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Background 

 

 

 

Definitions/Acronyms 
 

EFTP Employed for Tax Purposes 

CEST Check Employment Status for Tax 

HMRC CEST Link https://www.gov.uk/guidance/check-employment-status-for-tax 

OPW Off-Payroll Worker 

ESR Electronic Staff Record 

EASY Electronic Expenses System 

  

 

 

 

Related resources  
 

EASY Helpdesk Support: Giltbyte Helpdesk 

How to Register with Easy Link 

Link to Easy Registration EASY | User Registration 

Delegate approval nominee Delegate Activities: Giltbyte Helpdesk 

EASY – self-service – Expense Claims Link 

How to Make a Time Sheet Claim Link 

Update Insurance Certificate 
Update Insurance Certificate (Video Tutorial): 
Giltbyte Helpdesk 

Adding/Updating Driving Licence 
Adding/Updating My Driving Licence: Giltbyte 
Helpdesk 

How to add a new vehicle How to add a new vehicle: Giltbyte Helpdesk 

Management of Expense Claims Link 

Frequently asked questions Link 

 

 

 

https://helpdesk.giltbyte.com/support/home
https://nhs.sharepoint.com/:b:/r/sites/X24_SWWTEContingentLabourOffPayWorkandIR35/Contingent%20Labour%20including%20OffPayroll%20Workers%20Doc/00.%20Guidance/HowDoIRegisterWithEASYExpenses_EasyRead.pdf?csf=1&web=1&e=N9fOXC
https://nhse.easy.giltbyte.com/user/register/
https://helpdesk.giltbyte.com/support/solutions/articles/11000115687-delegate-activities-video-tutorial-
https://nhs.sharepoint.com/:w:/r/sites/X24_SWWTEContingentLabourOffPayWorkandIR35/Contingent%20Labour%20including%20OffPayroll%20Workers%20Doc/00.%20Guidance%20%26%20Templates%20(including%20expenses,%20business%20mileage,%20email%20templates)/Guides%20and%20EASYREAD/EASY%20-%20Self%20Service%20-%20Expense%20Claims%20v2.1.docx?d=w6c214331ac774968a33c93891a4c8182&csf=1&web=1&e=wixT20
https://nhs.sharepoint.com/:b:/r/sites/X24_SWWTEContingentLabourOffPayWorkandIR35/Contingent%20Labour%20including%20OffPayroll%20Workers%20Doc/00.%20Guidance/HowToMakeATimeSheetClaim_EasyRead.pdf?csf=1&web=1&e=fT7OVL
https://helpdesk.giltbyte.com/support/solutions/articles/11000117729-update-insurance-certificate-video-tutorial-
https://helpdesk.giltbyte.com/support/solutions/articles/11000117729-update-insurance-certificate-video-tutorial-
https://helpdesk.giltbyte.com/support/solutions/articles/11000110424-adding-updating-my-driving-licence
https://helpdesk.giltbyte.com/support/solutions/articles/11000110424-adding-updating-my-driving-licence
https://helpdesk.giltbyte.com/support/solutions/articles/11000111411-how-to-add-a-new-vehicle
https://nhs.sharepoint.com/:b:/r/sites/X24_SWWTEContingentLabourOffPayWorkandIR35/Contingent%20Labour%20including%20OffPayroll%20Workers%20Doc/00.%20Guidance%20%26%20Templates%20(including%20expenses,%20business%20mileage,%20email%20templates)/Guides%20and%20EASYREAD/Management%20of%20Expense%20Claims%20_%20Giltbyte%20Helpdesk.pdf?csf=1&web=1&e=5pGVsi
https://nhs.sharepoint.com/:w:/r/sites/X24_SWWTEContingentLabourOffPayWorkandIR35/Contingent%20Labour%20including%20OffPayroll%20Workers%20Doc/00.%20Guidance%20%26%20Templates%20(including%20expenses,%20business%20mileage,%20email%20templates)/Guides%20and%20EASYREAD/EASY%20Expenses%20-%20FAQs%20v2.0.docx?d=w00effd6874234582bb06e6188f966f97&csf=1&web=1&e=gdHw2C
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Process:  
 

Work Needed Before Proceeding 

 
Access to ESR and EASY platforms (links below) 
ESR login XXXNAMEXX 
Assignment number (8 numbers) 

• Remote Access Login Screen  

• EASY | Login 

 

 

 

Action Required Screenshot / Link / Notes 

Open EASY and 
click on Self 
Service and then 
click on the down 
arrows to open 
each category  

 

https://my.esr.nhs.uk/localresponse/?TAM_OP=W3login&USERNAME=unauthenticated&ERROR_CODE=0x00000000&METHOD=GET&URL=https%3A%2F%2Fmy.esr.nhs.uk%2Fdashboard%2Fweb%2Fnhs-england-commissioning-board-&HOSTNAME=my.esr.nhs.uk&FAILREASON=&PROTOCOL=https
https://nhse.easy.giltbyte.com/user/login/
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Action Required Screenshot / Link / Notes 

Employed for Tax Purposes Employees 

Employed for Tax Purposes Employees will claim either the hours or sessions worked, the system will detect whether 
you are a sessional or hourly worker. Those claiming sessions or half-day sessions cannot claim for more than 2 
sessions in a given day.   

The rate of pay will reflect the number of hours or sessions claimed against the hourly or sessional rate as held on the 
assignment in ESR. Please ensure that this is known before making the claim.  

If you have more than one assignment, it is important that you have selected the correct assignment from the 
drop down list prior to starting the claim.  

Allowance Claims 
NB: EFTPs should use the Allowance Claim section in Easy instead of the Hours Claim section. 

 

 

 

1. As with Hours claims, to find the Allowance Claims page, expand the Self-Service tab on the 
left hand-side of the Homepage and navigate to Time & Attendance> Allowance Claims. 
This will bring you to the Allowance claims landing page where you can view some 
employment details related to your assignment.   

 

2. If you have more than one assignment you can select the assignment you need from the field 
‘Allowance Claims for’ at the top of the screen.  

 

3. To add a new claim, click the Add/Edit button within the banner of the ‘Unsubmitted Claims’ 

tab.  

 



 
 
 

SW WT&E PPMO Document 

EASY Platform User Guide 

Action Required Screenshot / Link / Notes 

 

 

 

 

 

 

**** PROCESS END **** 


