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This document is designed to be read by organisations who are already live, or 
are about to go live, with the e-KSF/ESR link.   
 
If your organisation doesnôt yet use ESR, or hasnôt yet activated the e-KSF/ESR 
link, then you wonôt see these functions.  
 
Please see www.e-ksfnow.org for more information about the e-KSF/ESR link. 
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Introduction 
 

Hopefully you are reading this document because you are now ñliveò with the e-KSF/ESR link. Youôll have 
completed data cleansing, and we in the e-KSF team will have received data from the central ESR 
system. 
 
Before this data can be used in the e-KSF system, you as e-KSF administrators will need to use the 
e-KSF ñESR linksò tool to: 
 

 Add and map new data from ESR into e-KSF (and generate usernames & passwords). 
 

 Manage any personal data errors between ESR data and e-KSF data. 
 

 Manage any assignment (job) data errors between ESR data and e-KSF data. 
 

 Separately upload email addresses to e-KSF ï as ESR doesnôt hold thes. 
 

 Ideally, also create relationships between ESR position data and e-KSF post outline data so that 
e-KSF can send information back to ESR accurately, about KSF reviews. 

 

 Youôll also see that the e-KSF/ESR link has made some minor changes to the way in which 
outlines are created and assigned ï this is covered on page 23 of this document. 

 
Every week, when we receive new data from ESR, youôll need to log in to the e-KSF admin pages 
to accept data and check that the link is running correctly.  
 
Any data you see when you click the ESR links needs to be dealt with to ensure that you have 
accurate data in the two systems. In particular, information on ñAdd/Map ESR personal recordsò, 
ñresolve personal data Errorsò and ñresolve assignment data Errorsò and needs to be dealt with 
each week. Usually, this weekly task should not take much time ï itôs just a case of accepting new 
data with a few clicks of your mouse. 
 
The remainder of this guide explains, step by step, how you can use the e-KSF admin tools to do this. 
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Summary  - the ESR tools on e-KSF 
 

If you log in to the admin page of e-KSF after the e-KSF/ESR link has been activated for your 
organisation, you can use the links highlighted below 
 

  
 
A quick summary of each link, explained in more detail in the rest of this document. 
 
View ESR e-KSF configuration panel 
 

Here you can tell us whether we should overwrite e-KSF department structure with ESR data or 
overwrite e-KSF occupational code data with ESR data. 
 

Download staff data, upload cleansed data 
 

These are links that you will need to have used before the e-KSF/ESR link is activated, to make 
sure that your eKSF employee data is accurate. These links are decribed more in detail in the 
document ñStep by Step Guide to Data Cleansing for e-KSF ESR Linkò. The data cleansing tasks 
are not covered in this document but a section does explain how this link can assist you once the 
link has been made. 
 

Download outline data, upload cleansed data 
 

These are links that you need to use before the e-KSF/ESR link is activated, to ESR Position 
numbers against your existing Post Outline data. These links are described on more detail in the 
document ñStep by step guide to data cleansing for e-KSF ESR linkò, and so are not covered in 
this document. 
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Add/Map ESR personal records 
 

Whenever e-KSF receives data from ESR about a new employee, you need to click to ñaddò their 
data into e-KSF. You can also add individual usernames and passwords in this screenor allow e-
KSF to auto-generate usernames and passwords, and have a spreadsheet of login details sent to 
your own email address for distribution to staff. 
 

Resolve personal data Errors  
 

When the e-KSF/ESR data link is activated, the e-KSF system takes data from ESR and matches 
it with any existing e-KSF data. In some cases, data from ESR is marked as having errors in it ï 
this is usually a problem that is best solved in the ESR system, but you can also correct 
inaccurate data on this page before adding it to e-KSF. 
 

Resolve assignment data Errors 
 

Sometimes we receive inaccurate or incomplete data from ESR about an individualôs 
ñassignmentò (i.e. recorded job). You can correct inaccuracies here, although itôs also best to 
contact the ESR team to get the errors fixed directly in the ESR system as well. 
 

Map ESR Assignment to KSF post outline Assignment 
 

In order to send data back from e-KSF to ESR about what ESR calls ñCompetence Targetsò (the 
levels of knowledge and skill that an individual is expected to be working at, from their KSF post 
outline), the two systems need to know about which KSF post outline in e-KSF, matches which 
ESR Assignment in ESR. This needs to be done manually for all outlines assigned prior to the 
link, via this option. 
 

Confirm Employee manager relation 
 

This link allows you to manage ESR data that can be used to overwrite your e-KSF manager/staff 
relationship, you can use this link to selectively overwrite, or keep existing, e-KSF manager/staff 
relationships. 
 

Map KSF records to ESR 
 

If you have employee records in e-KSF which the system canôt find a match for in ESR, they will 
be displayed under this link. You can then manually search for a match (there may be a problem 
with inaccurate payroll numbers, for example) or decide to ignore the problem and keep the 
record in e-KSF without a matching ESR record (if you have external reviewers on e-KSF who 
are not on ESR, for example) 
 

View Staff deleted/Terminated post outline assigned  
 

If KSF post outlines have been ESR position numbers, and then the ESR position is ñterminatedò 
(i.e. recorded in ESR as a historical job) then the e-KSF link highlights this here because you may 
want to assign a new post outline to this individual. You should check this regularly so that you 
can advise Managers to change and update the Post Outline. 
 

Upload ESR email files 
Add email addresses from other sources (e.g. your IT department), add them to e-KSF records 
and send out username/password information quickly and easily. 
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How do I manage the eKSF ESR link each week? 
 
There is a natural order to your work to deal with ESR data in e-KSF

*
: 

 
1.  Before the link goes live, use the download/upload data links to make sure your data is ready to be 

linked. 
 
2.  Use the ñESR e-KSF configuration panelò to tell us whether youôd like to overwrite e-KSF 

department and/or occupational code data with ESR information. It is highly recommended that you 
tick both options and use the ESR Work Structures to populate the eKSF Departmental Structure. 
The occupational groups are the national groupings and again we recommend that you utilise this 
from ESR. 

 
3.  Once the link is activated, look at the ñadd/map ESR personal recordsò page to add as many 

records as possible from ESR to e-KSF, and allocate usernames and passwords. 
 
4.  Use the ñresolve personal data errorsò and ñresolve assignment data errorsò links to deal with 

any inaccurate data from ESR  
 
5.  Go back and use the ñadd/map ESR personal recordsò to add any records that youôve now fixed. 
 
6.  Enter assignment numbers where these are missing using the  ñMap ESR Assignments to KSF 

Post Outline Assignmentsò link. 
 
7.  Confirm employee/manager relations to deal with any conflicts between existing e-KSF data and 

new ESR data. 
 
8.  Use the ñMap KSF records to ESRò to check that you donôt have any left over e-KSF users who 

should be linked to ESR records. 
 
9.  Use the ñUpload ESR Email files(s)ò function to add email addresses for your e-KSF user data and 

generate automatic username/password emails. 
 
10.  Use the ñAssign post outlines to staff having terminated / deleted statusò to check whether any 

post outlines need to be reassigned. 

                                                   

*
 Weôre planning to re-order the links on the e-KSF page to make this clearer in future! 
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How do I Manage the Weekly Link; Process Diagram 

Go to www.e-ksf.org 

Enter your username & 

password 

Click ESR e-KSF 

Configuration Panel 

Tick the 2 boxes to accept Department & 

Occupational Group Structures from ESR into e-KSF 

Click óAdd /Map ESR 

Personal Recordsô 

Click Automatically Generate usernames /passwords 

for all unmapped users and add to KSF (page 7) 

Resolve personal data errors (page 8) Click óResolve 

personal data errorsô 

Click óResolve 

assignment data errorsô 

Resolve assignment data errors (page 11) 

Click óAdd /Map ESR 

Personal Recordsô 

Click Automatically Generate usernames /passwords 

for all unmapped users and add to KSF (page 7) 

Click óConfirm employee 

manager relationsô 

Select and save any new Manager to Staff 

relationships you want to accept from ESR (page 15) 
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Add/Map ESR Personal Records 
Accepting new data from ESR, into e-KSF 
 

This process ï add/map ESR personal records ï allows you to take new data from ESR where there is no 
matching e-KSF record, add usernames and passwords, and then add the new user to the e-KSF system. 
If you click this link, youôll see a page like this one: 
 

 
 
This page lists all new records received from ESR, which have not yet been added to the e-KSF 
database. (Note that you may have multiple pages of data, as we only show 50 records to a page. Youôll 
almost certainly have multiple pages when you first activate the e-KSF/ESR link). 
 
This page shows some basic information about the employee data from ESR, and gives you the 
opportunity to add login name and password (so that the individual can access e-KSF).  
 
To save you manually entering usernames/passwords for all your staff, just click the ñautomatically 
generate username/password for all unmapped users and add to KSFò button.  
 
If you have not entered your own email address a 
pop up window will appear. 
 
If this appears click OK then click on óEdit Personal 
Detailsô on the main e-KSF window and add your 
email address as below; 
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Add your email address here and save this using 
the óSubmitô button (you will have to scroll down to 
find this) and then re-click the ñautomatically 
generate username/password for all unmapped 
users and add to KSFò button. You need to add 
your email address so that e-KSF can send you a 
spreadsheet with the login details for your staff. 
 
 
Once you have added your email address you will 
need to ensure that you set óregular access to this 
emailô in your own personal details (Edit Global 
User) to óYesô. 
 
 

 
 
Once yoyu ahev updated your email address, click the ñautomatically generate username/password for all 
unmapped users and add to KSFò button on the óAdd/Mapô screen.  Once you click this button a pop up 
window will appear confirming your action, on this click the óYesô button.  
 
This tells e-KSF to create an automatic login name of the format ñfirstname_lastname_random numberò, 
and a random password. Once the process is complete you will be automatically returned to the main 
menu and e-KSF will automatically email you with a spreadsheet of new usernames/passwords. You can 
then decide how to distribute these usernames and passwords, perhaps during e-KSF / KSF awareness 
sessions.  
 
Do not try to do anything else using e-KSF during this process as it will interrupt the adding /mapping of 
user data and not complete the process. 
 
Note that individual users are not automatically emailed with their username/password ï we have decided 
to send you as administrator the details, so that you can stay in control of your e-KSF implementation. 

 
From this page you can identify which new ESR record matches which existing e-KSF user, tick the 
ñselectò box and then click ñmap. (you can also do this the other way around using the ñMap KSF records 
to ESRò link described later in this document). 
 
Each week ESR sends eKSF all new starters, leavers and changes to staff data, these appear in 
this area and must be dealt with weekly. You need to set aside 15 minutes each week to complete 
the add/map process. 
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Resolve ESR Personal Data Errors 
Let us know what to do where data in ESR is appears to be inaccurate 

 
When the e-KSF/ESR data link is activated, the e-KSF system takes data from ESR and matches it with 
any existing e-KSF data. In some cases, data from ESR is marked as having errors in it ï this is usually a 
problem that is best solved in the ESR system, but you can also correct inaccurate data on this page 
before adding it to e-KSF. We would recommend that you download these error files and discuss them 
with your local ESR Administrator so that they are aware that this needs to be ófixedô in ESR. 
 
Click this link, and youôll see a page showing a list of all the data files we have received from ESR 
(usually one per week) like the screen shot below; 
 

 
 
Click on the magnifying glass for the first row of data to view a list of the information being received from 
ESR (you should always start with the oldest file and work down) and you will see a page like the one 
overleaf  with a scroll bar along the bottom edge (here weôve scrolled over to the right hand side of the 
page). 
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On a regular basis we upload software patches to e-KSF to make things easier for you, so to check if a 
patch can help you with the errors the first do is to try clicking ñcheck allò and then the ñconfirm and save 
changes to KSFò button. This imports all possible data to the e-KSF system from ESR.  
 
You may find that some records do not import ï these are the ones with errors in the ESR data. 
 
Records that appear here are indicating that thereôs some problem with the data not matching between e-
KSF and ESR. For these records, please click the ñview reasonsò magnifying glass for more information 
about what to do.  
 
You have two actions to complete when dealing with record errors ï action 1 is important to e-KSF, and 
action 2 is important to ESR. 
 

1.  The green text is the information received from ESR. You can make changes to the grey text, tick 
the box, and then save your changes to the e-KSF system. 

 
2.  You should also inform your local 

ESR team about the errors found, 
because otherwise the ESR system 
will have different data to the e-KSF 
system (the e-KSF system will be 
correct, because you have fixed the 
problem, but the problem still exists 
in ESR). You can use the 
ódownloadô button on this page to 
produce a spreadsheet to give to 
them. 

 
Once you click the ñconfirm and save 
changes to KSFò button, youôll see a pop-up 
like the one on the right. 
 

 


