
How to book onto Managing 
Attendance at Work Training on 

ESR
GUIDANCE FOR STAFF MEMBERS ON ESR SELF SERVICE



1) To enrol onto a course log into ESR



2) Select “My Learning”



3) To search for the course, type in “managing 
attendance%” into the search box

Once you have typed this into the search box, press “Go” to view all of sessions



4) You will need to click on the ‘Choose or Enrol in class’ 
for ‘001 Managing Attendance at Work Training’



5) You will see a list of all the sessions we off, broken down into 
Foundation (AM) and Core (PM), click the envelope image to 
enrol into the class you want.



6) If you are happy with the class you have chosen and 
the time/date, you will need to click ‘Review’



7) Once you have reached this stage, you can add a 
comment for your Line Manager in the ‘Comments to 
Approver’ and when you are ready, click ‘Submit’


