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How to get your ESR Employee Self Service Username and 

Password to use on a Trust computer 

If you have a smartcard, like the one shown below, you can access ESR using this by clicking the                                                       

‘log in via smartcard button’. 

 

 If you do not have a smartcard you will need to get your own 

username and password to use on a Trust computer. To 

enable the ESR system to send through to you your unique 

username and password, click on the forgotten username 

and password link. 

 

This will take you to the Login Assistance screen.  

If you know your username, you can 

enter this under the ‘forgot 

password’ section as well as your 

work email address, and then click on 

the ‘forgot password’ button.  

Please note: The format for your 

username is 382XXXXXXX0X. It will 

always begin with 382 and end with 

two numbers with a combination of 

letters in the middle from your name. An email will then be sent to the email address you 

entered with instructions for how you can reset your password.  
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If you do not know your username enter your 

work email address as well as your date of birth, 

and then click on the ‘forgot username’ button.  

 

 

 

 

You will shortly be e-mailed with your unique username.  

 

 

The emails you receive for both the 

username and password access will include 

a link to reset your password. 

 

 

 

 

This will now take you back into ESR where you will see three boxes (Username, Password, and 

Confirm Password). Enter the username that you have been emailed and then set your own 

password. There are some restrictions regarding the password, please see below: 

Password restrictions: 

 Passwords must be 8 characters or more in length; 

 Passwords must contain at least one letter and one number; 

 Passwords may not be the same as previous passwords; 

 Passwords may not contain repeating characters (such as dd or 22) or sequential 

characters or numbers (such as ABCD or 1234); 

 Passwords may not be place names or people names; 

 Certain words and terms are not permitted within passwords. Users should avoid using 

words associated with the system, their roles or their locality; 

Once you have logged in you will be taken to the Portal landing page as shown below: 
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Please see other user guides for: 

 Accessing ESR on a Trust computer; 

 Accessing ESR employee self service from other devices external to the Trust; 

 Booking onto a class; 

 Searching e-learning courses; 


