User Guide to Cleaning Training / Practice

Accounts on the e-KSF

The following section describes how you, as an employing
organisational administrator can clean the e-KSF Training
Accounts. It is assumed you have already got administrator
access and login. If not, please contact the support desk at
support@e-ksf.org




User Guide to “Clean Practice Accounts” for “Employ ing
Organisation Administrators”:

Welcome to the integrated toolkit for the Knowledge and Skills Framework: e-KSF.

The following document includes step-by-step instructions to Clean Practice Accounts. In this process
Administrator will enter the Training Account’s Login IDs in the application. Application will check whether all the
provided logins are of non-deleted practice users or not. By cleaning those accounts, all the information (against
given accounts) related to Post Outlines association, JDRs, PDPs and objectives will be deleted. However
User’s login details and manager relationship will remain intact. Administrator will be informed about the outcome

of the process whether successful or failed. See the last page of the document for further information.

Go to www.e-ksf.org , you'll see following page:
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Welcome To NHS
KSF Online Tool Kit

Wwelcome to the integrated toolkit for the Knowledge and Skills Framework,

This is a secure website, If you have a username and password, please enter thern below, If yvou would like mare information about this tool, please contact us,

If you have forgotten your password click here,

If you want to unlock yourself elick here.

If you are a new user and want to Register yourself with this tool, please click here.

If you have delegated access rights, please click here.

Click here to read more about how e-KSF stores and uses data

For FAQs about the e-KSF tool, please log in and click the "Support" button and click on link
"Search FAQs Datsbase",
Far an introduction to e-K5F, downloadable documents and training materials, please go to www.e-ksfnow.org
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Figure 1: Login Page

Enter your username and password, and click “Login ”. You'll then see the page overleaf.




Once you've logged on successfully, click “Clean Training Accounts”,

Administrator homepage:

(Highlighted below), from your HR

HR Administrator Home Page

Welcome to your e-KSF Administrator homepage for the

Cutlines submitted

unassign post outline to arphan users,

your home page.

Please 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 guidelines for 'Managing User Data
and Access Rights',
Click here to download the guidelines for ‘Approving and
Managing Post Outlines',
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" &/ Functions Available to Me

Knowledge and Skills Framework electronic tool. From here you » Add | Edit | Delete Global Users
can access a variety of functions available to you within the toaol, =
% Miew Requests for Registration [17]
You can manage the Departments and profiles of Staff within X . .
your Employing Organisation. You can approve/reject KSF Post % Miew List of New Starters added from AT-Learning Mew!
by managers for approval. You can also : = 5

create KSF Post Outlines and hand over post outlines to »  Miew List of NHS Users added from AT-Learning New!
managers for further processing. In addition, you can assign/

3 i 4 ik g # | Bulk Upload Staff Data
You have access to a range of reports, too, which allow you to #  uiew Bulk Upload Reports New!
manage the e-KSF and KSF implementation in your organisation e G
and provide feedbac_:k to the Agenda for Ch_ange_team.To ACCESS # | Undate Staff Statistics
all these features just follow the appropriate links present at # | Clean Training Accounts

—> Manager and Reviewer Structures

»

=> Post Outline Libraries and Approvals

-2 User Data

Delegate Admin User Rights
Reassign Manager
Assign roles to Users without Managers [290]

AssignfUnassign Post Outlines to Users without Managers
WView/Edit My Team of Managers

Figure 2: HR Administrator Home Page

Following popup window will be opened:

&) Clean Training Accounts

Please specify pipe sign separated list of login name(s) of
practice accounts, you want to clean!

alen|ada@vyahoo.com

Figure 3: Clean Training Accounts




At this popup window you will enter the Training Account users’ Login IDs of: you wish to clean. You can enter
multiple Login IDs separated by pipe signs “|”. After entering Login IDs, click “Clean” button. If you enter Login

ID(s) of users which are not practice users in this popup window, following popup will be opened:

&) Clean Practice Accounts

The cleansing process was aborted becuase following Login

A Marmeis) are not of practice users,

1ialen

Figure 4: Clean Training Accounts — Error in cleansing

This popup displays error message showing that one of the users, ‘alen’ in above case, is not Practice user.
You'll be redirected to “HR Administrator Home Page” (displayed at Figure 2) by clicking “Ok” button.

You'll click “Clean Training Accounts”, (Highlighted at Figure 2) to clean Practice user accounts. Following

popup will be opened in which you'll enter Practice users’ Login ID(s) to clean their data:

Clean Training Accounts

Please specify pipe sign separated list of login name(s) of
|practice accounts, you want to clean!

ada@vyahoo.com|clean training data

Figure 5: Clean Training Accounts




After entering Login IDs, click “Clean” button. If all login IDs entered are Practice Users, following popup will be

opened:

&) Clean Practice Accounts

A Do you want to clean provided practice account{s)?

Figure 6: Clean Training Accounts - Confirmation

If you click “Yes” following popup window is opened telling that given practice account(s) have been cleansed

successfully.

&) clean Practice Accounts

A The given practice account(s) cleansed successfully

Figure 7: Clean Training Accounts- Cleansed Successfully
By clicking “Ok” button you'll be redirected to HR Administrator Home Page (Figure 2).

If this guide does not answer all your questions and for further assistance on how to use the e-KSF tool, please

take time to write to support@e-ksf.org .




