
[image: image132.emf]
User Guide to Administering the e-KSF Tool 

This guide is for e-KSF administrators 

and details how to use all of the options 

available on the administrator homepage within e-KSF. 

If you have any queries regarding this guide 

please contact the National KSF/e-KSF team.  
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Part 6 – SWISS Related Actions (separate guides)

Part 1 - Registering as an Administrator & Logging On
Each organisation needs named administrators to run the e-KSF tool. Your administrator access will usually be set up by your SHA/Country administrator or your local Central Administrator (in which case you should already have details of your username and password). Once you have these details: 

Go to www.e-ksf.org and you will see the following page: 
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Welcome to the integrated toolkit for the Knowledge and Skills Framework.
This is a secure website. If you have a username and password, please enter them below. If you would lie more information about this tool, please contact us.

User Hame:

Password:

1f you are having problems logging in, please click here to solve it, or to send 3 message to your local e-KSF administrator.

If you have delegated access rights, please click here.
If you want to know mre about browser settings, please click here.

Click here to read more about how e-KSF stores and uses data
Click here for our accessibility statement.

For FAQs about the &-KSF tool, please log in and dlick the "Support” button and dlick on link
"Search FAQs Database’
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Enter your username and password, and click “Login”. If you forget any of your login details click on the link below the login details and follow the options available.

Once you’ve completed the login process, you’ll be taken to your Administrator homepage as shown overleaf.
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managers for further processing. In addition, you can assign/ unassign post
outline to orphan users.

You have access to 3 range of reports, too, which allow you to manage the e-KSF
and KSF implementation in your organisation and provide feedback to the Agenda
for Change team.To access al these features just follow the appropriate links
present at your home page.

Plesse remember to keep your usemame and password secure to avoid
unauthorised access to personal data held about your staff.

Click here to download the guidelines for ‘Setting up your organisation on e-KSF..
Click here to download the guidelines for ‘Managing User Data and Access Rights'.
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Click here to download the guidelines for ‘Inter Authority Transfer’.

& Show Hints and Tips

»

»

Define Global Alerts
Deiine Global Email Alerts

User Data

4dd | Edit | Delete Global Users

Bulk Update Staff Data

View Bulk Update Reports

Update Staff Statistics

Clean Training Accounts

Loain broblem Requests [0]

Action Review Document Requests [0]
Manager and Reviewer Structures

Delegate Admin User Rights

Reassion Manager

Quick-assian Managers to multiple employees

Quick-assian Reviewer to multiple employees

o/ Tustedstes | s -





The functions available to you are shown in the list on the right-hand side of the page. 

Support functions are shown across the top of the page. 

There are different functions available to you on the e-KSF tool depending on your access rights. You can access these functions by clicking on the icons in the top-right of the screen under the NHS Scotland logo – highlighted in the box above. You will probably see four or five icons here – Central Administrator, Employing Organisation Administrator, Manager, Reviewer and your own staff homepage. You can click on these icons to change the home page displayed, but for all processes contained in this document stay on the administrator home page. 

Part 2 – Alerts and User Data

Communicating with your users 
e-KSF contains a number of methods for communicating with, and reminding, your users. You can set “global alerts” which appear to selected users (which you can define by access type, department and date) on their homepage when first logging in. You can also set up a series of flexible email alerts to automatically remind employees about key events. This section of the guide describes these two features.
1) Setting up Global on-screen alerts 
Introduction 
Global alerts are set up by administrators and can either appear after a user logs in to e-KSF or via a link on their homepage after they log in. Global alerts are date-based, so are useful for general reminders to large groups of users, or to publicise particular information e.g. KSF training courses. 
Setting up Global Alerts 
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To define a global alert, please start by clicking on the “Define Global Alerts” link, highlighted above. A new screen will be opened in front of you, where you can define global alerts by completing the boxes highlighted overleaf. 
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· Start Date - you can specify the “Start Date” of the alert. The alert won’t appear until this date if you have added a future date.

· End Date - you can specify the “End Date” of the alert. The alert will disappear at the end of this date.

· Alert Audience - you can also specify the target audience by clicking the relevant check boxes next to ‘Manager’, ‘Reviewer’ and ‘Staff’. You can select more than one check box if required however if you set up the alert for Staff it will show for all users except Administrators as all users have a staff homepage. If setting up for Reviewers this will also include all Managers as they also have Reviewer access. Alerts for Administrators are set up by e-KSF Support.
· Alert Mechanism - you can set the alert to be displayed on screen after the user logs in OR you can set it to be available to users with Staff level access only via a link on their homepage after logging in. When selecting the option for the message to be shown via a link for staff after they log in a ‘View My Alerts’ option is activated on the classic view of their homepage. 
· Department Tiers - if you want to focus an alert on a specific part of the organisation, you can do so by using the drop-down lists here. The alert will only appear to users in the directorates/departments you select.

· Alert Title - give a suitable title for your alert in the “Alert Title” field. This title appears to users, and is also used to help you find/edit the alert in the future.

· Alert Text - now write the text of your alert in the field titled “Alert Text”. You can check you’re spelling using the button at the bottom-left of this page.
Once you’ve completed your alert, click the “Save” button. The alert will be visible until the ‘end date’ that you have set and you will see that a summary of the alert appears in the table at the bottom of the alerts page from where you can edit or delete the alert, as detailed overleaf. 
How to edit/delete a Global Alert 
All the previously set Global Alerts are displayed at the bottom of the Global Alerts screen and the following information is shown for each alert: 

1. Alert Title

2. Alert Text 

3. Staff – If this shows ‘yes’ all e-KSF users, except Administrators, are included in the target audience as everyone has a staff homepage. 

4. Reviewer – If this shows ‘yes’ all reviewers are included in target audience. This will include all Managers too as they have Manager & Reviewer access. 

5. Manager – If ‘yes’ against this alert, only managers are included in the target audience.
6. Date Created 
7. Status – If the alert is valid (i.e. within Start and End date limits), its status will be “In Progress”; otherwise if the end date has passed, its status will be “Expired”. 

8. Update – You can Edit/Modify the alert by clicking here and the existing details will then appear on the screen ready for you to update. You can then make any changes that you need to make and then click on ‘Save’ for the changes to be saved. 

9. Delete – To delete an alert, click the red cross against that alert.   
Viewing Global On-Screen Alerts
If you have set the Global email alerts to appear to all users as soon as they log in to e-KSF they will appear as shown overleaf:
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Welcome Manager Greenet, your Employing Organisation iz MSG Support Team, in NHS Scotland.

Alerts
Please read the following alerts (if any). These are important messages from your local or national e-KSF administrator. You can click "dismiss” against an alert to

Go To Home Page

Dismiss

Welcome to e-KSF. You've successfully logged in.
prevent it from appearing next time you log in. Click "go to home page” to continue your use of e-KSF.

— -
e-KSF Administrator

Test message This is a test message set up on 25th July 2012.

BACK

Click here for our development policy.

HELP.
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The user will be able to read the alert and then they can either dismiss the alert (i.e. don’t show it again) by clicking on the red cross as shown above. They can also bypass the alert by clicking “Go to Homepage” but this will not remove the alert and they will see it each time that they log into e-KSF up until the end date of the alert. 
Global on-screen alerts are an effective way of making sure that the message reaches the target audience. The global alerts are part of e-KSF, so users do not need to have email accounts. 
Please also see the “Global email alerts” section on the next page to read about how administrators can also set up alerts that go to user’s email accounts following specific actions in e-KSF. 
2) Setting up Global email alerts 

The following section describes how you can customise e-mail alerts for e-KSF users in your organisation. There are two types of e-mail alerts: based on trigger actions or based on dates.

E-mail alerts based on trigger actions are those that will be sent automatically when a user performs some particular action, like if a new user gets registered. Different user actions will generate emails with different contents and also will be addressed differently, depending on the relevant recipient.
E-mail alerts based on dates are those that will be sent automatically to relevant users a set number of days before some particular e-KSF date, as specified in the reminder by the e-KSF Administrator. There is currently only one email that allows dates to be set and it is headed ‘Reminder Email to Record Personal Development Review on e-KSF’ and this can be found towards the bottom of the list of emails.

You can alter these updates as required by your organisation. To customise a global e-mail alert you need to click on the “Define Global Email Alerts” link on your Administrator homepage. The window will then change to show a list of all existing e-mail alert templates as shown below. Click the ‘Edit’ icon as highlighted below to edit an e-mail alert. 
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After clicking on the ‘Edit’ icon the details of that email will appear. The window overleaf shows the fields for one of the reminder emails.
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Email Text: = [Dear <<Staff Name==

IYou are receiving this automated email because either your details have been added to e-KSF, or you have registered yourself and your registration has now
lbeen approved. In either case, your local e-KSF administrator will have been involved in this process. This email has been copied to the person identified, on
|e-KSF, a5 your line manager. &-KSF s the national NHS system to support the Knowledge and Skills Framework. Generally, your organisation will have
ltraining and awareness programmes in place to tell you more about the KSF and e-KSF. (if you haven't heard of these processes, we suggest you contact your
[KSF Administrator/Lead or Human Resources department) e-KSF is 3 web-based system.

[To access e-KSF: Open your internet browser go to www.e-ksf.org enter the following username and password:

lUsername: <<User Name>>
[Password: <<Password>>

(Max. 3000 characters) £
|Generally, your manager will start the process by developing and assigning a post outline to you.
1F you require any additional user guides then you can find this on our information and resources website,

IFlease save this email for future reference.

[Thank you,

Done. / Trusted stes H100% -





All of the fields shown above can be altered by you to fit with the requirements of your Board. Like the ‘Global Alerts’ you can choose who should receive the email alert by selecting the relevant boxes under ‘Email Audience’. When changing who should receive the email you need to remember the reason for the email being sent and ensure that the right people receive it. The ‘Merge Field’ option allows you to specify the way you want to address the person, for example if you want to address the person in ‘first name-last name’ or only ‘first name’ order. To add a merge field, move your cursor to the correct part of your email text, and then select the field from drop down menu titled ‘Merge Field’ and click ‘Insert Field’ button, as shown overleaf. (For example if you want to address the person by giving his first name, select ‘First Name’ and click the button ‘Insert Field’.) You can insert multiple fields into a single email, allowing you to do things like address an email to “firstname, lastname”. 
You can update the text to what is needed at your Board but always remember that the text needs to be relevant to the trigger event that makes the email be sent. After entering any additional text you can click on ‘Check Spelling’ to spell check what has been entered. 

After specifying all the details, click the ‘Save’ button to save that particular E-mail Alert. Remember that each email alert is different and although you can update the fields in all of them the fields that you see will vary from email to email. 
Customising E-Mail Alerts Based on Dates 

There is only one email alert that is based on date and this email contains an additional row for specifying the reminder as highlighted below:
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It is to inform you that you are nearing the increment date, <<Increment Date>>, set on the e-KSF online tool for the post <<Post Outline>>. You are kindly
Irequested to start the Personal Development Review Process in partnership.

[lease ignore this reminder if you have already started this process on the e-KSF online tool.
[Regards,

[Thank you.

(Max. 3000 characters)

e
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This alert is based upon the staff member’s incremental date and the number of reminder days you have set will determine when the email alert is sent to the target audience. If for example you set the reminder days as being 30 then the email alert will be sent out 30 days before the incremental date of all staff member’s. No alerts are sent out based upon dates set in the Planning Information options on the Reviewer and staff members homepages.
After specifying all the details, click on the ‘Save’ button to save that particular Email Alert. 
On the list of Global Email alerts, as shown on page 10, an email alert can also be switched on or off by clicking on the respective check box in the column headed ‘Active’. If the box is checked, it means that this particular email alert will be sent but if the box is unchecked that email alert will not be sent.  

On this page you can also see four options at the bottom right hand side: 

· You can select all the alerts collectively by clicking ‘Check All’. 

· To clear any/all selection click ‘Clear All’. 

· If you make some changes in the ‘Active’ column via the check and clear all options, you can save these by clicking the ‘Save’ button. 
· To go back to the e-KSF Administrator home page click on the ‘Cancel’ button. 

Uploading Employees to e-KSF 

As the link between SWISS and e-KSF is enabled, then new employees, and changes to employee details, will come from SWISS automatically for all staff covered by Agenda for Change. All staff outside of AfC or those on secondment to your Board will need to be added manually as follows:
1) Adding New Global User 
To add a new global user, simply follow these instructions: Click on the “Add Global User” link from your home page. 
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On clicking the above highlighted link, you will see the following window that reminds you about the link with SWISS:


Click on ‘OK’ and you will be directed to a user details screen as shown below. At this screen, you are required to enter information about the new user. At the very least you are required to ensure all fields marked with * (asterisks) are completed.
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On the same page you will see a link “Manage Organisational Information (including manager name)” as highlighted above. Clicking on this link will open a pop-up window where you can enter organisational information about the new user including the information about the manager and department as shown below:
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If the new user happens to work on multiple jobs/roles, you can add multiple organisational information sets here. Just fill in the information for one set of organisational information and click “Save”. This will display the manager’s name and other basic information in the form of a row-entry at the bottom of the window. To add more organisational information, follow the same process by simply filling in information and clicking “Save”. This will add the second set of organisational information in the list displayed at the bottom of the window as shown below:
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To update any of the information already showing above you need to click on the ‘Edit’ icon and after updating the data click on ‘Save’. Once done, close the pop-up window by clicking the close button.
After filling in all the required information (do not enter their pay number or NI number as these are not displayed in NHS Scotland) on the main User Details screen, click on “Submit”. This will refresh the screen and display the information you entered for you to review. You need to click on ‘Submit’ again and this will add the user to e-KSF and will take you back to your Administrator home page.
Clicking on “Cancel” will take you to your home page without saving the entered information. 

Editing Global User 
To edit existing user information, click on the “Edit Global User” link on your home page. A window will appear to highlight that you should only be manually editing those records not received from SWISS and you need to click on ‘Ok’ and the following user search screen will be shown: 
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You can search for staff by specifying search criteria or to carry out the advance search, you can click the highlighted “Advance Search” link. Once you have provided the search criteria, click “Search” to find the staff member. To get a list of all staff in your organisation click the “Browse” button. If you enter search information but then click on the browse button the entered information will be ignored and you will be presented with a list of all staff at your organisation.
You will be taken to a new screen displaying staff who met the search criteria, or to a screen displaying a list of all staff records in case you clicked “Browse”. The following screen will appear no matter which option you select (as shown overleaf). 
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Welcome Scotland Test, your Employing Organisation is MSG Support Team, in NHS Scotland.
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Campbell / Practice practicecampbell a8 P @ Practice X
campbell/ stephen stephen_amg 25/05/2010 & 7 0 Practicc X
Campbell / campbell2 Stephen stephen_msg 25/05/2010 & a g X
Campbelz2 / Trainee Trainee_Campbell12 2¢/0412012 ) 7 (4 %
Christmas / Father jinglebels 22/03/2012 ) 7 (4 %
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To edit the staff record you need to click on the icon in the “Edit” column. This will take you to a User Detail screen (same as the one shown for Adding global users) displaying information about the user in the relevant fields. Just click on the required fields that you want to edit and enter new information. Once done, click “Submit” to save the updates. Clicking on “Cancel” will take you back to your Administrator home page. 
The other icons available on this window are as follows:

· Manage Organisational Information – this icon opens a separate window that details the staff members post(s) together with any Managers or outlines assigned to them as per page 15 when adding a new staff member. You would select this icon if you need to change the Manager that has been assigned to a staff member. It is not possible to access this information from the ‘Edit’ option.
· Manage Password – this icon opens a separate window that allows you to change the password for a staff member however it does not let you check whether their account has been locked. An account only becomes locked if the user enters an incorrect password more than 3 times. It is possible to check for a locked account and change the password using the ‘Edit’ option and you will find the options for both of these towards the bottom of the user screen as shown overleaf:
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You will see above that this account has been locked and to unlock it you simply click the “No” option button. You might also at this point want to re-set their password by selecting ‘Click to change Password’ at the bottom of the screen. Select any password you like – e.g. “changeme1”. When you’ve done this click “Submit” once to enter the changes, and then submit again to accept them. 
The user’s account is now re-activated – you’ll need to email or phone them to let them know you’ve done this and, if necessary, tell them their new default password. Or if you tick in the box at the bottom of the screen they will automatically be sent two emails, one of which will detail their login name and the other one their password.  

Deleting Global User 
For deleting existing global user information, click on the “Delete Global User” link on your home page. This will direct you to a user search screen as shown previously.
Note: As e-KSF is linked with SWISS you will only need to follow this process for the non Agenda for Change staff and those staff that are seconded to your organisation i.e. the ones that you have manually added to e-KSF. SWISS will transfer the leaving date for the AfC staff and their records will be removed automatically. 
After either searching for a specific person or clicking on browse you will see the following screen:
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To delete a particular user, click on the red cross icon displayed against that row, as highlighted above. 

A confirmation message will appear to confirm whether you really want to delete that user or not; to delete the user click the Yes button. 
Add Data using a Bulk Upload Spreadsheet 

The information below would only be used for adding a large number of non Agenda for Change staff or training records as the link with SWISS will add all AfC staff for you. 
You can upload all your non AfC, seconded staff members’ or practice user information using a single .CSV file. This is a standard format for importing and exporting data to/from databases. It is an Excel spreadsheet without any formatting, and can be created using "save as" in Excel. This user guide will explain the steps and familiarises you with the basic information you need to successfully add data to the tool using the Bulk Upload service.

Click “Bulk Upload Staff Data” from your e-KSF Administrator homepage as shown below:
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You will then see the following window: 
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After clicking on ‘OK’ you will then see the following advice window:
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Click on ‘OK’ and you will then see the following window:
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1. The first step is to create a spreadsheet of user data. You would click on the highlighted option to ‘Click here to download the sample file’ and this opens a template spreadsheet for you. It is then possible for you to enter the data that you want added. 
Your file should at least contain the following mandatory fields:

1. SWISS ID

2. Last Name

The other optional fields that are available to you are:

1. Title

2. Initial

3. First Name

4. Middle Name
5. Last Name
6. Gender (Male / Female / Unknown / Information Withheld)

7. Manager ID

8. DOB

9. Ethnicity (the ethnicity codes)

10. Staff Email
11. Occupational Group

12. Reviewer ID

13. Level 1 Dept

14. Level 3 Dept
15. Home Mobile

16. National Insurance Number (not used in NHS Scotland)
17. Job Title

18. Job Level

19. Start Date in Post

20. Increment Date

21. Pay Band

22. Pay Point

23. Termination Date in Employing Organisation

24. Termination Date in Job

25. Covered by AFC
26. Occupational Group Code

27. Practice User

28. Level 2 Dept
Please note that any other additional data, except the fields which have been specified, will not be uploaded. You can remove any columns from the sample file that you do not want to save for uploading into e-KSF.  
2. Secondly, save your spreadsheet as a “CSV” (comma delimited) file. To do this in Excel, click on File and then select “Save As”. At the bottom of the save pop up screen change the “save as type” box to “CSV (Comma Delimited)”.
3. Third, return to the ‘Bulk Update Staff Data’ on your Administrator homepage and click on the “Browse” button to find your CSV file, then click the “Upload” button (both are highlighted overleaf).
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4. Finally, select items from the “Spreadsheet Column” lists from the above page, to tell the system which columns of data in your spreadsheet match the data required in the database. Before uploading the data the default is ‘None’ but once you have uploaded your spreadsheet it will alter to ‘Select one’ and a drop down menu will appear that shows the column headings in your spreadsheet and you now need to match these to those shown above.
5. Once you’ve done this, click the “Preview” button at the bottom of the page. You will be directed to the preview page (shown below).
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At this page, you can preview the column names that you just mapped with the KSF Fields. Click on the “Save” button and the following popup window appears:
[image: image25.emf]
6. Your user data is now added to the system, and you can repeat this process for any new batches of users you need to add. This is how you add user data to the KSF system in bulk, rather than one-by-one via the “Add Global User” function. The system can take a maximum of 24 hours to process the data.

Once the users are added via the bulk upload process, you will be able to view the detailed report of bulk upload from the “View Bulk Upload Reports” link on your e-KSF Administrator home page. On clicking this link, the following page appears:

[image: image26.emf]
The above page lists down the bulk upload reports. You can view the file names along with the file process date and time. You can also view the “Records Added”, “Records Updated” and “Errors” icons against the file names. On clicking these icons, you can view their relevant records. For example if you click the “Records Added” icon, you will be able to view all the newly added records from the uploaded file. The “Records Updated” icon upon clicking, shows the existing records that have been updated. Whereas, on clicking the “Errors” icon against the file name, you can view the reason why an update has not taken place e.g. invalid date in the ‘Start Date in Post’ column.  

The file that is corrupt will not be processed; comments are added that detail why the file has not been processed (as shown above). Please note that the “Records Added”, “Records Updated” and “Errors” icons appear only for processed files.

The bulk upload reports are deleted automatically after 15 days from the time that the file was processed so you will need to save the files, if needed, to your own system.

Update Staff Statistics

Within your organisation the number of staff will alter regularly as a result of joiners and leavers. This option on e-KSF allows you update the number of staff within your organisation together with the number covered by Agenda for Change. The following window will open when you select this option:
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Enter the relevant information for your organisation and then click on “Update”. The entered information will then be updated in the system.

NB. The number of AfC staff will automatically show in reports as a result of the link with SWISS so as this option is optional you do not need to complete any of the information.
Clean Training Accounts

The Clean Training Accounts option will allow you to remove the post outline, PDR/PDP and Objective information from e-KSF on any Practice user accounts. Once you have cleaned these accounts you will be able to use them again for any training that is taking place. 

NB. This option will not work if the box for ‘Practice User’ has not been selected on the training account record. 

To clean the training accounts you need to click on the ‘Clean Training Accounts’ option on the Administrators homepage as shown overleaf:
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The following window will then appear:
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In this window you will enter the login name of the practice accounts that you wish to clean, as shown overleaf, using the pipe sign ( | ) as the divider with no spaces on either side:
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Once you have entered in all of the information you then click on the ‘Clean’ button. If the login names that you enter are not for practice accounts then the following window will appear:
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Only those accounts that you have entered that are not practice accounts will appear in the list on this window. You will need to double check the information for these accounts only. 

A confirmation window will appear providing that all of the accounts entered are for practice users:
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If you want to proceed with cleansing the accounts you need to click on ‘Yes’ and then the following window will appear:
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Click on ‘Ok’.

All of the practice accounts that you have entered will now have been cleaned and are ready for you to use again in training. 

For the details on how to deal with ‘Login Problem Requests’ and ‘Action Review Document Requests’ please see the separate guides for each option.

Part 2 – Manager and Reviewer Structures 
Delegate Admin User Rights 

This option is no longer required and will be removed from your Administrator homepage at some point in the future. If someone needs Administrator access to e-KSF this can be given via the Central Administrator role (see separate guide) which allows you to give Full Administrator access or limit access to certain parts of the Administrator options.

Reassign Manager

You may need to reassign an individual or a group of staff to a new manager and you can do this by selecting the “Reassign Manager” link from your administrator’s home page. You will then be presented with the user search screen, where you can either, enter search criteria and select “Search” or “Browse” for the current Manager of the staff member(s) whose Manager you need to change.
You will then be presented with the following screen:
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% Search Results Returned
LastName /SwissID  First&MiddleName  JobTitle DO e veeyy " UserType ViewDetails ManagerOf
Burke / Jomes Lee 02/09/2011 Practice aQ aQ
Compbell/ Anne 16/07/2012 16/07/2012 aQ aQ
Compbell/ greenel | Anne-tarie Project Officer (KSF/e-KSF) 25/07/2012 28/02/2012 aQ aQ
Compbell/ Annenational 0s/01/2012 0s/01/2012 aQ aQ
Compbell/ Callum 11/07/2012 11/07/2012 aQ aQ
Dion / Diont. Celine 07/11/2008 12/04/2012 Practice aQ aQ
Greenet / Manager 25/07/2012 07/11/2008 aQ aQ
villar / sanis Agenda for Change Service Lead 17/03/2011 17/03/2011 aQ aQ
Pepper / Maric Manager 01/12/2010 10/09/2010 aQ aQ
Pollock / Sonia Project Officer (1ob Evaluation/Equal Fay) 05/06/2012 28/02/2012 aQ aQ
presiey / Elvis the king 07/09/2010 Practice aQ aQ
smith / 1235678 serry Serry Picker 24/08/2005 2¢/08/2009 aQ aQ
om0/ J0e Manager 16/04/2008 16/04/2008 Practice aQ aQ
Taylor / taylora2s Claire 07/06/2010 07/06/2010 aQ aQ
rest/ Scotland 25/07/2012 25/07/2012 aQ aQ
whit sem Dogs Body 23/12/2008 01/07/2008 a a
=
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Now you need to click on the “Manager Of” icon which will open a pop up window detailing the staff that the selected Manager manages. This will open the following pop up window: 
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Here you can select the individuals that require a new Manager by selecting the relevant checkboxes. You then need to find their new Manager in the drop down list indicated above. In the drop down box you can either scroll down to find the relevant Manager or you can type in their surname to the box shown and this will narrow down the list of Manager’s for you and save you having to scroll through a large list of names. After selecting the new Manager you need to click on “Save”.  Please note that on your screens the SWISS ID’s for the staff and Manager’s will be shown on the two previous screenshots which will help you in cases where staff or Manager’s have the same name.
You will then be presented with a pop up window for you to confirm that you want to reassign the individuals with a new manager: 
[image: image36.emf]
Select “OK” and this will reassign the Manager. A confirmation window will then appear.

Quick Assign Manager to Multiple Staff
e-KSF allows you to assign a manager to multiple staff in a single operation. You can assign a new manager or you can replace the existing one. Please note that when moving staff from one Manager to another if the Manager is set up in e-KSF you can also use the ‘Reassign Manager’ option or you can use the ‘Upload Manager Information’ option available under ‘SWISS Related Actions’, which allows you to deal with large numbers of staff and Managers in one spreadsheet. If you are moving a single member of staff you can also use the ‘Edit Global User’ option to update/change their Manager.

For this option the process is simple. First of all you select a user by searching from a list, then you select a manager by searching from a list and then you add them as the manager for the selected staff. To assign/change a manager to multiple staff, simply follow these instructions: Click on the “Quick Assign Manager to Multiple Staff” link (highlighted below in red) from your home page. 
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Welcome Scotland Test, your Employing Organisation is MSG Support Team, in NHS Scotland.
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Welcome to your e-KSF Administrator homepage for the Knowledge and Skills
Framework electronic tool. From here you can access a variety of functions
available to you within the tool.

You can manage the Departments and profiles of Staff within your Employing
Organisation. You can approve/reject KSF Post Outlines submitted by managers
for approval. You can also create KSF Post Outlines and hand over post outlines to
managers for further processing. In addition, you can assign/ unassign post
outline to orphan users.

You have access to 3 range of reports, too, which allow you to manage the e-KSF
and KSF implementation in your organisation and provide feedback to the Agenda
for Change team.To access al these features just follow the appropriate links
present at your home page.

Plesse remember to keep your usemame and password secure to avoid
unauthorised access to personal data held about your staff.

Click here to download the guidelines for ‘Setting up your organisation on e-KSF..
Click here to download the guidelines for ‘Managing User Data and Access Rights'.
Click here to download the guidelines for 'Approving and Managing Post Outlines'
Click here to download the guidelines for ‘Managing e-KSF SWISS Link'.

Click here to download the guidelines for ‘Inter Authority Transfer’.

& Show Hints and Tips
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R User Tt

> Reassian Manager
» | Quick-assian Managers to multiple employees
» | Quick-assian Reviewer to multiple employees
»  Assign/Unassian Post Outlines to Users without Managers
> assian Post Outlines to Multiple Staff
> ViewEdit My Team of Managers
> Post Outline Libraries and Approvals
» | Create/Customize KSF Post Outline
> View Post Outlines Created By Me
> | View Post Outlines for Approval [1]
» | View Outlines in the National Library
> View Shared Outlines
> View Local Library of Outlines [17]

> View Draft Library of Outlines [142]
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On clicking the above highlighted link, you will be directed to a user search screen. At this screen, you can search for staff that you want to assign a manager to. Once you have provided the search criteria, click on the “Search” button to find the staff member or click on the “Browse” button to get all staff records for your organisation. 

You will then be taken to a new screen displaying staff that meet the search criteria, or, in the event that you clicked “Browse”, to the screen displaying a list of all staff records. You will also be able to see some information within each staff row, displaying relationship/organisational information about the specific staff member (see overleaf). 
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Adding a Manager for Multiple Staff: 
To assign the first manager for a staff member, select the required staff from the list by ticking in the boxes at the extreme right hand side of each row. If you are presented with a list of staff that covers multiple pages you can select as many or as few members across all of the pages displayed. Once done, click the “Add Manager” button displayed in the bottom right hand corner on the screen (highlighted above). Clicking this will take you to a User Search screen that will allow you to now search for the Manager that you wish to assign the staff member(s) to. After entering the search criteria and clicking on ‘Search’ a pop up window will be opened containing a list of all managers matching your search criteria. To select the manager you want click on the green tick against the Manager’s name (as shown below). A confirmation message will be displayed to you to indicate the completion of the action. 
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Updating a Manager for Multiple Staff: 
To change a manager, select the required staff from the list by ticking in the boxes at the extreme right hand side of each row and click on the button “Update Manager” displayed in the bottom right hand corner of the screen. 
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On clicking the above highlighted link, you will be directed to a search screen where you can search for the relevant Manager. As per ‘Add Manager’ you will see a pop up window showing the Managers details and you click on the green tick next to their name. The existing manager of the staff will be replaced with the new Manager. A confirmation message will be displayed to you to indicate the successful change of manager. 

You will also see a ‘magnifying glass’ icon under the column heading of “Manager of” for some of the staff entries on screen. This icon will only be displayed against those staff who themselves are acting as Managers for staff. To view the details of these staff members, click on the ‘magnifying glass’ icon and a new pop-up window will open containing a list of staff working under that particular manager. You can then if necessary follow the process of ‘Reassign Manager’.
Quick Assign Reviewer to Multiple Employees

It is possible for Administrators to assign Reviewers to multiple staff however the responsibility for this action should be undertaken by the relevant Manager as they are aware of the dynamics and processes within their own group of staff. Manager’s can assign Reviewers on an individual basis and they also have the option to assign Reviewers to multiple staff. If though you are asked to assign Reviewers to staff on behalf of a Manager this section of the guide explains how to do this. 

Before being able to assign someone as the Reviewer for a group of staff you need to give the selected person the right to be a Reviewer i.e. their e-KSF account is updated to give them access to the Reviewer homepage. To do this you need to use the ‘Edit Global User’ option and under the Edit icon you need to tick the box below job level as shown below:
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If you wish to edit a user,click the Edit button on the home page. Search the user whose information
you wish to change on the pop up that appears. Select the user from the list of users that appears. The,
changes made wil be confirmed by email to the user and his/her manager.

~Keep 3 password that is alphanumeric and at least 8 characters long

~keep a login at least § characters long (e.g. first name_last name to ensure uniqueness).

User Detai

Telephone:

Mobile Number:

Email Address:
Local Employee Identifier/Payroll Nor
National Insurance No:

X pay Code:

Swiss ID:

Regular access to this email address:

Job Level: *

Reviewer
Locked

Login Name: *

Password

Please email user with username and password:
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[m]





If the person you will be assigning as a Reviewer is already a Manager you do not need to follow the above process as they will already have Reviewer rights.  Once the Reviewer has been given reviewer rights you need to click on the link for ‘Quick Assign Reviewer to Multiple Employees’ from your Admin homepage as shown overleaf:
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Employing Organisation Administrator Home Page

Welcome to your e-KSF Administrator homepage for the Knowledge and Skills
Framework electronic tool. From here you can access a variety of functions
available to you within the tool.

You can manage the Departments and profiles of Staff within your Employing
Organisation. You can approve/reject KSF Post Outlines submitted by managers
for approval. You can also create KSF Post Outlines and hand over post outlines to
managers for further processing. In addition, you can assign/ unassign post
outline to orphan users.

You have access to 3 range of reports, too, which allow you to manage the e-KSF
and KSF implementation in your organisation and provide feedback to the Agenda
for Change team.To access al these features just follow the appropriate links
present at your home page.

Plesse remember to keep your usemame and password secure to avoid
unauthorised access to personal data held about your staff.

Click here to download the guidelines for ‘Setting up your organisation on e-KSF..
Click here to download the guidelines for ‘Managing User Data and Access Rights'.
Click here to download the guidelines for *Approving and Managing Post Outlines'.
Click here to download the guidelines for ‘Managing e-KSF SWISS Link'.

Click here to download the guidelines for ‘Inter Authority Transfer’.
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Assian Post Outlines to Multiple Staff
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The following window then appears:
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Click on ‘OK’ and a user search window will open. This search window lets you either search for the relevant staff member who needs a reviewer assigned to them or you can click on browse to show all staff in your organisation. The following window then appears:
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You can select as many staff that you need to assign a reviewer too by clicking the check boxes beside their names and then click on ‘Assign Reviewer’. A search window appears and this allows you to search for the relevant Reviewer. Once you have entered your search criteria the following reviewer search results window appears:
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If you use browse you will see a list of all Reviewers in your organisation but if you search for a specific person only one name will show. Should the person you are looking for not appear then they will not have been given Reviewer rights and you will need to update their record as detailed on page 34.

Click on the green tick next to the relevant reviewer and you will then see the following confirmation.
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Assign/Unassign Post Outlines to Users without Managers 
As an e-KSF Administrator you can assign or un-assign post outlines to users who have not yet been assigned to a manager. This section will guide you through these processes however please note that if no Manager is assigned to these staff none of the KSF processes can be carried out on e-KSF.
Select and then click on the “Assign/Un-assign Outlines to Users without Managers” link (as highlighted below). 
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Once you have clicked on the above highlighted link, you will be directed to the search screen and you can as before enter search criteria or select ‘Browse’ to show all orphan users with post outlines assigned. The following search results page will then appear: - 
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Note: - The screen above only shows users that have been assigned post outlines, so that you can unassign outlines assigned in error. Click on the ‘Manage Post Outlines” button to un-assign outlines.

When you click the “Search For Users Without Managers” button (highlighted above), a user search screen will open and you can either enter search criteria to filter the results and select “Search” or select “Browse” to show all users without Managers and post outlines. The following search results page will then appear: -
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In order to assign a post outline select a user by clicking the ‘Select’ icon against a User Name. The following post outline search screen will open: -
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You can enter the search criteria at the above screen to filter post outlines and then select “Search” or you can review all post outlines by selecting “Browse”. After selecting either of these options the following post outline search results page will open:
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On clicking the “Select” icon against a Post Outline Title, the window overleaf appears;
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As the link with SWISS has been established if the staff member only has one SWISS job then their pay data i.e. Pay Point and Incremental date, will automatically populate into the screen above. However, if they have more than one job then you need to map the post outline to the correct SWISS job and to do this you need to click on the magnifying glass next to SWISS job as highlighted above. The following window will appear:

[image: image53.emf]
This window is an example and when someone has more than one SWISS job there will be the number of lines of data shown that represent the jobs that they have within your organisation. You need to click on the green tick next to the correct line of data and this will then fill in the pay data on the assignment window. Please note that it is not possible to manually enter pay data into the assignment window above if the staff member’s record has been received from SWISS. The example record above is for a ‘Practice User’ and as such it is possible to enter pay data for this type of record.

It is also possible on the assignment window to update e-KSF as to the job level for the staff member i.e. Manager or Staff, whether they are a Reviewer and their email address. Please note that these additional options only show when assigning an outline to a user without a Manager.

Once you have completed the above click on ‘Submit’ and a confirmation window will appear to confirm that the post outline has been assigned. Click “OK” and you will then be returned to the page displaying all users with assigned post outlines, but without managers as shown above at the start of this section.

Note: When a user is assigned a manager, he/she will automatically disappear from the list of orphan users.

Assign Outlines to Multiple Staff

The majority of post outlines developed within each Board will relate to more than one member of staff and it can be time consuming assigning to each individual member of staff. However, it is now possible to assign an outline to more than one member of staff using the ‘Assign Outlines to Multiple Staff’ option on your Administrator homepage. 

After selecting this option you will see a post outline search window as shown below:
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On this window you can search for the post outline by its name or by entering keywords if you are unsure of the actual full title. It is also possible to search for outlines based upon who created them by using the ‘Created By’ option. Clicking on the drop down arrow will give you a list of names for you to select from. After searching for a post outline you will be presented with the following window:
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To select a post outline you need to click on the green tick next to the outline you need and you will then see the following window:
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 From this window you then search for the staff that you wish to assign the outline to.

1. You need to enter the first and last name of each staff member individually,

2. Then click on ‘Search’,

3. The staff members name will then appear as shown in the window below:
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4. You then need to click in the ‘Select’ box next to the staff members name and then click on ‘Add to list’. Note: if you do not follow this procedure when entering the next person’s name the previous one will disappear from the selection option.

5. Once you select and add to list the window will update as shown below:
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6. Once the window appears as above you can then go back to the start as detailed under number 1 and select the next member of staff. 

7. After all staff members are shown you will then follow the same procedure as when assigning a post outline to an individual. If they only have one job their pay data will automatically show or if they have more than one job you will need to click on the SWISS job icon to select the job that relates to the one that you are assigning a post outline to.  

8. You will also need to know if you are assigning the first post outline for a job or replacing a previous outline as the correct button needs to be selected at the bottom re ‘Replace Post Outline’ or ‘Assign New Post Outline’. Please note that the outline you are assigning may be new to this member of staff but if they have already been working to an assigned post outline then you need to use the ‘Replace Post Outline’ option. The ‘Assign New Post Outline’ button should only be used for assigning the very first outline for each post that the staff member holds. 

9. A confirmation window will then appear to confirm that the post outline has been assigned. 

View / Edit Team of Managers 
By selecting the “View/Edit your Team of Managers” link from your administrator’s home page you can view the list of Managers at your organisation, you can add Managers to the list (this automatically updates the job level for the person selected from staff to Manager) or you can remove management responsibilities which will revert their job level back to staff. After clicking the link the following pop up window, showing all current Managers within your organisation will appear: 
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To add a new manager select the “Add New” link highlighted above. You will then be presented with the following page: 
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You can either enter the individual’s name and select “Search” or you can select “Browse” to open the following search results screen: 
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You can then add the individual(s) to your team of managers by selecting the check box next to their name(s) (as indicated above) and selecting “Add”. It is possible for you to select more than one person at a time to add to your team of Managers.
The following pop up confirmation window will then be shown: 
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To remove someone’s Manager rights you need click on the ‘View/Edit My Team of Managers’ option on your Administrator homepage and on the pop up window that appears you need to select the checkbox marked “Remove Management Responsibilities” next to the relevant individual(s) name, as shown below: 
[image: image63.png]3 https: fiew/Ed =101 x|

.-k

*" Edit/View My Team of Manager £

Remove
Management

Burke, James Practice

Campbell, Anne-Marie
Campbell, Callum

Campbell, Anne

Dion, Celine
Greenet, Manager
billar, Janis

=
=]
=
=
Campbell, Annenational r
=
=
=]
Pepper, Mark r





Select “Remove” and the following confirmation window will be displayed: 
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Click “Ok” to be returned to your administrator’s home page. 
Part 4 – Post Outline Libraries and Approvals

Creating/Customising KSF Post Outlines 

You can Create / Customise a post outline by selecting the “Create/Customise KSF Post Outline” link from your e-KSF Administrator homepage (as highlighted below): 
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You’ll then see an option box appear, like this one: 
[image: image66.emf]
You can select to create a post outline from scratch or copy/customise an approved outline or copy/customise a draft post outline that is either in the editing stage or is currently with e-KSF Administrators awaiting approval. 

Create from scratch

To create an outline from scratch click on ‘Create From Scratch’ and then the following screen will appear:
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· Practice Post Outline – select this if you are creating a practice post outline

· Post title – enter the title that you wish to give to this outline following the protocol for your Board
· Reporting to (Post) – enter in the title of the post that this post reports to. Do not enter the name of the person in that post as people can move job but in general the post title remains the same.

· Post Outline Tracking Code – enter in any code system that you have for tracking post outlines. This may be useful when the post outline title does not exactly match the job description title and you need to match them up for recruitment purposes.
· Job purpose – this is not a mandatory field but you would enter the job statement from the job description in here.

· Keywords – some people will search for an outline using keywords so enter in here a few words that are relevant to the outline that is being prepared. NB enter them as follows: outline,staff,post i.e. do not leave any spaces after the commas.
· Number of expected employees to be covered by this outline – if known enter the number of staff that the outline will apply to.

· Broad Post Outline – you can create a post outline without areas of application but it is not possible to assign this to anyone so it is not recommended to use this option.
Click on ‘Save and Proceed’ to move on to the next section. The following window will appear:
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The 6 core dimensions will appear on the screen. To add more dimensions click on ‘Add Specific Dimension/s’ as highlighted above and the window below will appear:
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This window shows all of the additional specific dimensions and to add them to the outline click in the checkbox in the ‘Select’ column, next to the relevant dimension(s). You can select as many or as few specific dimensions as is required and then click on ‘Save’, which will then return you to the previous window which will now show all of the relevant dimensions for the outline together with the Core Dimensions.

On this screen you can now select the relevant level for each dimension. Remember to set the levels for the full outline first and then decide based upon these what the levels will be for the foundation subset. At the foundation level it is possible to ‘Select Indicators’ as shown below:
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By selecting this option it allows you to remove any indicators that do not apply for the foundation level as shown below:
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To remove an indicator you need to remove the tick from the select box and then click on ‘Save’ to be returned to the outline window. You now need to enter Examples of Application for each dimension at Full and Foundation level. It is best to enter the detail for the Full Outline and then move to the Foundation Outline as it is possible to copy over the detail from the Full Outline and you may only need to make minor changes for this to fit the requirements of the Foundation Outline.

Before entering Examples of Application you need to have already selected the level of the dimension and then you click on the magnifier glass. If you do not select a level a warning window will appear stating that you must set a level. The window below will appear after clicking on the magnifying glass:
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To enter in the relevant Examples of Application click on the ‘Toggle’ button as highlighted above. This will increase the size of the area for completing this information, once you have finished entering the information click on the same button again and the above window will be reinstated showing the updates you have made.

Click on ‘Save & Close’ to save the information you have entered for this dimension and the original page showing all dimensions will be reinstated and you follow the above for each dimension until they have all been updated with Examples of Application for both the full and foundation levels. Please note that it is possible for you to copy the Examples of Application entered for the Full outline to those for the Foundation by clicking on the link ‘Replace with examples of application from your full outline set’ that appears in the Foundation subset window.
Once you have finished entering all of the relevant information you then have the following options:

· ‘Upload files’ to your post outline i.e. job description, person specification. 

· ‘Save’ the information if you want to come back to it later.
· Associate Job Family to Outline – Job Family data is received from SWISS and it is possible for you to link the outline to any relevant Job Family.

· Associate Department(s) to Outline – you can select a department from your hierarchy to associate the outline with.

· Associate UK Competence(s) – you can select to associate the whole outline with UK competences that have been linked to KSF and are available in e-KSF.
· ‘Assign to Manager’ – as an administrator you cannot approve an outline that you have created. You need to assign the outline to a Manager for them to review and then they can ‘Submit for Approval’.

When you click on the ‘Assign to Manager’ button the following screen will appear:
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Click on ‘Continue’ and a user search screen will appear to allow you to search or browse for a manager before the screen below appears:
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On this window you need to click on the green tick to select the manager that you wish to assign the outline to. The following confirmation window will then appear:
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Copy & Customise an outline

It is also possible to use an already approved outline or a draft outline to prepare your new outline instead of doing so from scratch. To do this you would select either ‘Copy & Customise an Approved Outline’ or ‘Copy & Customise Draft Outline’. The first screen that you will see for both options is as follows:
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On this window you can either search for a specific outline or you can browse all outlines held within your organisation. On the next screen you would select the outline that you want to copy and customise:
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The next window will then appear:
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To edit the outline click on ‘Copy & Customise Post Outline’ and then the following window will appear:
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You need to enter the new title for the outline that you wish to create and then click on ‘Copy Details for Editing’. This will open up another window:
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You can now decide whether to ‘Save Outline for Later’ or to ‘Edit Outline Now’. When you select to edit the outline now then the screen below will appear:
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You will now be able to edit the details shown and all screens from here are the same as when creating from scratch although they will already be populated with the details of the outline that you have selected to edit. All details are editable for you.

View post outlines created by me

By selecting ‘View Post Outlines Created By Me’ on your Administrator homepage the post outline search window will open and after entering search criteria or clicking on browse the following window will open:
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This will detail all of the outlines that you have created via your Administrator homepage on e-KSF. From this window you have the choice of being able to view or edit the details of the outline along with deleting it if it is no longer required. You can also assign the outline to a Manager from this window instead of opening the actual outline. Note: it is not possible for Administrators to submit post outlines for Approval. They can only be submitted from a Manager’s account. 

View Post Outlines for Approval
Managers within your organisation will be using the e-KSF to create post outlines and will have to submit these to you as the organisation’s administrator for approval before they can be assigned to individuals. When managers create an outline and submit it for approval, you’ll receive an automated email from the e-KSF tool. When this happens, follow the steps below: 
From your administrator’s home page click the “View Post Outlines for Approval” link, (the number shown in brackets highlights how many post outlines are awaiting approval) as shown below: - 
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You will then be presented with the post outline search window. After either entering search criteria or clicking on browse you will see the window shown overleaf:
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To view the details entered for a post outline click the “View Details” icon against an outline (as indicated above). You’ll then see a page as shown below: 
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If a Manager has uploaded files to support a post outline you can view these by selecting the “View Uploaded Files” link. If more than one file has been uploaded, click the link for each file to view and print.
The real-world structure for approving outlines will vary from organisation to organisation, however you will usually have to get approval for post outlines from a KSF project group that has staff-side and management-side representatives. To print the post outline use the “Create PDF” button as highlighted above. The system will then display the print options dialog box as below: 
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Using this box, choose your options from the drop down lists, then click “Print”, e-KSF will then preview the printout and you can either save the PDF to your computer or print this out.

Your KSF Partnership /Project Group will then meet to either decide to approve the outline, or decide that it needs further work. Once they have made these decisions and given you the results, repeat the steps above to continue the approval / not accepted process.
Approving an outline

To approve an outline, you must enter the pay band as shown on the screen overleaf (if no pay band exists for the role, you will need to enter “none”). After doing this you can then add the number of employees this outline will apply to (if the manager has completed this you can amend if necessary), you can also amend the Post Outline title, job purpose, add a locally identified tracking code and then select “Approve”. Please note that it is not possible for you to alter any of the details within the dimensions of the outline.
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You will then be presented with the following pop up window:
[image: image88.emf] 
The system generates an email to the manager who created the post outline confirming that it has been approved. If required you can add specific text in this box to be sent to the manager. You can send this email to an additional individual by stating their email address in the “CC” box. After approval the outline is added to your local library and can be accessed and used by all e-KSF users in your organisation. 
Not accepting an outline
You may need to return an outline to the Manger as per guidance from your local KSF Partnership/Project Group. By not accepting an outline you can return it to the Manager who created it with comments to be amended. 
To return a post outline click “Not Accept” on the post outline screen. The above pop-up window also appears when returning an outline to a Manager and you can enter the comments from the KSF group that will allow the manager to update the outline and re-submit it in the future. The comments you enter will be added to the standard automated “not accepted email” and they will also show in the reason for rejection in the Manager’s list of draft post outlines.

View Outlines in National Library
Once an outline has been approved within your organisation it is possible to submit it to be included in the National library, which is shared throughout the UK. To see these outlines select ‘View Outlines in National Library’.  You will then see the ‘Post Outline Search Screen’ and you can then either browse through all of the outlines in the library or you can narrow down your selection by filling in any of the fields on this screen and then selecting search.

The decision of whether or not it will be included in the National library is made by the KSFG and you would receive notification from them as to whether or not your outline has been included.

View Shared Outlines
It is possible for you to view the outlines of another organisation and to view them you would click on ‘View Shared Outlines’ and the ‘Post Outline Search Screen’ will show and you can choose whether to narrow your search or to browse all outlines that are being shared.

Note It is only possible to view outlines shared from other Boards if they have opted to share their outlines with your Board. The section of this guide for Managing post outline sharing for your organisation’ explains how you can share the outlines of your Board with other organisations and also how you can check which Boards have shared their outlines with your Board. 

View Local library of Outlines
Once an outline has been approved at your organisation it automatically moves into your local library and it is then available for Managers/Administrators to assign it to staff. Within this option it is also possible for Administrators to update an existing post outline without having to create a new post outline via the ‘Copy & Customise’ options. 

Clicking on the ‘View Local Library of Outlines’ link opens a post outline search window where you can narrow down your search or browse all of the approved outlines. The following window will open:
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From this window you can submit an outline to the national library or if you have already sent one you can also withdraw it. You also have the options to view the details of the outline or to delete it if applicable by clicking on the delete box at the side of the outline and then clicking on ‘Delete Selected’ at the bottom.
Updating an approved post outline
If you need to update an existing post outline you need to click on the ‘View Details’ magnifying glass next to the relevant post outline and the window overleaf will appear:

NB. Before updating a post outline for anything other than to simply upload a document, you need to remember that e-KSF will not keep a copy of the previous outline so if this is needed as a record for your Board you will need to save it/print it before updating. 
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To make changes to the post outline you need to click on the ‘Update Post Outline’ link as highlighted above. After clicking on the above button an on screen ‘pop up’ appears, as shown below, asking you to confirm that you wish to update the post outline. You either click on ‘Accept’ to carry on with the updates or click on ‘Cancel’ to return to the previous screen.
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When you click on ‘Accept’ you will then see the following screen:

[image: image92.png]Create KSF Post Outline - Microsoft Internet Explorer provided by Scottish Government

G+ [E] s ot rgicreteposts sspricton=EdteOutineto=513236£4:

NTKOAPRFXSEBTIDA v[a][%)[x]

Ele Edt View Favortes Toos Help

% &[] @l [ . madt soumns L 1y .| 8 rest ks st ot

% Edit a Post Outline

In this section you can create a KSF FPost Outline on the e-KSF for posts in your organisation.

KSF post outlines need to be developed in partnership. You can do this by

1. Asking people employed in the post 35 well as those who manage the posts to discuss and
agree the nature of the post before processing the information on this section of the e-ksf

2. Sitting down together - postholders and managers - to jointly develop a draft post outline on
this section of the e-ksf and then take it away for further reflection and consideration

3. Developing 3 draft post outline on the e-ksf yourself and then sharing your draft with others
who need to be involved in the development of the post outline.

You can make a print out of the draft Post Outline and check it with postholders and other
managers. You can also use this or later print-outs within your organisation =g to check the.
consistency of this outline with other KSF post outiines.

It s important that KSF post outlines are developed with thought and care as they are used as the.
basis of:

 Reviewing individual's application of knowledge and skills in their post

. Identifying individual's development needs and interests in their current posts and throughout
their careers

 Developing a Personal Development Plan

o Learning and development

o Evaluating the effectiveness of learning and development

KSF Post outlines can also be used for:
o J0b desian

—

Step 10f 2
& Basic information on the Post Outl

* Marks Mandatory Fields.

Bractice Post Outline: O

Bost Title: * [Administration Manager 12 g

Reporting to (Post): * AR Manager

Bost Outline Tracking Code:

Job Purpose:

Keywords: * ==

Number of expected
employees to be
covered by this outlin
[] | This is o Broad Post Outine for reference and doss not contain detailed
‘aress of application.





You would make any relevant changes on this first screen and then click on ‘Save And Proceed’. Again on the next screen you would make any relevant changes including uploading any documents. 
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The above 2 windows are the same ones that you would see when creating or when copying and customising an outline but the difference on the screen above is that some of the buttons are different at the bottom of the screen. Once you have finished updating the outline you need to click on ‘Save And Update’ and you will then see the following confirmation window:
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The screenshot confirms that the post outline has been updated successfully and that it will be updated for all staff that already have the outline assigned to them. Click on ‘OK’.

An additional global email has been added to e-KSF and this will be sent out when a post outline has been updated by an Administrator. It is at the bottom of the list of emails available.
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As usual with the global emails you can update the content to suit the needs of your Board. 

The changes that you make to the post outline will show immediately in the details of the outline held in the local library and also in the outline details shown on the relevant Manager, Reviewer and Staff pages. In relation to recording reviews the new post outline details will not show until a new editable review document is created. If an editable review document is open at the time the changes are made to the outline this review document will not be updated to show the changes. In this scenario the Reviewer and Staff member can continue to complete the review or they can delete it and create a new review document which will then show the changes made to the outline. If a review has been completed against the previous post outline this will always remain in the same format and will show the details of the previous outline. 

Please note that it is not possible for you to change the Band on a post outline using this option as the Band is only added when an outline is being approved. You will still need to ask e-KSF Support to change the Band for you.

View Draft Library of Outlines

Once an outline has been drafted by an administrator or manager it will appear in the draft library of outlines until it has been approved. To look at these outlines click on ‘View Draft Library of Outlines’ and once again the post outline search window will appear and you can search for a specific outline or browse to look at them all. They will appear in alphabetical order. Please note that the outlines you have created via your Administrator access and that are in draft will not appear in the ‘View Draft library of Outlines’ so this may mean that the number count next to this option may be different between Administrators at an organisation. 
Set Pay Information of Template Post Outlines

If when approving an outline and the Pay Band is not known you will need to set this as ‘None’, however the band will need to be updated as soon as possible after approval. You will know that a pay band needs to be set as a number will appear in brackets next to this option. To set the pay band on an outline you need to click on ‘Set Pay Information of Template Post Outlines’ as highlighted below:
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After clicking on this option the following window will appear:
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You then select the Pay Band from the drop down list on the right hand side and then click on ‘Update’.  The following confirmation window will appear:
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You then click on ‘OK’. 

Set Pay Points of Assigned Post Outlines

As a result of the link with SWISS the pay data for all AfC staff will be transferred to e-KSF and this will appear when assigning a post outline. It is not possible to assign a post outline if there is no pay data so nothing should appear under this option. 
Manage Post Outline Sharing for your Organisation
To be able to view ‘Shared outlines’ as described previously, other organisations need to grant you access to their local library of post outlines and other organisations will not be able to view the local library of outlines at your Board unless you grant them access. To check which organisations have shared their outlines with your Board and to give access to other organisations you need to select the “Manage Post Outline Sharing for your Organisation” option. You will then be presented with the following screen: 
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The detail that would appear in the In Bound/ Out Bound column is detailed in the bottom left hand side of this window as highlighted above i.e. if the arrows point to the right these are organisations that have shared outlines with your Board and if they point to the left you have shared outlines with that relevant organisation. The details of the organisations that have shared outlines with your Board are shown first and are then followed with the organisations you have shared with.
From this screen you can withdraw your offer of access by clicking on the relevant wording that would appear under ‘Action’ on the right hand side of the screen. If an offer has been made to you by another Board to share their outlines then you would accept this also by clicking on the relevant wording under ‘Action’.

You can share access with a new organisation by selecting “Search to Offer Access to More Organisations”. The following organisation search pop up window will display where you can type the name of the organisation or you can select NHS Scotland from the list of SHA’s and select “Search” or “Browse” all organisations.
[image: image100.png]£ se:

8, Search for Employing Organisation

rch for Employing Organisation -

Please use the text box below to search for a EO

Name: | —

SHA: NHS Scotland

OR dlick "Browse” button to view all EOs

]





You will then be presented with the following organisation’s search results screen:
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Select the check box next to the organisation(s) you wish to grant access to and select “Grant Access”. You will then be presented with the following confirmation pop up window: 
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Click “OK”.    

Part 5 – Organisational Set-Up and Reports

View Reports
It is possible for you as an administrator to produce reports from e-KSF that are relevant to your organisation. When you select ‘View Reports’ the following window will appear:
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Within each of these headings there are also sub menus giving more options. For example if you click on ‘Core Reports’ a sub menu as follows opens up:
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The reports directory provides information on all of the reports currently available. 
Assign/Revoke Report Users Rights

This option has not been kept up to date with changes in reports and will be removed from your Administrator homepage at some point in the future. If someone needs access to reports this can be given via the Central Administrator role which allows you to give Full Administrator access or limit access to certain parts of the Administrator options.

Setting up Budget Codes for PDP 

As the organisation’s administrator you can set up the sources of funding available for selection by an individual or reviewer from the PDP screen by selecting the “Set up Budget Codes for PDP” link from your administrator’s home page. After selecting this link the following screen will appear:
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From this screen you can either, add, edit or delete sources of funding for expensed activities. To add a source of funding, select the “Add” button shown at the bottom of the screen. The following screen will appear for you to enter details: 
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Enter the name of the source of the funding and then click on “Add” to add the source of funding to the master list then click “OK” on the pop up window confirming that the funding activity has been added. To edit or delete an existing source of funding use the “edit” or “delete” icons as shown in the screenshot on page 74 and amend and confirm the details in the pop up windows. 

Manage Organisation Departmental Structure

The e-KSF tool is available to all NHS organisations in a standard format. For most accurate e-KSF reports you should configure e-KSF to reflect your organisation’s structure. This part of the quick-start guide explains how to do this. 
NOTE – If you have taken the hierarchy from SWISS then this section of the manual is for information only. Do not make any manual alterations as these will be overwritten with data from SWISS. If your hierarchy is incorrect it needs to be amended in SWISS and this will then filter through into e-KSF however if you are making a large change to your structure please contact the national KSF team to discuss first of all. 
Setting up Department Structures 

The following section describes how you, as an e-KSF Administrator, can manage departments within your organisation. The department hierarchy can be up to two-tier or three-tier. You can add, remove, and rename the department. You can also shuffle staff between departments by selecting staff from one department and moving them into another department. 
e-KSF Administrator’s Link to Manage Departments
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To manage the departments within your organisation, please start by clicking on the “Manage Organisation Departmental Structure” link, highlighted above. A warning screen will appear first of all as shown below:
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Click on ‘OK’ and a new screen will be opened in front of you containing the list of all existing departments, in tree-view format as shown below. The first column of departments is at first-level/parent-level; the second column represents departments at level-2 or first child; and the third column consists of departments at level-3 (this is only available if your organisation is using a three tier hierarchy). 
[image: image109.emf]
For example lets say department A has two sub departments: A1 and A2. Department A1 has further sub department A11. Now department A itself is at first level, department A1 and A2 will be at second level and department A11 is at third level of hierarchy. 

So, department A will be showing in first column, department A1 and A2 in second column inside department A and department A11 in third column within department A1 (as shown overleaf). The same applies to the rest of the departments. 
You can also see a number written in beside departments (Highlighted in red overleaf). This number represents the total number of employees working in that particular department. Whenever a new employee is added or some existing employees are moved/ removed, this count is updated automatically. 

You can expand or hide the department hierarchy by clicking on the ‘+’ or ‘-‘ signs respectively in front of that department name (Highlighted in blue above). This sign will not be visible with third level departments because third level departments cannot have any sub departments. 

To view the employees associated with a department, click on that department name. 
Move Employees within Departments 
To move an employee to another department, select them by clicking in the check box at the end of their row. You can select multiple employees at the same time too. After selecting the required employees click on “Move Selected Staff to New Department” button, provided at the bottom of the screen. A new pop-up screen will open displaying the list of departments in tree-view format (see below). Click on the department where you want to move your employees and click “OK”. This will move the selected employees from their previous department to this new department. The employee count for both departments will be updated accordingly. 
[image: image110.emf]
You will also see two links at the bottom of this pop-up screen (highlighted above). Clicking on the link “Expand All” will expand the list showing all the departments. Clicking on “Collapse All” will hide the sub departments and will show the departments at level-1 only. You can also expand/hide the sub department list by clicking on ‘+’ or 
’-‘ against the associated ‘parent’ department name. 

Rename Departments 
To rename a department, select the department by clicking on its name in the list and click “Rename Department” (highlighted overleaf). 
[image: image111.emf]
Doing this, the name of selected department will be shown in text field titled “Department Name” (Highlighted through red arrow in Figure 6 above). Overwrite the existing name with the new name in this text field and click “Rename Department” button. This will change the department name in the tree-view. 

Remove Departments 
To remove a department, select the department by clicking on its name in the list and click “Remove Department” (highlighted above). 

If the department has some staff associated with it, the system will ask you to first move the employees to some other department. You can do this by following the procedure given under heading Move Employees within Departments, above. After moving employees, delete the department by selecting it from the list and clicking the “Remove Department” button. 

A new pop-up will open asking you to confirm deletion. If you want to delete the department, click the “Yes” button. This will remove the department and all its associated details. 

Add Departments 
To add new department, you will have to first select the position where you want to add a new department.

· If it’s a first level department, select “Top Tier of Organisation” by clicking on it. Write the name for new department in text field titled “Department Name” and click the button “Add Department”. This will create a new first-level department is the list with specified name. 

· If it’s a second/third level department, select the parent department by clicking on it. Write the name for new department in text field titled “Department Name” and click the button “Add Department”. This will create a new department in the list with specified name, at specified level. 

· Note: the newly added department will appear at the bottom of the existing list of departments within its level. It will appear in alphabetic order once the user has logged off and logged on again. 
[image: image112.emf]
However, you must remember that the tool will not allow you to create departments at levels lower than 3. To add a new department you have to select either level-1 or level-2 departments as parents. Selecting level-3 department will generate an error message. 
Manage Job Family/Sub Job Family
The data held in this option comes directly from SWISS and you do not need to update any of the information shown. 

View/Edit Organisational Objectives 

From an individual’s home page on e-KSF they can access the “Organisation’s Objectives”. This is useful for individuals when they are defining their own personal objectives or for a manager checking to see if an individuals Personal Development Plan is in line with the “Organisation’s Objectives”. You can set up the organisation’s objectives and to do this select the “View / Edit Organisational Objectives” link from your administrator’s home page. You will then be presented with the following screen: 
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From this screen you can either, add, edit or delete the organisation’s objectives. To add an objective, select the “Add” icon shown at the bottom of the screen, and you’ll be presented with a screen to type the objectives in:
[image: image114.png]Organisation Objective - Microsoft Internet Explorer provided... |

\* Organisation Objective Details




 

Once you are happy with the information you have entered, select “Submit” and you will then be presented with the following confirmation pop up window. 
[image: image115.emf]
Click “OK” and you will be returned to the organisation objectives summary screen: 
To edit an existing objective select the “edit” icon shown next to an objective and follow the above process. 
To delete an objective select the “delete” icon (red cross) next to the objective, you will then be asked to confirm that you wish to delete the objective, click “OK”.
Enable / Disable the Learning & Development Activities Database 

The learning & development activities database allows you to store a pre-defined list of development methods and courses, and allows e-KSF users to add them to their PDP. 
As the organisation’s administrator you can also enable / disable the learning and development activities database by selecting the “Enable/Disable L&D Activities Database for your Organisation” link from your administrator’s home page. Selecting this link will open the following screen:
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To enable the Learning and Development activities database, select “Enable”. 
You can then assign an individual from your organisation to administer the database by selecting the “Assign” link indicated above. You will then be presented with the following search window:
[image: image117.png]2 UserSearchfort
& search for Users

- Microsoft Internet Explorer, provided by Scottish.

Here you can search for Staff and  Use the text boxes below to search for 3 user
manager member of your staff to -
assign them the responsibility of
maintaining L 8 D database. You
can search using their first or last
name.  Ahternatively you can

Dronse hrosgh o your Saff
locate the Staff. = J

OR dlick "Browse” button to view all User





You can either enter the individuals first and last name and select “Search” or you can view all users by selecting “Browse”. You will then be presented with the following search results screen: 
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1oe_8logas 23/11/2007 3oe_Bloggs37 30/08/2011 F

Celine Dion 07/11/2008 celine_dion 12/04/2012 F L
10e_Soan Manager 16/04/2008 jos_sozp. 16/04/2008 F

sam _whit Dogs Body 23/12/2008 samwhit 01/07/2008 F
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anager Greenet 25/07/2012 Manager_Greenet 07/11/2008 F
Staft_Greenes 07/11/2008 Staff_Greene 07/11/2008 F
Trainee Greene 16/03/2008 trainesgreene 01/06/2010 F
Trainee staft 20/02/2008 sfbgrfbaf 20/02/2008 3
Trainee Camobelt2 2¢/04/2012 Treines_Campbell:2 25/03/2009 F

practice User 3 18/10/2011 practice_user_scot 08/04/2005 F

Scotland Test 30/07/2012 bustergreene 25/07/2012 F
an_Friday 21/05/2008 manfriday. 07/09/2010 F
Grant_Murray clerical Officer 18/10/2011 grant.murray 25/05/2009 F
0hn_Smith Tester 2008 smithiohn 25/05/2008 a 2
Dene  Trusted sites H100% -





To assign administration rights to the learning and development activities database, click the “Assign” icon next to the individual’s name (indicated above). The following pop up window will confirm the selection. 

Click “Close” and you will be returned to your administrator’s home page. 

To disable this function then simply click on the “Enable/Disable L&D Activities Database for your Organisation” link from your administrator’s home page and select “Disable”. A pop up window will confirm this functionality has been disabled. 
Note: This functionality can be enabled / disabled at any time as required.
Enable / Disable Delegated (Secretary) Access 

As the e-KSF administrator you can allow managers to delegate the task of entering review data to a personal assistant or secretary by selecting the “Enable/Disable Delegated Access” link from your administrator’s home page. When Enabled the option to delegate access appears in the Manager homepage but if Disabled the option does not appear.
It’s important to discuss whether to use this function, in partnership with staff-side colleagues, before switching it on as it has implications for data confidentiality (it encourages managers to pass review and PDP data to an administrator for entry into the system). 
The following screen will open to give you the option of enabling or disabling delegated access:
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Select “Enable” or “Disable”. You will be presented with a confirmation pop up window as shown below: 
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Activate/Deactivate Complete on Paper process
During the PDP/PDR(JDR) process there is the option to select for to complete the process on paper. If it has been decided to allow completion on paper or if the decision has been made not to allow this then you need to select this option to either activate or deactivate the process. 

The following window appears:
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From this menu you would select which option needed.

Note – if the decision is taken to allow the complete on paper process then please be aware that this all needs to be recorded on e-KSF.
View Locally nominated e-KSF support respondent

As the majority of the queries sent to e-KSF Support via the Support tab could be dealt with by e-KSF Administrators it was agreed that an update should be made to the Support tab. The change that was made is that when any user submits a query via the Support tab it will be sent to the email address that you select to receive the queries at your Board.  To select the email address that queries will be sent to an additional option will appear on your Administrator page as shown below:
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After clicking on the link a pop up window appears showing the names of all Administrators that have Full Admin Access. If you want the queries to be sent to a nominated generic email address you will need to set up an additional Admin account showing this email address and this will then appear in the pop up window below for you to select.
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In this window a green tick appears under the ‘Select Support Admin’ column next to those accounts that have an email address entered into them. You then need to click on the green tick next to the relevant account and another green tick will then appear below the name of the selected account as shown above. Please note that you can change the account that queries are sent to at anytime but it is only possible to select one account at a time for the queries to be sent to. 

When a user (including Administrators) clicks on the Support tab the same window appears as usual:
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WHAT IS THE E-KSF SUPPORT DESK?
The e-ksf support desk provides help on the e-ksf ONLY. If
you have queries on using the KSF itself or how it is
delivered, you should contact your local KSF lead. Your HR
department should be able to help you with finding out who
this is.

WHAT HELP IS AVAILABLE?
There are various forms of support available to you. These
are described in the list given in right hand column. Choose
the most relevant one for the help that you need. It is
important that you select the most appropriate one as this
will help the support desk meet your needs effectively. You
can select your option by dlicking once on the  link
(underiined text) in the choices listed.

WHAT LEVEL OF SUPPORT CAN I EXPECT?
If you need to email the support desk with questions related
to the e-KSF, then you can expect a response to your query
within 24 hours. Initally _this - might only be an
acknowledgement because  difficult issues might take a
while to solve.

WHAT DO I NEED TO DO?
Please ensure that you are familiar with the e-KSF by using
the comprehensive support material provided (see right
hand column) or local sources of information. The help desk
is a valuable resource that needs to be available for all KSF
users. Therefore it is important that users seek direct
support only when the other sources of information have
been exhausted.

For general advice
For general advice on how to use the e-ksf, look at the User Guides and
Training Manuals.

Questions about KSF in general

IF you have questions about the KSF in general (rather than the e-KSF
tool), please sither go to www.nhsemplovers.org or take 3 look at the
list of FAOs here.

For general questions, Search FAOs Database

This section will provide answers to the most frequently asked questions
on the e-KSF Tool and the KSF. If you are unable o find answers to
specific questions from these FAQs, please contact us through the Ask
for Support option below, or email s on support@e-ksf.org.

ASK FOR SUPPORT - report bugs, errors or
data.

Use this to log issues, bugs, crashes, suggestions and requests such as
lockouts, inabiliy to accéss the tool, transferring user accounts,
uploading staff data etc. You might find it saves you time to check the
known issues first (see above).

uest changes to

View my query history
Use this to view the questions you have asked before -and the answers'

g e

Use this to exchange emails with our support team in real time.
This is particularly useful when you are having trouble
describing what your problem is. The support team is available
between 08:00 to 10:00 am Monday to Friday.

Propose system changes (Suggestions)

To make 3 suggestion for developing e-KSF, please use the "ASK FOR
SUPPORT" link higher up this page. Select "eKSF' from the first
resulting pop-up, and then "Make a suggestion for future development”
from the “query type' list. Suggestions for development to e-KSF are
discussed and prioritised by KSF representatives from the ¢ UK
countries.





The user clicks on the ‘Ask for Support..’ link and the following window will continue to appear. 
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After clicking on ‘Proceed to Post Query’ the following window will then appear:
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With one slight change this window is exactly the same as the one that previously appeared when a user sends a query via the Support tab. The one change is an additional field at the top of the window as highlighted above. If the user has an email address already entered in their e-KSF account this field will auto populate with the details or if they do not have an email address in the system they can enter the details directly into this field. All of the other fields remain the same and once the user clicks on ‘Submit’ the following confirmation window will appear:
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An email with the entered details will be sent to the nominated email address for your Board and you would then either deal with the query locally or if help is needed from Support you would then submit a query via the Zendesk account for your Board. 
Please note though that the user will no longer receive an automated email thanking them for submitting their query and advising them of their query ID. 

SWISS Related Actions

See the separate SWISS link Step by Step Guide. 
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