
Inputting PADR/Pay Progression 
Discussions into ESR 

GUIDANCE FOR MANAGERS/ 
REVIEWERS ON ESR SELF SERVICE 

 



How do I know if I have ESR Self 
Service? 

• All areas now have ESR Self Service 
except Medicine and some Exec areas. 

 
• LED will only accept section 1 of the Pay 

Progression Booklet from Medicine and 
some Exec areas, everyone else needs 
to enter their staffs PADRs directly into 
ESR. 



 
1. To start a PADR/ Pay Progression for a reviewee – log 

into ESR 

 

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



 
2. Select either Manager or Supervisor Self Service  

 
 

Then select ‘Appraisals and Reviews’ 



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

PADR; 
 
 

To start a new PADR, click Create ‘Standard Appraisal, then Go 
 



 
4. This page will bring through your hierarchy of staff, 

select the Action button – next to the appropriate 
reviewee’s name and a new screen will appear:  

 



5. Record the PADR details 
Select Review Type as follows; 
• AfC Development Review – if it is a PADR/ Pay 

Progression Review 
• Review – if it is an annual PADR for staff at the top of the 

pay band or mid year PADR 
 
Period Start Date; 
• Is the date of the employees previous PADR 

 
Period End Date; 
• Is the date the current PADR is being undertaken 

 
Template; 
• Click on the magnifier glass and type in %, then click Go, 

use the following templates; 
– AfC Development review – if it is a PADR/ Pay Progression 

Review 
– KSF Review – if it is an annual PADR but not a Pay 

Progression discussion 
• Click ‘select’ 

 
Appraisal Date; 
• Is the date the PADR/ Pay Progression review is being 

undertaken 
 

Next Appraisal Date; 
• Date the next PADR will take place (this will need to be 

8-12 weeks prior to the reviewees incremental date – if 
this date is entered, the system will generate reminders 
via the notifications) 

 



6. Once completed, either click on the following; 
a. Save and Close – if it is a ‘Review’ PADR OR 

b. Add Details – if it is a AfC Development Review - Pay 
Progression/ PADR (go to next page) 



6b cont... Recording the Outcome of the AfC 
Development Review - Pay Progression/ PADR 

• As a minimum you MUST complete the 
AfC Pay Progression section to confirm 
whether the pay increment is to be 
awarded or not, therefore you need to 
either select 1 – Yes or 2 – No (please 
do not use option 3), then you MUST 
add some comments to justify your 
decision. 

  
• IMPORTANT – if you select 2 ‘No’ this 

links directly to Payroll and the pay 
increment will automatically be 
stopped.  The pay increment cannot be 
awarded until the following year. 

 
• Click ‘Save and Close’, this will take you 

back to the reviews in progress list 
 

 



7. Attaching the PADR/ Pay Progression Recording 
Documentation Booklet (record of the discussion) 

At this point you need to 
upload the paper version 
of the PADR/PP Recording 
Documentation Booklet. 
 
To do this click on the 
‘journal’ icon     next to the 
relevant reviewees PADR 
 

 



8. Find the PADR/ Pay Progression Recoding 
Documentation Booklet, by searching your folders/ files 

via Browse, click Open, then Apply 

If you would like to add evidence or further documentation, 
please use ‘Add Another’ 



9.  You will see the document has been attached when 
the paperclip icon appears        next to the journal icon 

If you would like to make any changes or to complete the PADR, click 
on the pencil icon ‘Appraise’, which will take you back in to the review 



10. Completing the PADR/ Pay Progression Review 

Once you have clicked on the pencil icon to go back into the 
review, this will enable you to make any further changes – to 
complete the PADR, click ‘Save and Proceed’  



11. To complete the PADR 

This page will provide you with a summary of the information you have 
entered – to complete the PADR, click ‘Complete Appraisal’, then on 
the next page click ‘Continue, on the final page click ‘Submit’ 



12. Final Completion 

Once you have submitted the review, a Warning 
message will appear informing you are completing the 
review, therefore no changes will be made following this 
stage – please click ‘Yes’ 



13. The completed PADR will show in 
the completed section. 
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