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Option 1 : Employee Self Service User Requests Competency

1. Open the My Compliance & Competency page using the
navigation on the left hand side of the ESR Portal

2. Assuming you do not already have the competency then

ARSI ST press Add Competencies

3. Press el and then use the search term % working
carer% - tick the box next to the correct competency and

press

4. Amend the Start Date of the competency if required to
match when you became a carer and press

Moy Pwporal bntormation

The request to add the competency will be sent for approval

Search and Select: Competencies ElE=n

After pressing Apply as above in section 4, on the next screen press
Review and Submit, then on the following screen press Submit. You
should then see the below confirmation

—] m My Compliance & Competency

Confirmation

Your changes have been submitted for approval,
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Approving Requests

The supervisor receives a notification and an email to approve the request. They then have
8 days to respond otherwise the request times out and the employee will need to re-submit.

1. From the Portal select the Notifications icon

2. Find and open the notification
requesting the competence to
approve it.
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