portlet is located in the lower section Wiy Fersonal kiformation
of the dashboard and you will need to scroll down to view this
information. This portlet contains a summary of your personal
information and we will also see a space where photographs can be

displayed. However, as images are not currently captured in ESR you
will see the text ‘No Image Available’.
Clicking on the ‘Update My Details’ button will take you to the Name: Jo Smitn

. . . . Address: & Bammingham
Personal Information page in ESR where all information and Road, Warwick, Warwicshire,
updates can be made. iy il

Mobile: 07 FT5024433
Work: 07775024433
IR R —— Position FE3T242

Upaate My Details
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6.0 Manager Dashboard
. . I My ole
Users with Manager Self Service responsibilities also have
. o My ESR
access to the Manager Dashboard in addition to the ‘My ’
ESR’ Dashboard. This is accessed by selecting the Manager 5
. . . anager
option from the Navigation Bar
The Manager Dashboard displays four ‘national’ portlets as default and you will see that the
side menu bar provides you access to your team information (My team Personal Information
etc.). Please note: Your team data will be correct, however please ‘ignore’ the gauge
compliance ‘Red, Yellow, Green’ indicators as this is set against national targets. Trust specific
dashboards will be enabled as part of future updates.
Electronic Staff Record
United Lincolnshire Hospitals NHS Trust
My Role Team Absence Team Appraisals Team Compliance
Manager
Team Absence Team Team
My Fages S e Appraisals Compliance
Dashboard
a5 z W 0% - 60% 60% - 80% [l 80% - 1( W 0% - 60% 60% - 80% |l 80% - 1(
ESR Navigator e Ve
2% \ 8% 40% 60% /m% 60%
Talent Profile o _— i oy
0 10%.
My Team Personal > 3.56% (u% smnﬂ/ ‘0% smuw]
Information
Refresh -Print - Export 100.00% 100.00%
My Team Career Information >
Refresh = Print - Export Refresh - Print - Export
My Team Assignment > € >
Information < > < >
Manage Hires
Reporting > . o
6.1 The Team Compliance Portlet

This portlet will display a gauge showing a percentage compliance rate for your team(s) within
your ESR hierarchy for all topics currently on the ESR compliance matrix which includes both
Core and Core Plus topics. It is therefore important to note that this percentage figure will be
different from your Core Learning Compliance rate which is based on Core topics only.
Breakdowns are available through your ESR ‘5 click’ compliance reports.

Team Compliance Compliance and Competency - Hierarchy View

Competence: [All

Team Compliance

| Focus |Emplovee (AsgNo) || Compliance Percentage |
su

W 0% -60% | 60%-80% g 80% - 100%

ey @
/ 40%  60%
20% 80%! Key
‘Compliant with three months or more left
o e Compliant with less than three months left

B Compliant, less than three months left, under way

--Employee Name

@ 1000%

[l Not Compliant (may be expired or at alower level or has never had

V] Hierarchy Levels: [1v] m

Refresh - Print - Export

Manage Compliance

P Not Compliant, under way
[l Has the competence but it s not required

Does not have the competence and it is not required

No Expiry'in means the

e, check expiry date and level attained

Competenceis

| LoggedInAs357

PocpeinHarary
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6.2 The Team Absence Portlet
This portlet will display a gauge showing the percentage absence rate for your team.

Sangarane 4 abrralar - e wrd by W

AaEage AbidvEn

6.3 The Team Appraisals Portlet

This portlet will display a gauge showing the percentage of your team that have
completed Appraisals.

Clicking on the number shown below the gauge in each portlet will launch the appropriate Bl
report to enable you to analyse the figures in more detail.

Where available clicking on the ‘Manage...” button at the bottom of each portlet will launch
the appropriate Self Service form where your responsibilities allow this access.
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guide-to-esr-access-from-work-or-home.pdf
There are 3 options for accessing
ESR. Click on the links within the
chart for further information/support

O,

4 B —
How do | _
want to Work Non-Work Mobﬂe
access ESR? PC/Laptop PC/Laptop Device
\
-
i ESR Icon https:/
How do | find LISt
ESR? on your my.esr.nhs.uk ESR App
desktop
\_
Smartcard
How do | log (via Trust's ESR Username ESR Username
into ESR? Secure & Remote & Remote
Network) Password Password
ALL ESR Employee Employee
Functions: Self-Service Self-Service
Only Only
What can | Employee Self-
access? » Service Personal Personal

Supervisor

Self-Service

Payslips / P60

All e-learning

-

IMPORTANT — Access via Options 2
& 3 ‘Remote Access’ can either be set
up via Option 1 with your smartcard or
by carrying out a password reset at
home. View ‘How to Set Up ESR

Remote Access’ Guide from our

ESR from Home intranet page.

\_

J

Information &

update Contact
Details

Payslips / P60

Some e-Learning

\ 4

O

Information &

update Contact
Details

Payslips / P60

Some e-learning

v

IMPORTANT - Once you have a
smartcard your ESR record must also
have been set up by HR from your EF1
starter form and then linked.

IMPORTANT - If you are a new starter
your ESR record needs to have been
set up by HR from your EF1 starter
form and you need to know your ULHT
e-mail address.




http://www.roadmapeducation.online/ESR_App/ESRStatus/ESR_The_App

https://my.esr.nhs.uk/

https://my.esr.nhs.uk/

http://ulhintranet/new-trust-employees

http://ulhintranet/esr-from-home

http://ulhintranet/esr-self-service



ESR Remote Access Set Up Guide

ESR remote access is for logging into ESR Employee Self-Service from
home or a non ULHT computer or device without a smartcard.

There are 2 ways to set up Remote Access:
1. The most convenient method is from a ULHT PC with your smartcard via the ESR portal.

2. If you do not have access to a ULHT PC you can follow Forgotten Username and
Password.

/ Via ESR Portal - Step 1 \

Manage Internet Access x

Log into the ESR portal from a work PC
with your smartcard and click on the
green ‘Manage Internet Access’ button _ P
at the top right of your screen My Payslip and P60

ESR Username 357TBLOGGS01

\ )
/ Via ESR Portal - Step 2 \
Password

Create a remote access password : * Retype Password

#*

Status

Your ESR Username will be displayed.

Make a note of this as you will need to p— Cancel
| werologn -

Via ESR Portal - Step 3

Log in with your credentials

Fields with an asterisk (*) are required fields

Username*

Test your access. [>
(Example: 999JSMITHO1)

Log out. Remove your smartcard and go Romef

to httDS'//mV.esr.nhS.Uk or dOWnIOad the Forgotten | Request Username/Password | Unlock Account

kMy ESR app and login. / /

Forgotten Username or Password

Forgotten | Request Username/Password | Unlock Account

Go to ESR log in screen - https://my.esr.nhs.uk el o el o sl et sy e o i, s i el e b
Click on the forgotten link

Complete the fields using your WORK e-mail as this
is linked to your ESR account

You will be sent an automated e-mail with Daeorgin [T v] [T V] [520]
instructions which is valid for 4 hours. Date Month Year

Email*

(Examgle - first last{@domain com)

Only required if you have more than one NHS Emplayer and wish to resel a specific account. If known, enter

View Video Guide (please note: central password reset is not available) yout ESR username to receive delais for this account oy

All ULHT staff can access their work e-mail from Yeemane

home via www.office.com logging in with their work

e-mail and network password.
Further information about 365 is available at
http://ulhintranet/covid-19-microsoft-office-365




https://my.esr.nhs.uk/

https://my.esr.nhs.uk/

https://www.roadmapeducation.online/Roadmap_Guides/Employee_SS/ESS39/

https://nhs.us16.list-manage.com/track/click?u=61e8522198eb2c8167b49e26a&id=cca9c219e8&e=8b8ce3f3f6

https://nhs.us16.list-manage.com/track/click?u=61e8522198eb2c8167b49e26a&id=bb354e34a0&e=8b8ce3f3f6



VN

Updating Personal Contact Information:

p

Step 1
Log into ESR via a PC or the My ESR App . >

~ Address: 1 Peachiree Avenus, Warwick

/ Warwickshire, CV34 2WE
&LZ Uni&ted \lr’;‘jci\ . o

Click on the ‘Update My Personal [> o Stcn e
L Information’ Portlet EOEREION; Foulion 7500514

Step 3
Select the update button against the information you want to update.

§ This example shows how to update your address.
m My Personal Information - - - = Logged In As SOBSMISTRY "?m L-’(-l‘:‘l F(ﬁl

Personal Information

sic Details —
e e e SR T [ g e et o o i Ao
Phone Numbers & Parscnal E-Maf | S el R B EaR T TR
. » - the relevant section '_
/ Steg 4 _ EOIIQCLOI an:{;(l ',hl-sa(:dr:ss. i}
. - nter a new a ress if you have mowve

e Select the option to enter new address

e Select the date from and address type |:> * Effective Date =0

o Click the spyglass to find the address Find Address Q
\ TyPe  Home ) > @

Step 5

o Enter postcode with a space - click GO Search By Postal Code V] | CV47AV X

e Quick select your address from the list |:>

e Address is populated - click Next 2 e 2% 5 Harper Close

- o o — elect
e Review vour updates - click Submit
Emerqencv ContaCtS My Personal Information -

From the portal menu click My Personal |:> i '

Information followed by Contacts and

Add/Update relevant contact details comece

[ Video Guides: How to update my address How to add emergency contacts J




https://www.roadmapeducation.online/Roadmap_Guides/Employee_SS/ESS05/

https://www.roadmapeducation.online/Roadmap_Guides/Employee_SS/ESS06/



Accessing online Payslips

through ESR:

Step 1

Log into the ESR either on a
PC or via the My ESR App

a Step 2 h

Look for the My Payslip Portlet.

Your most recent payslip will be
displayed at the top —up to 4
assignments.

You can open or save in PDF format

Qy clicking the pay date link /

/ Step 3

To view previous payslips click the
‘View My Payslips’ button (shown
above). There is also a button to
view your P60s.

Use the dropdown arrows to select

If you are using the My ESR App,
tap the My Payslip icon to take
you to the login screen

My Payslip and P60

11223344 - Officer Band 4
m X Pay date: 27-Apr-2020
E=T & Pc0: 2018/2019

View My Payslips View My P60s
———

Kthe payslip you want to view. j

Search

*Ass'\gnmentNumber um v
PositionName 2739489 | Officer Band 4
Year |2020 V

Payslip |27-APR-2020- Assignment 1111 V|
f blank, payslip is not produced for this period. Please contact your payroll administrator.

ViewPayslip | Clear All

~

Optional - Step 4

~

<

Once your payslip is displayed, you have the option to print it.
If you are at work and you do not know your printer code, click here for the guide.
REMEMBER to print off any payslips you need before you leave the Trust.

/

N
Video Guides: How to view my online payslips How to view my online P60
J
N
If you have queries regarding your Payslip or P60:
E-mail the Payroll Team - |pn-tr. ULHTPAYROLL @nhs.net




http://ulhintranet/esr-from-home

http://www.roadmapeducation.online/Roadmap_Guides/Employee_SS/ESS12/

http://www.roadmapeducation.online/Roadmap_Guides/Employee_SS/ESS14/

mailto:lpn-tr.ULHTPAYROLL@nhs.net



Frequently Asked Questions — User Help

ESR Remote Access Set Up:

e ESR has strict password conventions — at least 12 characters, not the same as previous 4
passwords, no repeating or sequential characters/numbers like ABC/123, certain terms and
words not allowed, avoid words associated with the system, your role or locality.

e The central password unlock facility (mentioned in the video) is not available. Users are now
able to reset their own passwords.

e |did not receive my e-mail — ensure you are using your work e-mail address which is usually
firsthname.surname@ulh.nhs.uk although it may also include a number. If it is still not working
contact Workforce.Intelligence@ulh.nhs.uk providing your work e-mail address, Date of Birth
and National Insurance Number.

e Can thereset e-mail be sent to my personal e-mail? — this is not possible as your work e-
mail is associated with your ESR account and used for work purposes.

e |do not know my username — this always starts with 357 eg 357ASMITHO1 and displays in
the top right of your ESR Navigator screen. Your username will be sent to you in your
password reset e-mail.

e | have received the reset e-mail but it does not work - you need to action within 4 hours of
receipt, if not request again. Do not request more than once within a 4 hour period.

e When using the mobile app it is recommended not to save your password.

e If you have retired and returned you may have been issued with a new ESR Username in
which case you will need to set up a new password.

Updating My Personal Information:

o Fields provided with a green * are mandatory

¢ Always use the postcode search facility when entering an address

e Only update/amend information if it is incorrect. If you have a new telephone number or address,
you would add this and end date the previous.

e If your work e-mail address is incorrect e-mail workforce.information@ulh.nhs.uk

e If your date of birth is incorrect e-mail recruitment.team@ulh.nhs.uk

Core e-learning via Remote Access:

e Please Note - Not all of the Trust’s e-learning packages will play on a mobile device as they require
Java to run.



mailto:firstname.surname@ulh.nhs.uk

mailto:Workforce.Intelligence@ulh.nhs.uk

mailto:workforce.information@ulh.nhs.uk

mailto:recruitment.team@ulh.nhs.uk
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1.1

1.2

GETTING STARTED

In general all applicant accounts in Accent are created by system administrators, however for
postgraduate doctors in training these accounts are there is an interface process between the Health
Education England (HEE) Trainee Information System (TIS) and Accent Leave Manager. This process
means that if you are in a current training programme you will already have an account.

LOGGING IN

The Accent Leave Manager system can be access online via the Accent portal which can be found at:
https://accent.hicom.co.uk/Portal/UAT/Web/

If you already have your credentials (your email address is the same as your TIS contact email address)
you can log in from the home page.

. |
Welcome to Accent U=l
. . . Email address:
Accent is a modular solution designed
specifically to support the intrepid@hicom co uk
management of the Trust-based
. . Password:
multi-professional workforce.
Accent is compatible with Chrome, Firefox, Edge fessenes
and Safari. If you are using Internet Explorer you
may experience issues. Forgotten password?
Under the Computer Misuse Act 1990 it is a crime
to kn ss this or any other system or
modify its contents without permission.
_

RESETTING YOUR PASSWORD
If you do not know, or have forgotten your password you can reset it from the homepage too. Select
"Forgotten password” to be navigated to the below page, input your registered email address (this is

the TIS contact email if you are a postgraduate doctor in training) and press “send reset password link”.

You will receive an email with a link to allow you to change your password.

&

Please enter your email address for
instructions on how to reset your
password

EmailAddress

< Send reset password link

Notes:

After clicking 'Send reset password link” a link will be sent to your email. Open this email
and follow the instructions to reset your password. In the event this email does not
appear in your inbox, please be sure to check your Spam folder as in some instances it is
possible that it will appear here

Page 2 of 7
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1.3  ACCENT PORTAL

Once you have logged into the system you will be taken to the Accent Portal, this area provided you

Welcome, A HEE & s =0 n
links to your account in the top right corner as well as tiles on
the main screen allowing navigation to different parts of leave manager.

The menu items on the page header will also allow navigation to the parts of the system to which you
have been granted access.

A(:(:_E/DIc Navigation Menu Resources New Dashboard ~

=4 LEAVE MANAGER ) NOTIFICATION

> Leave Application > My Application » Alert > Message
» My Expenses

2. LEAVE APPLICATION

2.1 LEAVE APPLICATION APPROVAL STATUS

There are a number of leave application approval which define the stage of the process your
application is at:

1. Draft — Where you have started your application but not yet submitted it.

2. Pending — Where you have submitted your application and you are awaiting approval.
3. Approved — Where all necessary approvers have approved the application.

4. Rejected — Where one approver has rejected your application.

5. Cancelled — Where you have submitted and subsequently cancelled your application.

2.2 LEAVE DETAILS

The leave application will immediately navigate you to a new, blank leave application form. This is the
first step in applying for leave.

Application form

Leave details

Applicant Hicom Testerl (Hicomtesterl@gmail.com) Start date o 17/08/2021 ] Number of e 2
days
Leave type () Study v Enddate @)  18/08/2021 ]
Please select a placement:
Reg Post 20-07-2021 (In Post) AIREDALE NHS TRUST 20/07/2021 - 13/05/2022
Clinical Research Fellow |4 Academic
Audit Post (Academic) AIREDALE NHS TRUST 30/07/2021 - 30/07/2022
Academic Clinical Fellow Academic

e Save X Cancel

Page 3 of 7
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2.3

1. Input your leave start date

2. Input your leave end date

3. Check the total days leave if necessary

4. Select the placement you are applying against — If there is only one it should be auto selected

5. Select Leave type — Only leave types which are available against your placement will be
available to select

6. Save the details — Please note it is not possible to change these details after this point. If dates,

leave type, or placements need to be changed a new application must created

EVENT DETAILS

If your leave type requires event details this section is where you can record details of the event, course,
or exam which you are attending during your period of leave. In some applications you will be able to
select from a drop down of pre-approved events for your grade, programme specialty and leave type,
in other applications you will simply be asked for the name of the event/purpose of leave. This
configuration is defined by your regional HEE team.

Documents can also be uploaded in this section which relate to the application, this can be used to
store booking confirmation or study programmes for events if appropriate or required by your

organisation. This section IS NOT used to store payment receipts.

Once the details of you leave details have been saved the rest of the application form will be loaded,
the content of the form is dependent on your local area and the leave type you select.

Mandatory fields are marked in bold.

Event details
Event

My event does not appear in the
list above

Aspirational event name
Entitlement type

Document upload

+ Add file(s)

Select files...

v Course reference

Venue

Provider

Website

Page 4 of 7






Accent Leave Manager - Applying for Leave

Accent Non-admin Users

2.4 ENTITLEMENTS AND BUDGETS

Where you have been allocated a leave entitlement and/or budget this section will display the details
of each including how many leave days and how much money you have spent from your entitlement
and budget respectively.

Entitlements

Please select an entitlement:

Leave type: Annual, Study, Exam

Entitlement type: None Entitlement start and end date: Entitlement days: 25

06/07/2021 - 21/08/2022

Remaining Entitlement: 20 Entitlement days pending approval: 7 Approved entitlement days taken: 5

Budget

Leave type: Study, Exam, Private Budget start and end date: 06/07/2021 - 21/10/2022 Budget amount: 10

Remaining budget: 967

Budget amount claimed but awaiting authorisation: 0 Approved budget use:

The available budgets and entitlements are displayed based on the dates, and leave type you've
selected within the leave details. Depending on the configuration set by HEE for you region you may
require a budget or entitlement to apply, if you do not have any records please contact your local
study leave coordinator for information.

Select the appropriate budget and entitlement, where there is only one option the system should auto
select this for you.

Note: The study leave process in the East Midlands region is very specific and you will requirement
both a valid budget and entitlement in order to apply for leave. Both are dependent upon whether
you are applying for a pre-approved or aspirational even in the next section.

COVER & AUTHORISATION

Depending upon the leave type and organisation you work for you may be required to complete the
Cover & Authorisation section of the application. This section as details of the arrangements in place
within your firm, team, or department during your period of leave. Mandatory fields are set by your
local HEE team. You may also be asked to make a declaration that you have complied with local
processes and procedures.

Cover & authorisation

Person covering [ Comments
Educational supervisor 13
Rota manager (1]

Have you checked that another
member of your department is
not on leave?

1 confirm by entering the name of my colleague that they understand and have agreed
to provide cover for my duties and r ibilities whilst I am on leave. I have
also informed all relevant administrative and clinical staff of the name of my colleague

who has agreed to cover.
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EXPENSES

Expenses can be added to your leave application assuming your leave type has this enabled e.g. you
can add expenses for study leave but not for annual leave.

Depending upon the rules set by your local organisation you will be able to add expenses prior to
submission and during the approval process. You are only able to add estimated expenses until the
end date of your leave period has passed. After this point you will be able to claim the expenses and
add any additional documents to the expense claim.

After you have claimed your expense an approval chain will be created depending upon the
configuration at your organisation, all approvers are require to approve your expense. You will receive
a notification when this process is complete.

<€ Expenses

Expense details v
Expense type Subsistence v Expense authaorisation Pending
state
Estimated cost 14.50 e
Reference
Claimed date
Status Active v
Expense files uploads v

Expense files uploads:

+ Add file(s)

Select files... v Done

@ TestDocl.doc
x )

12 KB

B Save X Cancel

A separate, dedicated guidance document is available for claiming expenses, please be aware that
your employer and local training organisation will have specific policies and processes in place for
reimbursement of your costs, this is not managed through Accent.

SUBMITTING LEAVE

Once your application is complete and you have provided all mandatory fields you are able to submit
your application. Doing so will trigger the system to create an approval chain for your application, this
is a list of people who are required to approve your application.

After you have submitted your leave application you can access it at any time via the My Applications
menu item.
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APPROVAL CHAIN

Once your application is submitted you are able to see the list of required approvers at the bottom of
the page and also the status of their decision i.e. who the application is currently sitting with for
approval. Depending upon the set up in your organisation you may be able to contact approvers if,
for example, the application has stalled with a particular approver for a long time.

Approval chain

Sequence 1 & Sequence 3
{ern i (KSA) (2 Hicom Tester2 (KA) &
No comments No comments

CANCELLING LEAVE

If you have submitted an application which you subsequently want to revoke you can do this from
within the leave application.

If you have submitted the application and it has not been actioned by any approvers you can cancel

the leave without approval being required. However, if your application has been approved and you
cancel it a number of approvers may need to review it e.g. your Rota Coordinator.
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2.1

GETTING STARTED

Once you have received your credentials for the Accent system you are able to log in and access the
Portal. This Portal has links to all sections of the Accent system to which you have been granted access,
this varies from person to person but certain functions are global provided you have an active account.

ACCENT PORTAL

Once you have logged into the system you will be taken to the Accent Portal, this area provides you
links to your account in the top right corner. The available options are as follows and appear in the
header section of every page in the system:

. 2 My Account
o = My Notifications
o > Log Out

MY ACCOUNT

In this section you are able to set a new password, set an out of office (if you are a leave approver),
and see your security permissions in the system. Your security permissions can be useful if you have
problems accessing parts of the system that you are expecting to have access to.

You are also able to change your email address in this section.

Note: Postgraduate doctor in training working for HEE have linked accounts with the HEE Trainee
Information System (TIS) and are not able to update their email address.

My Account

Surname * Testerl

Assigned roles HEEM Non Admin Role

Forenames * Hicom Email = Hicomtesteri@gmail.com

To char password, enter you

Current password = ssssssss
4 New password * Q

Confirm password =

[l Save Cancel
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2.1.1

2.2

2.3

OUT OF OFFICE

If you are a leave approver you are able to set a period for which you will be out of the office and your
leave approval applications will be redirected to another approver. There is a specific guide on this
function but in essence you must select a date range and a covering approver.

e Out of office

Covering approver v @

Covering approver

notified

Status Active v
Date from &=

Date to i)

B Save x Cancel

MY NOTIFICATIONS

The My Notifications section allows you to access messages and alerts which have been sent to you.
In general these will be related to leave applications and you will have also received an email
notification advising you of the information. Alerts are general notifications which can be set by system
administrators and you can expect far fewer of these. Often these alerts will be displayed in a pop up
when you first log into the system.

Welcome, Hicom Testerl z D8

&= Message (16) v
Unread: (16)
Unprocessed: (0)

A Alert (0)

Most messages in Accent will include a link to the record or application to which it refers allowing
easy navigation around the system.

LOG OUT

This function will allow you to log out of the system at any time regardless of which page you are on
what you are doing in the system, please be aware that if you log out of the system halfway through
a particular action e.g. applying for leave, you may lose the data you have input.
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