How to Export Annual Leave from ESR Employee Self Service.

1. Login to ESR with your 120 ESR username and password

2. From the My Annual Leave portlet select the View My Absence Calendar button
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3. Whilst viewing the Absence Calendar, from the top right of the screen click the Absence Summary button to be taken to the Absence Calendar Summary screen:
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The below screen will display:
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4. Click the Export Absences button
5. When prompted click the drop down arrow to the right of the Save button and choose Save As and save the file where it can be accessed securely at a later date:
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6. Click Open to open the file in Excel
N.B. The above steps have been completed using Internet Explorer. Screens may differ if using a different web browser.
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Absence Calendar: Summary

Employee Name

Employee Number
Absence Management
Absence Summary | Entitlement Balances
Search
Note that the search is case insensitive
Absence Type N StartDate  (13-May-2021 {2
Approval Status V| End Date =]

o [ o |
Individual Calendar [JEETES Rows 110 30

Duration
Start Date v |EndDate o |AbsenceType & |Absence Category o [ 1 | Approval Status | Details|Update| Delete| Add to Outlook
ays|Hours|

03-May-2021 03-May-2021 Annual Leave Hours 1 Annual Leave 75 Approved ;
26-Apr-2021 26-Apr-2021 Annual LeaveHours1  Annual Leave 75 Approved
05-Apr-2021 05-Apr-2021 Annual LeaveHours1 ~ Annual Leave 75 Approved
02-Apr-2021  02-Apr-2021 Annual LeaveHours1 ~ Annual Leave 75 Approved
31-Mar-2021 31-Mar-2021 Annual LeaveHours1  Annual Leave 75 Approved
29-Mar-2021 29-Mar-2021 Annual LeaveHours1  Annual Leave 75 Approved
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Do you want to open or save export.csv from my.esr.nhs.uk?
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My Annual Leave o

Assignment:
Accrual Plan: Annual Leave Hours 1 NHS
Entitlement: 277.5 Hours v
Taken: 30 Hours
Booked: 0 Hours
Remaining: 247.5 Hours

Create Annual Leave

View My Absence Calendar





image2.png
Absence Summary.




