
Inputting Values Based Appraisal 
(VBA) Discussion into ESR

GUIDANCE FOR 
SUPERVISORS/MANAGERS/ 

APPRAISERS ON ESR SELF SERVICE

* PLEASE NOTE – THERE WILL BE A 
SEPARATE PROCESS FOR RECORDING 
THE PAY PROGRESSION OUTCOME *



1. To start a VBA for an appraisee – log into ESR

PLEASE NOTE: The appraisee can also start their own review and send onto you 
to complete.



2. Select either Manager or Supervisor Self Service 
* further information about hierarchy set up is available at the end of this 

document 

Then select ‘Manage Appraisals’ via the Team Appraisals 
portlet/ alternatively from the menu on the side select ‘My 
Team Career Information’, then ‘Appraisals and Reviews’



3. On this page you can view appraisals ‘In Progress’ 
and those you have ‘Completed, you can also start a 

new appraisal;

To start a new appraisal click create ‘Standard Appraisal’, then Go



4. This page will pull through your hierarchy of staff, 
select the Action button next to the appropriate 
appraisee’s name and a new screen will appear: 



5. Record the appraisee details

Select Review Type as follows;

For VBA select ‘Performance Appraisal’

Period Start Date;

• Is the date you are appraising from…

Period End Date;

• Is the date up to the current VBA

Template;

• Click on the magnifier glass, a pop up box will appear –
in the blue box type in %001 Values%, then click Go.  
The ‘001 Values Based Appraisal’ template should pull 
through, click on the quick select icon.

Appraisal Date;

• Is the date the VBA is being undertaken

Next Appraisal Date;

• Date the next VBA will take place – if this date is 
entered, the system will generate reminders via the 
notifications to the manager and staff member (if they 
have an email address in ESR).

Assignment Number and Main Reviewer will pre-populate, 
however you can change the main reviewer by clicking on the 
magnifier glass and selecting the appropriate name



6. Once completed, click ‘Add Details’



7. On this page you can complete the 
following;

Objectives
If you have previously recorded 
objectives in ESR, please continue to do 
so, if not, this is NOT a mandatory 
requirement

Setup Details
This information is pre-populated from 
the previous screen

Questionnaire
YOU MUST COMPLETE THIS SECTION 
Click on ‘Complete Questionnaire’ – this 
will open up a new screen –

A pop up will appear to indicate you have 
extra time to complete the following 
page



8. Complete all sections on this page as 
follows;
• Personal information and dates
• Agreed placement on the career 

conversation framework, by ticking the 
relevant box

• Complete the 
‘Development 
Action plan’

• Summary actions
• Sign off and date



9. Completing the VBA, click ‘Save and Proceed’, 
then click ‘Complete Appraisal’, then click ‘Continue
Ensure you check the summary details at each stage



10. To finalise the VBA, click ‘submit’ – a 
‘Warning’ pop up will appear to confirm you 
want to complete the appraisal – click ‘Yes’



11. The VBA has been submitted and can be 
viewed in the ‘Completed’ appraisal section



Hierarchies
It is important that your hierarchies are set up accurately in ESR to enable 
you to undertake the functionality required.  There are 3 key areas of 
access available to allow you to enter on VBAs for your staff;

• Manager Self Service (MSS) – this access allows you to make changes 
and manage your staff, therefore input and complete appraisals. MSS 
access also allows you to have direct payroll approvals.

• Supervisor Self Service (SSS) – this functionality also allows you to 
input and complete appraisals for your staff.  This access provides 
restricted/ condensed access to other areas

• Proxy Access – as a manager or supervisor, you can give permission to 
a nominated member of staff to view your MSS or SSS pages and 
subsequent functionality. 

The following table provides a detailed list of ESR functionality available 
via manager and supervisor self service



Supervisory URPs 
(User Responsibility Profiles)

Area Functions Manager Self Service Supervisor Self 
Service

Manager Portlets Team Absence Yes Yes

Team Appraisal Yes Yes

Team Compliance Yes Yes

Team Actions Yes Yes

Organisation Chart Yes Yes

My Team Talent Profile Yes Yes

Organisation Chart Yes Yes

My Team Personal 
Information

Personal Information Yes Yes

Contacts Yes Yes

Absence Calendar Yes Yes

Absence Yes Yes

Property Register Yes Yes



Area Functions Manager Self Service Supervisor Self 
Service

My Team Career Information Learning Yes Yes

Appraisals and Reviews Yes Yes

Compliance and Competency Yes Yes

Qualifications Yes Yes

Registrations and Memberships Yes Yes

Suitability Matching Yes Yes

My Team Assignment 
Information

Employment Information Yes Yes

Assignment Yes No

Assignment (Approval Required) No No

Hours Yes No

Hours (Approval Required) No No

Supervisor Yes No

Additional Supervisor Yes No

Location Yes No

Medical and Dental Job Plans Yes Yes

End Employment Yes No

End Employment (Approval 
Required)

No No



Area Functions Manager Self 
Service

Supervisor Self 
Service

My Team Assignment 
Information

End Non-Primary 
Assignment

Yes No

End Non-Primary 
Assignment (Approval 
Required)

No No

Manage Hires Manage Hires Yes No

Manage Hires (Approval
Required)

No No

Reporting Business Intelligence Yes Yes

Discoverer Reports Yes Yes

Discoverer Ad-Hoc 
Reports

Yes Yes

My Access Manage Internet Access Yes Yes

Reset Password Yes Yes

Other ESR Preferences Yes Yes

Manage Proxies Yes Yes


