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Target audience: e-KSF administrator users responsible for the e-KSF/ESR link.

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.

|l f your organisation doesnactivateckthe etKSWESESR, or
link,theny ou wondét 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 docukK&htESBRclhuslk. yvoual
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 AESR linksodo tool to:

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

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

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

e Separately upload email addressestoe-KSFias ESR doesnét hold thes.

e |deally, 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.

e Youdl |l al s o-KSHESR linkhhastmade Boene minor changes to the way in which
outlines are created and assigned i this is covered on page 23 of this document.

Every week, when we receive new dat a fKBEhadmikEmies youbdl |
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, informationon A Add/ Map eESR n al recordso
iresol ve peErsosshabmdas @al ve as s iEgorsde natn dd anteeeds t o be deal

each week. Usually, this weekly task should not take muchtimeii t s just a case of acc
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

O B R 6

address |{&] https/[195.10.235.28)KSFR6 Home. aspx

v B

P ¥ e \E\ & 3

NHS Knowledge & Skills Framework
Online Tool Kit

About Us

Training Materials

Edit Personal Details

Key Contacts What's New

"o
..'l‘ g x

Welcome Practice User Richard Bradbury, your Employing Organisation is Dema Zone, in e-ksf team internal use 1,

Employing Organisation Administrator Home Page

wielcome to your e-KSF Administrator homepage for the Knowledge and Skills
Framewark electronic tool. Fram here you can access @ variety of functions
svailable to you within the toal.

You can manage the Departments and profiles of Staff within your Employing
Qrganisation. You can approve/reject KSF Post Qutlings 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 arphan users.

You have acoess to a range of reports, too, which allow you to manage the e-KSF
and KSF implementation in your organisation and provide feedback ta the Agenda
for Change teamn.To access all these festures just fallow the appropriste links
present at your home page.

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

Click here to download the user manual.

Click here to download the quidelines for 'Managing User Data and Access Rights',
Click here to download the guidelines for 'Approving and Managing Post Outlines',

#9 Show Hints and Tips

&) Done

[ & Functions available to Me

» | Activate/Deactivate Complete On Paper Process
3 Alerts

> Miew My Alerts New

»  Define Global Alerts NEw!

» Define Global Email Alerts MNew!

- search Standard Data
s  Search KSF

» _ Search UK Cumgetences Database

¥ E P e

- ESR Related Actions
View ESR e-KSF configuration panel

Download Staff Data for Cleansing

Upload Cleansed Data
Download Outline Data for Cleansing
Add/Map ESR Personal Records

Resolve ESR Personal Data Errors

Resolve ESR Assignment Data Errors
Map ESR Assignments to KSF Post Dutline Assignments

Confirm Employee Manager Relation

Map KSF Records to ESR

View Staff Having Deleted/Termi d Post Dutline

Upload ESR Email File(s)

A quick summary of each link, explained in more detail in the rest of this document.

View ESR e-KSF configuration panel

# Internet

EEE

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

Download outline 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

d o ¢ u m8teptby Step Guide to Data Cleansing for e-K S F

E S R. Theidatsclkeansing tasks

are not covered in this document but a section does explain how this link can assist you once the

link has been made.

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
d o ¢ u m8teptby siep guide to data cleansing for e-KSF ESR linko

this document.

and

SO

ar e
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Add/Map ESR personal records

Whenever e-KSF receives datafromESRabout a new empl oyee, you need t
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 i
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 individu a | 6 s
flassignmento (i .e. croeaercded njack)u.r a¥o e sc dhrer e, altho
contact the ESR team to get the errors fixed directly in the ESR system as well.

Map ESR Assighment to KSF post outline Assignment

In order to send data backfrome-K SF t o ESR about what ESR calls fACol
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 recordsine-K SF whi ch the system canét find a m
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 positio
(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 | manage the eKSF ESR link each week?

There is a natural order to your work to deal with ESR data in e-KSF:

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

Us e tEBRe-KBF configurationpaneldo t o t el | us whet he«SFyoubdd | i ke t
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.

Once the |l ink i s addimapESR pedonallrecardsd apadgdet d add as many
records as possible from ESR to e-KSF, and allocate usernames and passwords.

Us e trdsalve personal data errorsd0 a resblvéiassignment dataerrorso | i nks t o deal w
any inaccurate data from ESR

Gobackandu s e add/mapfESR personalrecords0 t o yadde@amr ds t hat. youbdve n

Enter assignment numbers where these are missing using the Map ESR Assignments to KSF
Post Outline Assignmentso link.

Confirm employee/manager relations to deal with any conflicts between existing e-KSF data and
new ESR data.

Us e MapeKSHirecordstoESRO t o check that you -dShFoserswhbave any |
should be linked to ESR records.

Us e Upiaad ESR Email files(s)0 f unct i on t resses fbrdyoueenk&k user dath énd
generate automatic username/password emails.

Us e HAdsign gost outlines to staff having terminated / deleted status6 t o check whet her
post outlines need to be reassigned.

"Webdr e p | a rorder thelinkis on thre e-KSF page to make this clearer in future!
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How do | Manage the Weekly Link; Process Diagram
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Add/Map ESR Personal Records
Accepting new data from ESR, into e-KSF

This process i add/map ESR personal records i 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.
I f you click this link, youdéll see a page |ike this on

Home About Us Training Materials Support Edit Personal Details Key Contacts Logout What's New

Welcome Mimi Roughani, your Employing Organisation is Ealing PCT, in London SHA..

3 Add/Map ESR Personal Records

This page lists down all the unmatched records found, when ESR records were mapped to KSF records. The unmatched record can be searched in the KSF database by clicking the “"Map™ icon. If the record is
not present in KSF database, enter the “Login Name” and "Password” against the unmatched record and click on the “Add to KSF” button. You can also auto generate the username & password for a
specific record. Just click the "Automatically Generate Username/Password & Add to KSF” button and the username and password will be emailed to you.

Note: To auto generate username and password, please make sure that you have a valid email address and your Regular Email Access status is marked to Yes (Edit Global User).

A o ol Bl s il o o o=
10373553 Aamir, Aisha je957071d Employee 26841 20060123 Pending [RE-N - |
20216604 Adams, Margaret yt122052d Employee 20070402 [ [ Pending |
20253776 Aldridge, Kristy sj062255d Employee 20070502 [ [ Pending |
20259491 Alexander, Varlene jmas0s7ac Employee 20070508 [ [ Pending |
20328575 Allard, Hannah jh761250¢ Employee 20070709 | [ Pending |
20385534 Anang, Esther px693287d Employee 20070813 | [ Pending |
20356601 Baker, Vanessa s5j245494c Employee 20070725 | [ Pending |
20216848 Bracher, Pauline yk460205a Employee 20070401 | [ pending ]
10375538 Brooks, Sally wm426347d Employee 25001 20020412 | [ Pending B
20328742 Brunton, Rachel jn291222¢ Employee 20070801 | [ Pending B

e~
Check All - Clear All

Go to Page: 1 .

Add To KSF Automatically Generate Username/Password & Add To KSF
Page 1 of 3 Automatically Generate Username/Password For All Unmapped Users & Add To KSF m

ersion 5.2 Please click here for our development polic

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,aswe only show 50 records to
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, justc | i ck t he fiaut omati ca
generate username/password for all unmappedusersand add butmn. KSF 0

If you have not entered your own email address a A http://195.10.235.28 - Confirm - Microsoft Internet.... [= |[B][X]
pop up window will appear.

&) Email address does not exists

I f this appears click OK rsonal
Det ai | s6 0-KSFwihdew ancddddyous
email address as below;

Please add wour own email address to e-KSF using the ‘Edit
A Personal Details’ button on the main screen, This is

required so that e-kKSF can send you reports showing the

usernames and passwords for the newly added users,

Close this window

|@ Dare 0 Internet |
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G T L E e e e e e L L e =3l Add your email address here and save this using

"8, Edit personal Details the 6Submitd butbscwhdownyoou wi | |

; find this) and thenre-c | i ck t he fAaut omati ce
e e Do b e e e [l enerare usemamelpassword for all urmanped
or if you think any of the data is incorrect, then please contact your local e-KSF u S e r S a n d a d d t 0 K S F O b u t t O n.
;;Tlﬁéi:r:SEr;eYou can see their details by clicking the "key contacts” button on your e- your emall addl’eSS so that e'KSF can Send you a
This page doesn't show details of your reviews, PDP or objectives. You can use the ather Spreadsheet Wlth the Iogln detalls for your Staff

llinks on the e-KSF pages to view this information. Again, though, if you have any queries
or corrections to make to this data please in the first instance contact your local e-KSF
administrator

* Marks Mandatory Fields,

Once you have added your email address you will

Trainee User

First Name: Roherd need to ensure that you set Or
Micdle Name: email 6 in your own personal de
Last Mame: * Bradbury U ser ) t o é Y es 6 i

Job Title:

Phone Mumber:

Mobile Mumber:

rai ress: richard@e-ksf.or s . = I

e A http://195.10.235.2B/KSFR6/Confir... [= |[BfX]

Date of birth: -

National Tnsuranee Humber Add all users automatically

Ethnicity: Mot Known

Ethnicity Sub-Group: Mot Known

Strategic Health Authority: e-ksf team internal use 1 Some of these users might already exist in e-KSF

Ermploying Organisation: Demo Zone and their information can be transfered to e-KSF

wisw Organisationsl Information by using the map feature on this screen, Please
A use this feature only when yvou are sure that none
&) Done @ Inrernet of these users already exist in e-K3F, Are you
sure you want to generate username/password
for all users and add to the KSF?
&] Dane ® Internet

Once yoyu ahev updated your emai l addr e dpasswodforat k t he
unmapped users and add t o KSFOoOncayouclchthistattortalpepup Add/ Map 6
window wi || appear confirming your action, on this cli

This tells e-KSF to create an automatic login name of the format ffirsthname_lasthame_random numberg
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 i 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
ifsel ectd box and then c¢click fAmap. (you can also do thi
to ESRO link described | ater 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 7 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 |l ocal ESR Administrator so that they ar
Click thislink, andy ou 61l | see a page showing a I|Iist of all t
(usually one per week) like the screen shot below;
e:KSF| .
Home About Us Training Materials Support Edit Personal Details Key Contacts Logout What's New
‘Welcome Mimi Roughani, your Employing Organisation is Ealing PCT, in London SHA.
‘ég} Resolve ESR Personal Data Errors
This page lists down the names of the files which produced conflicts while persenal data in them was being processed. To view the details of the conflict, click on the "View Errors™ icon.
e I
27/11/2006 EK_686_ASG_20061126_00000002.DAT \% @
12/12/2006 EK_NHS_ASG_20051210_00000007.DAT @, @
19/12/2006 EK_NHS_ASG_20061217_00000008.DAT @, @
24/12/2006 EK_NHS_ASG_20061224_00000009.DAT \{ @
12/01/2007 EK_NHS_ASG_20070107_00000014.DAT \% @
15/01/2007 EK_NHS_ASG_20070114_00000015.DAT @ @
22/01/2007 EK_NHS_ASG_20070121_00000016.DAT \% @
26/03/2007 EK_NHS_ASG_20070211_00000027.DAT \% @
26/03/2007 EK_NHS_ASG_20070225_00000037.DAT @, @
27/03/2007 EK_MNHS_ASG_20070311_00000039.DAT @, @
11/06/2007 EK_NHS_ASG_20070506_00000117.DAT \{ @
11/06/2007 EK_NHS_ASG_20070513_00000125.DAT \% @
13/06/2007 EK_NHS_ASG_20070520_00000126.DAT @ @
1=2/MRMNNT FK NHS A3 INATAS27 NNANNTSG NAT =3 ™=
Page 1 of 1 GotoPage: 1~ IRl
Version 5.2 Please click here for our development policy.
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 wi t h a scrol |l bar along the bottom edge (here

page).
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Home About Us Training Materials Support Edit Personal Details Key Contacts Logout What's New

Welcoma Mimi Roughani, your Employing Organisation is Ealing PCT, in London SHA..

Y Resolve Personal Data Conflicts for EK_NHS_ASG_20061210_00000007.DAT
This page specifies the personal details of each employee. The perscnal details are present in editable form. Click on the "View Reasons” icon te find out the cenflict reasen. Once the conflict is resolved,
select the resolved record against a specific id and click on the "Confirm and Save Changes to KSF" button present at the bottom of the page. To temporarily save changes on the entire page, click
“Interim Save" button. These changes are not saved in KSF.

Note: Please select records and then click an the “Confirm and Save Changes” buttan. On the other hand to temporarily save changes do not select records. The "Interim Sawve" button saves changes
of the entire records instead of specific records.

+ [20051031 |[20061128 |[z6813 | eritish - wPending o [ g
20051031 20061123 26319 British

+ [20051031 |[20061128 |[z6813 | British - wPending o [ g
20051031 20061128 26819 British

~ 1880502 |[z0061204 |[zs696 | British - No wPending o [ g
19880502 20061204 25696 British No

~ [1s880502 |[20061204 |[zs696 | British ~ MNo rpending o [ g
13380502 20061204 25695 British No

~ [20050105 |[20061207 |[z6064 | other white Background ~ MNo rpending o O g
20050105 20061207 26064 Other White Background No

+ [20050105 |[20061207 |[25084 | other white Background - No rpending o O g
20050105 20061207 26064 Other White Background No

+ [19350802 |[20061201 21192 | 1rish - No rpending o O g
15930802 20061201 21192 Irish No

Page 1 of 1 Check all - Clear all

Version 5.2 Please dlick here for our development policy.

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 firstdoistot ry cl i c ki ng ihéifieccokn fail rlmd aanndd st ahve
c hanges hutton RKh8Mports all possible data to the e-KSF system from ESR.

You may find that some records do not import | these are the ones with errors in the ESR data.

Records that appear here are indicatingt hat t hereds some problem with the d
KSF and ESR. For these recoognsq mdgegnrisfeyicng ckl dhe fion emw
about what to do.

You have two actions to complete when dealing with record errors T 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
6downl oadd button on this page to
produce a spreadsheet to give to
them.

Once you click the fAconfirm and save
changes t o ,KSyFoou dhpaptupsoene
like the one on the right.
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