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User Guide to Administering the e-KSF Tool
Approving & Managing Post Outlines

Approving Post Outlines

Managers / reviewers 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 a screen similar to shown below:
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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 per the

screen shot above. The system will then display the print options dialog box as below.

) http:#195.10.235.28 - Print Outline Options - Microsoft Internet Explorer

At this screen yvou can make choices among the various print options before taking the final print out, Moreover,
yaou can save the current selections you make to print the outline,

Dimension Overview: Print b Competences: Print

Print Type: | Full and Foundation Outline v| Examples of Application:
Page Layout: | Landscape V| Summary Matrix:

[Jremember my prefe

@ Done & Internet

Using this bow, 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.
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Your KSF Partnership /Project Group will then meet to either decide to approve the outline, or decide
that it needs further work. They will also need to identify the correct pay band for the outline (if such
information exists). Once they have made these decisions and given you the results, repeat the steps

above to continue the approval / rejection process.

To approve an outline, you must enter the pay band as shown on the below screen (if no pay band
exists for the role, you'll 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”.
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You will then be presented with the following pop up window:

CiC Mail to: |

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
also send this email to additional individuals by adding their emails in the “CC” box, separating each

with a comma in the highlighted area on the screen above.

When you approve an outline, it is added to an organisation-level library and can be accessed and

used by all e-KSF users in your organisation.

You may need to reject an outline, due to the dimensions that appear, levels that have been set, or
because the examples of application need to be changed. By rejecting an outline you can return it to

the manager who created it with comments to be amended.

To reject a post outline click “Reject” on the post outline screen. The above pop-up window will still
appear where 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 “rejection email”.
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e KSF)
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:

@, Please select the desired option

From here you can use different options  —rsate From Scratch
to create a KSF post outline for your
staff, You can create a post outline from
scratch or copy/customise an existing, Copy & Customise an Approved Qutline
approved outline that rmatches your

requirements, Moreover, you can . .
copy/customise a draft post outline that S2D0v & Customise Draft Outline

has yet not been approved.

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.

For the detailed step by step guide of how to create a post outline please go to www.e-ksfnow.org to

download the guide.
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Granting Access to Post Outlines

As well as accessing details of post outlines within your own organisation you can also share your
post outlines with another organisation by selecting the “Grant Access to my Organisation’s Post
Outlines”. You will then be presented with the following screen showing all the organisations that you

have shared your post outline library with:
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From this screen you can remove access previously given to another organisation by selecting the
“Delete” icon. You can share it with a new organisation by selecting “Search to Grant Access to
More Organisations”. The following organisation search pop up window will display where you can

type the name of the organisation or select a SHA and select “Search” or “Browse” all organisations.

I-"'\ Search for Employing Organisation z
—

Please use the text box below to =earch for a EQ

Name: |

SHA: | Select One
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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:

& | Access Granted x

Access to the po& outlines by your
A organisation has been granted to the
selected organisations.

Click “OK”.
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e-KSF

Assigning Post Outline 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 of will guide you through these processes.

Once you have successfully logged on to your administrator home page, within the section
“Functions Available to Me”, scroll down to the in the section headed “Manager & Reviewer
Structures”, 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 as

shown on the next page:
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You can either specify criteria to search by (such as First Name, Last Name, Payroll Number, Email,
Login, or Job Level) then select “Search”, or you can 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 ‘Mnage Post Outlines” button to un-assign outlines.
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When you click the “Search For Users Without Managers” button (highlighted on the previous
page), 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 or post outlines. The

following search results page will then appear: -
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In order to assign a post outline to one of these users, select a user from the above list by clicking the

“Select” icon against a User Name. The 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 following page appears.
You will then need to enter the following basic information: -

“ESR Assignment Number”

(This option is only visible to organisations who have activated the eKSF ESR link). choose
this from the drop down list as above, You will also see the ESR Position Title. Where there is
more than one ESR Assignment number this indicates that the person holds more than one
post. You should check with the manager, individual or HR which is the correct ESR
Assignment number for the Post Outline you are assigning — if you choose an incorrect ESR
Assignment Number then the pay data will not match the post outine and the manager will

see a red flag against this persons name.
“Gateway”

Choose either None, Foundation or Second from the list provided
“Pay Point”

Enter “none”, or a pay point number from the drop down list if available, if you are live with the
ESR eKSF link then this will populate automatically when you choose the ESR Assignment

Number.
“Increment Date”

Enter this using the ‘calendar’ icon, or by typing in the box provided. If you are live with the
ESR eKSF link then this will populate automatically when you choose the ESR Assignment

Number.
“Staff’'s Specific Job Title”

This can be edited to show the person’s job title as shown on their name badge or to make it
specific and personal to an individual, without changing the post outline template that is

available to the rest of the organisation. To change this over-type what is already shown.

The Pay Band was set when the outline was =
4 http:ff195.10.235.28 - Confirmation Message -.

approved — therefore you don't need to

| a Post Outline Assigned

change it here.

Once you have entered all this information
‘. The Selected Post Outline has been successfully

select “Submit”. assigned to David Barker,

The following confirmation popup window will
then be displayed: - : “_
&) Done ) Internet
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Click “OK”. You will then be returned to the page displaying all users with assigned post outlines, but

without managers (as shown overleaf):
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If you have previously deleted a manager, then the staff who were assigned post outlines by the

deleted manager, will automatically appear in the above list of users.

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

users.

To Manage Post Outlines

On clicking the “Manage Post Outline” link next to an individual (highlighted on the above screen)

the individuals post outline history will appear in a pop up window (as shown overleaf):
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| a] Post Outlines

Staff Marme: Barker, David
Click 'Wiew Details' icon to view post outline details:

Children's Meonatal ICU =
Staff Murse (bandS) (ID94) 28/09/2007 Current =
W1

Assign new post outlines =

.@‘I Done  Internst

Only latest post outline can be replaced.

You can view the details of any of the post outlines assigned to the individual before replacing it by
clicking the “View Details” icon. If the selected post outline is an outline assigned during training then

an icon appears indicating it as a “Practice” post outline.

To replace a Post Outline click the “Replace” icon. A standard Post Outline search window then
appears. Use this to search or browse for the replacement post outine, and assign as per the above
process.

Exceptions

The only case when a post outline cannot be replaced is if there is an entry against Planning

Information, JDR, Objectives or PDP. In this case, a popup window appears to inform you of this.

Note: In cases where you still need to replace the selected post outline from an individual with actions
in the Planning Information, JDR or Objectives contact support desk for assistance.

More instructions about all the functions listed here are available from our interactive guide on

www.e-ksfnow.org. For further assistance on how to use the e-KSF tool, please log on and click the

“Support” button to view our frequently-asked questions or post a new support query.
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