How do I book onto a face-to-face class?

If you have an expired competency, you can search the Catalogue for training that will deliver this
competency on completion. If this is a Learning Certification, you must first subscribe to the certification and

then enrol in the applicable course thereafter.

This functionality can be accessed from the My ESR Dashboard for users of the Employee Self Service and
Employee Self Service (Limited Access) URP’s.

e logintoESR

e In your My ESR Dashboard, you will find a number of portlets providing easy access to key information
and direct links, as well as a sidebar navigation pane with links to all areas within Self Service. The
Header bar contains a Notifications icon, which will display a count of open ESR notifications.
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e Onthe sidebar to the left, choose My Compliangand Competency.
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e From the table of competences listed, choose the magnifying glass

beside the ones you need to
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complete. To understand what each colour means, select Show Key, which explains the colour coding
system.

W Hide
Compliant with three months or more left
Compliant with less than three months left
Compliant, less than three months left, under way
. Not Compliant (may be expired or at a lower level or has never had the competence, check expiry date and level attained to see which)
' Not Compliant, under way
. Has the competence but it is not required
Does not have the competence and it is not required
'No Expiry' in the expiry date field means the Employee has the competence without an end date i.e. Competence is required once only

The information displayed here is based on what has been specified by your Employing Authority.

e The first time you access the class through ESR, you’ll need to subscribe to a certification before you
can book a face-to-face session. To do this, under the certifications section select the blue box below

Details = , then Subscribe, and then Finish. This will allow to you complete the course again in
future. You can then enrol onto a face-to-face class.

e Any available learning events will be displayed. Click the Offering Details icon in the row containing a
particular course to view additional information.

Courses

Coursesthat will give you the competence. Click Details to see classes available for the offering

utton will only be enabled where there s a single class available for enrolment

Hewdv iy
CouseNane +___[Offeringlame = |DelveryMode &

503 Fire Safety Training 503 Fire Safety Training Sessions - 2017/2018 @g Classroom No

503 Fire Safety Training 503 Fire Safety Training Sessions - 2017/2018 *‘Unhnee Learning No

e For the selected Course and Offering, all available Classes will be displayed. Click the Enrol icon for the
Class.

e Click the Apply button to confirm the enrolment.

NOTE: Some enrolments may require approval from your manager. In these cases, the Apply button will
be replaced by a Review button.

You can monitor the status of enrolments pending approval by selecting the Requested Learning link on
the Learner Homepage.

e A confirmation message is displayed to

‘ confirm that you have successfully enrolled
4 Confirmation . .

You have successfully enrolled in the class 503 Fire Safety Refresher Training on the Class- The enrOIment IS aISO dlsplayed
on the appropriate tab on the Learner
Homepage.

(Continue for instructions to cancel bookings

If you need to cancel your booking at any time, this can be done through your Learner Homepage:

e Select My Learning from the sidebar menu on your My ESR Dashboard
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Jetail about each enrolment our enrolment status. Click the play button to play the

) view more de t each enrolment, dlick your enrolm ck the play button to play the course or be
Enrolment . [Completion Moveto
|Status Date History
100

000 Equality and Diversity and Human Rights Level 1 Passed =R Completed
000 Prever ion - Basic Prevent Awareness Passed 2 ompleted 25-Mar-2021
SC( Prever Radicalisation - Awareness of Prevent (Level Pacted = [Completed
000 Moving and Handiing Level 1 Passed :® Completed
000 Data Security Awareness Level 1 Passed & Completed 25-Mar-2021
000 Conflict Resolution Level 1 Passed X Completed
e Select the Enrolments tab
Click on the yellow case icon under ‘un-enrol.” You will then be successfully cancelled from the

course.

To search for a course not linked to a competence requirement:

e On the Learner Homepage, click in the Search field.

Course is the default search; however, you can also search for an alternative learning event, e.g. Class, by
clicking the dropdown arrow in the Search field.

e Enter the search criteria.

e Then, click the Go button.

e All courses matching the search criteria will be displayed.

To view more details about the course, click the Course Name.

e Click the Choose or Enrol in class icon.

e All available classes for the selected course will be displayed.

To view more details about a class, click the Class Name.

e Click the Enrol icon in the row containing the preferred date to attend the class.

e The details of the selected class are displayed, including the start and end dates of the training.

e Any specific requirements you may have can be entered in the Special Instructions text box near the
bottom of the page.

If the class is available for self-enrolment, an Apply button will be displayed in the top right. If the class
requires manager approval before enrolling, a Review button will be displayed instead.

e Click either Apply or Review to continue.

e Use the scrollbar to move up or down the page.

If enrolling in a course that requires approval: towards the bottom of the page, you can enter comments
to the approver in the Comments to Approver text box if required.

e Click the Submit button.

e You will see a confirmation message to confirm
s Caferaio either that the enrolment request has been

Youhave sl evlldinthecas S0 FreSafty Rereser raing submitted for manager approval or that you
have successfully enrolled on the Class.

e If the class requires approval, you can monitor the progress of this request on the Requested Learning
tab:
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o Click the Requested Learning link.
o The course will be displayed with a status of Requested. This will update to Confirmed following
manager approval.

)
e C(lick the Portal icon in the top right-hand corner of the page to return to the My ESR Dashboard.
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