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How to update / add your Equality and Diversity Information held on ESR

From the main MyESR home screen

My Equality and Diversity o

1. Go to the My Equality and Diversity information box

View Details v

(portlet). This portlet is collapsed by default as it contains

Please expand to view your details. Select ‘Update My Information’ to amend

sensitive information. your detats.

2. Click on View Details (any data held for you will show). My Equality and Diversity e
You can update any of the data showing, ethnic origin, Country View Detaile >
of birth. Sexual orientation, religious belief, marital status or Ethnic Origin:

. . . Country Of Birth:
disability details. coxual
Orientation:
Religious Belief:
3. Click Update My Information. Marital Status:
Disability
Details:

Update My Information

4. Click in the field you want to change / add.

5. If you are amending data already there, highlight the data and delete it. A pop-up box will
appear for you to select from.

J U \
My Equality and Diversity
~
Please review and update your details if necessary. Select the ‘Confirm’ button when completed. To manage disability information, please use the Start Date to indicate when the
change is effective from and amend the category accordingly i.e. to maintain the integrity of the history associated with your record then set the date to when this is effective
from and update the category as appropriate. This Portlet will display up to 5 records with a status of Active. to manage the record status please navigate to the self-service
forms.
Ethnic Origin:
A White - British
Coumtry of Bt B White - Irish :
C White - Any other White background
Sexual Orientation: C2 White Northern Irish
C3 White Unspecified
CA White English
Religious Belief: C8 White Scottish
CC White Welsh
) Marital Status: CD White Cornish
CE White Cypriot (non specific)
CF White Greek
Disability Details: CG White Greek Cypriot C’"
CH White Turkish v
CJ White Turkish Cypriot

< io( White Italian h
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6. Once you have completed your updates click My Equality and Diversity
Confirm abgpous Betets

Other

Marital Status: .
Single

Disability Details:
*Disability Category: Long-standing illness
“Start Date: 12/06/2012

[

|

Adding or updating Disability details

7. You can add new disability details (up to a maximum of 5 new disability records) or amend
an existing record. The start date can be amended but only to a future date. If you attempt
to change the date to a date in the past the following error will be produced:

My Equality and Diversity

Dstabity Start Date cannot be changed to an ealier date

8. To add a new Disability record, click on the Add button

My Equality and Diversity
A
Please review and update your details if necessary. Select the 'Confirm' button when completed. To manage disability information, please use the Start Date to indicate when the
change is effective from and amend the category accordingly i.e. to maintain the integrity of the history associated with your record then set the date to when this is effective from
and update the category as appropriate. This Portlet will display up to 5 records with a status of Active, to manage the record status please navigate to the self-service forms.
Ethnic Origin: . -
e T A White - British
Country of Birth: . .
i United Kingdom
Sexual Orientation: Heterosexual or Straight
Religious Belief: Other
Marital Status: -
Single
Disability Details:
Add (£
*Disabili .
Disability Category: Disability Category
. .
Start Date: 27/04/2022
v
>

When a new record is created, the status will default to ‘Active’. Disability records recorded
in ESR with a status of ‘Closed’ are not displayed in the portlet.

Where multiple updates have been applied to a record, the record with the latest start date
will be displayed in the portlet.
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