E-KSF (the KSF online Tool)

User Guide for e-KSF Administrators

Defining Process “Assign PO to Staff”

e-KSF version 6

The following document describes how you, as
e-KSF Administrator, can Assign, Replace or
Archive Post Outline to a staff. It is assumed you
have already got Manager/E-KSF Administrator
access and login. If not, please contact the
support desk.



e-KSF

E-KSF Administrator - Manage Post Outlines to staff without managers

User Guide for Managers & E-KSF Administrator for Process “Assign PO to Staff”

If you are e-KSF administrator, you can only manage and assign Post Outlines to orphan staff (staff
without an assigned manager). To do this click on the “Assign PO to Staff without Manager” link on the
Employing Organisation Administrator Home Page. Clicking that link will take you to user search screen
shown in Figure 1.

A User Search - Microsoft Internet Explorern

% User Search Screen

Here you can search for Users using different search criteria,

When searching for users you can choose multiple search criteria, Each search field you use will limit your search results to a greater
or lesser extent, So, if you get too many results, try adding more criteria. If you get too few, try removing or broadening your
search criteria, The result of a multiple search condition is evaluated by combining the results of the criteria.

fou can sort your search by First Name or Last Name, To view all the users, just click Browse,

Search Criteria

Strateqgic Health B : - S -
Authority: e-ksf team internal use 1 Employing Organisation: Few EO for Training
First Name: | Last Mame: |
Login Mame: | Ernail: |
| Job Level: Select One v

Advance Search 3>

Search Options

Records Per Page:

{Min 5, Max 200) [s0

@)
sonrct | oromee | cioco

Sort By First Marme w
| |

Figure 1. User Search Screen - E-KSF Administrator

At this screen, you can search for staff using various criteria. If you wish to carry out an advanced search,
you can click the above highlighted “Advance Search” button (numbered as 1 in Figure 2). Once you have
provided the search criteria, click “Search” to find the individual staff member record or click “Browse” to
get all staff records for your organisation that are present in the system.

Doing this, you will be taken to a new screen displaying staff where no manager has been assigned but who
do have a post outline currently assigned. On this screen you will be able to see some icons against each
staff row, displaying respective information about each staff (see Figure 3).
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§ ddress ] hetp:/#195.10,235. T ——— AID=208E0TD=2 ords=t v | [ o & o8
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Welcome Practice User Richard ESR Test, your Employing Organisation is Leeds Teaching Hospitals Trust, in Yorkshire and the Humber SHA,

@i Orphan Users with Post Outline Assigned

Job Title Login ID Last Access Date User Type Manage Post Outline
=] =

Practice 13 practice_13@leedsth.nhs.uk Practice

Practice 14 practice_14@leedsth.nhs.uk Practice & ]
Practice 2029 Your Emplayes Practice_2029 Practice & 3]
Practice 2031 Your Employes Practice_2031 Practice L) 5]
Practice 2033 Your Employes Practice_z033 Practice S 3]
Practice 2035 Your Employee Practice_2035 Practice & £
Practice 2042 Your Employee Practice_2042 Practice 5 [E]]
Practice 2043 Your Employee Practice_2043 Practice 5 1]
Practice 2050 ‘Your Employee Practice_2050 Practice & 2]
Practice 2051 ‘Your Employee Practice_2051 Practice & ]
Practice 2070 Your Emplayes Practice_2070 Practice & 3]
Practice 2071 Your Emplayes Practice_2071 Practice & 3]
Practice 2076 Your Employes Practice_2076 Practice L) 5]
Practice 2077 Your Employes Practice_z077 Practice S 3]
Practice 2085 Your Employee Practice_2085 Practice & £
Practice 2090 Your Employee Practice_2090 Practice 5 [E]]
Practice 2092 Your Employee Practice_2092 Practice 5 1]
Practice 2100 Practice_2101 Practice & ]
Practice 2104 practicez 1044 Practice & ]
Practice 2105 practice_21055 Practice & ]
Practice 23 practice_29@eedsth.nhs.uk Practice & 2]
Practice 30 practice_30@leedsth.nhs.uk Prastice S 5]

Search For Users Without Managers [l Cancel |

&] Done: #® Intemet

Figure 3: User Search Screen - E-KSF Administrator

Managing Post Outlines

Click on the ‘Manage Post Oultines’ icon brings up a pop up window which allows you to un-assign, archive
or replace an Outline (figure 4).

] http:#f195.10.235.28 - Post Outlines - Microsoft Internet Explorer

?2] Post Outlines

Staff Narme: Currie, Patricia
Click 'View Details' icon to view post outline details:

Post
ame Assign Date | o i Outline Replace | Archive | 2S55i0n
Det Re v
Type
s B

ails
Medical Secretary 11/07/2006 = Current @

Assign new post outline>x>

@ Done . Internet

Figure 4

Updated September 2007 — site version 6.0 Page 3 of 9



e-KSF

You can view the Post Outline by clicking on the “View Details” icon (See Figure 4) will display the details
of that particular outline.

User Guide for Managers & E-KSF Administrator for Process “Assign PO to Staff”

You can explicitly archive a PO. For this, click on the icon “Archive” (See figure 4). A pop-up window will
open asking for confirmation if you really want to change the status of this particular PO or not. If you don’t
want to archive it, click the “No” button, if you do want to archive this click on the “Yes” button. You will be
shown a confirmation message upon successfully archiving the PO. You must remember however that once
you archive the PO it cannot be un-archived and you will have to assign this or another outline again.

You can un-assign_an outline by clicking on the un-assign icon. This removes the post outline from the
individual. The system will not allow you to “un-assign” a PO if some data is present with this particular post
outline against Planning Information and/or PDR.

You can replace an Outline by clicking on the “Replace” icon which will open a “Search Post Outline”
screen (See Figure 5). At this screen, you have the option to search PO by different ways (post title,
keywords, and dimension for example). Once you have filled in the boxes with your specified search
requirements, click the “Search” button.

Alternatively, you can browse for all the post outlines in the system by clicking the “Browse” button — just
remember, if you do this, you will get ALL the outlines available in the tool which, depending on the size of
your organisation, could be many pages long.

2 Post Outline Search - Microsoft Internet Explorer

ﬁ\ Post Outline Search Screen

This screen lets you define the search criteria for your Post Outline search. You may enter multiple search criteria in different fields. If
you select more than one criterion, e-KSF will look for outlines that match all of the criteria. o, if you cant find the outline you are
loaking for, please reduce the number of criteria yvou enter.

“You can search for All of the Post outlines, the ones posted in Mational Library, Local Library or outlines Shared from other organisations,
by selecting the Post Outline Category. IF you are looking for a post outline that contains specific dimensions, you can include the
dimensions with the criteria,

“You can sort your search by Post Title or Keywoaords. Ta view all of the post outlines, just click Browse

Search Criteria

Post Title: Keywords:
Created By |Se|ect one + | approved By: \ Select One ~]
Post Outline Type: | Both 7 _T_s:zk?#éliggde : ‘
Staff Group [select one ~ | staff Title I >
Post Outline Category: []an [dnational outlines [iocal outlines [Jshared outlines [ authority/Board outlines

| HWB1 PROMOTION OF HEALTH AND WELLBEING AND PREVEMTION OF ADVERSE EFFECTS ON HEALTH AND WELLBEING

O HWE2 ASSESSMENT AMD CARE PLANMING TO MEET HEALTH AND WELLBEING NEEDS

O HWB3 PROTECTION OF HEALTH AND WELLBEING

| HiwBd EMABLEMENT TQ ADDRESS HEALTH AMD WELLBEING MEEDS

[| HWES PROWISION OF CARE TO MEET HEALTH AND WELLBEING NEEDS

HWES ASSESSMENT AND TREATMENT PLAMNING

Sort By: [ Post Title v | Records Per Page: | [S0 (Min 5, Max z00)

KT T T

Figure 5: PO Search Screen - E-KSF Administrator
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Once decided on “Search” or “Browse” You will be directed to the search results page (Figure 6).

Home | Aboutus | Training Materials |  Support | EditPersonal Details | Key Contacts | Logout | What's New
welcome live First Namae live Last Name, your Employing Organisation is New ED for Training, in e-ksf team internal use 1,

@ Post Outlines Search Results

KSF |PostTite Health Authority /Board| g 1oving Organisation Creatar Name View | Post Outline
o0 or Country Details Type

Select

I abo e-ksf team internal use o) eo for Training Live_PO_02 Naveed Khan =Y Broad [«
'ﬂ e-lsf team internal use . live First Mame a
s abcz 1 Mew EO for Training Keywords: live Last Name “, Q
I ahes e-ksf team internal use . o for Training Keywards firsta last @, &
e-ksf tearn internal use . live First Narme 2
!ﬁ; Access_PO_Manager_17.07.06_01 1 Mew Eo for Training Access_PO_Manager_17.07 06_01 live Last Name -, e
!a; Accessibility_PO_01 i-ksf team internal use Mew EO for Training Accessibility_PO_01 Bug Checlk CQ e
e e-ksf team internal use i . live First Marne ™
!ﬁ; Accessibility_PO_Manager_01 1 Mew EO for Training Accessibility_PO_Manager_01 live Last Name S [~
!ﬂ; adil "Ahmed" test i-ksf team internal use o £ for Training test Adil's Ahmed Q, [}
A adil “ahmed” test2 e-ksfteam internal use o eo for Training test adil's ahmed a, &
P8 adil “ahmed" testa-later option i""SF teamn internal USe o) ko for Training test adil's Ahmed =N 9]
= e-ksf team internal use live First Mame a
Broad
= ahmad 1 Mew EO for Training Keyword live Last Mame =N 're.
e-ksf team internal use i live First Marne @
!ﬁ; ahmads Mew EQ for Training 12345 live Last Name S Bread
e-ksf tearn internal use . live First Narme 2
!ﬁ; ahmed i Mew Eo for Training Keyword live Last Mame @, e
= e-ksf team internal use i live First Marne @, ;.
Pract
i ahmeds 1 Mew EO for Training Keyward live Last Mame =N ractice Q
P approve_reject g-ksf tearn internal USe .y g0 for Training  Aprave_Reject live First Narne | g 9]
Page 1 of § Go to Page: |1 Bl cancer |

ere for our development policy.

Figure 6: PO Search Results - E-KSF Administrator

At this page, you can select the required post outline to assign it to the staff, by clicking the “Select” icon
present in the last column (Highlighted in Figure 6). As you select a post outline to be assigned to a staff
member, you will be directed to a new screen as below, where you will be required to provide payroll

information for the individual (See Figure 7).

Basic information on the Post Outline

ESR Assignment Murmber: | Select hdl

Ermployee Mame: Sarah Smith

Manager Mame: Richard Bradbury

Already Assigned Post Qutline: Dﬁ_

Staff's Specific Post Title; * |Chap|ainc1,r Secretary

Pay Band: Mone

Pay Point: * Mone W

Gateway: * 5

Increment Date: * |31/10/2007 ¥ | DO/MMACTCT

Figure 7: PO Basic Information - E-KSF Administrator
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All the information is mandatory here; you will need to know what the individual's ESR Assignment number
is and which gateway to choose. E-KSF will then automatically populate the pay-points and incremental
dates of the staff member. If you do not have this information, you may need to contact your Human
Resources office, KSF lead or the individual. Once done, click “Submit” button and the post outline will be
assigned to that staff, replacing the current Post Outline. The confirmation message will also be displayed to
you.

User Guide for Managers & E-KSF Administrator for Process “Assign PO to Staff”

To also assign a new PO in addition to an existing PO, without changing the status of existing PO (both the
new and previous PO will share the same status “Current” and this scenario will be applicable in case where
a staff has multiple jobs and therefore multiple Post Outlines). You can do this by clicking on the “Assign
new Post Outline” link at the lower right of the window. This will take you to screen shown in Figure 5. The
rest of the procedure will be same as on the previous pages. Once you are done, this PO will be added in
staff’s record, with status ‘Current’.

Assigning Outlines to Staff without Managers

To assign an outline to a member of staff without an assigned manager or previously assigned Post Outline,
click on the ‘Searhc for Users Without Managers’ button (highlighted below in figure 8)

N/ - x
-

‘o REG|l,re@ s a

NHS Knowledge & Skills Framework
Online Tool Kit
vai ials

Home About Us

acress [ ] hetps/f195.10,235, RfSear Ohssigned.aspxActi IAID=202E01D=2 ords=t v | [ o

User Richard ESR Test, y

@i Orphan Users with Post Outline Assigned

Practice 13 practice_13@leedsth.nhs.uk Practice 5 ]
Practice 14 practice_14@leedsth.nhs.uk Practice s 3]
Practice 2029 Your Emplayes Practice_2029 Practice s 3]
Practice 2031 Your Employes Practice_z031 Practice 5 3]
Practice 2033 Your Emplayes Practice_z033 Practice S 3]
Practice 2035 Your Emplayes Practice_2035 Practice & £
Practice 2042 Your Emplayes Practice_2042 Practice S [E]]
Practice 2043 Your Emplayes Practice_2043 Practice & 1]
Practice 2050 ‘rour Emplayee Practice_2050 Practice & 2]
Practice 2051 ‘Your Employee Practice_2051 Practice 5 ]
Practice 2070 Your Emplayes Practice_2070 Practice & 3]
Practice 2071 Your Emplayes Practice_2071 Practice s 3]
Practice 2076 Your Employes Practice_z076 Practice 5 3]
Practice 2077 Your Emplayes Practice_z077 Practice S 3]
Practice 2085 Your Emplayes Practice_2085 Practice & £
Practice 2090 Your Emplayes Practice_2090 Practice S [E]]
Practice 2092 Your Emplayes Practice_2092 Practice & 1]
Practice 2100 Practice_2101 Prastice - 3]
Practice 2104 practicez1044 Practice 5 ]
Practice 2105 practice_21055 Practice & 3]
Practice 20 practice_29@leedsth.nhs.uk Practice s 3]
Eractice 30 practice_30@leedsth.nhs.uk Practice S 3]
E: r Us Wi
Page 1of 1 Go to Page: search Ag n
Wersion 6.0 Please click here for our developrent policy.
&] Done: #® Intemet
Figure 8

This will bring up a search box (Figure 9), add search criteria and then click on the search button, or use
Browse to see all staff without assigned managers.
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A User Search - Microsoft Internet Explorer

% User Search Screen

Here you can search for Users using different search criteria,

When searching for users you can choose multiple search criteria, Each search field you use will limit your search results to a greater
or lesser extent, So, if you get too many results, try adding more criteria. If you get too few, try removing or broadening your
search criteria, The result of a multiple search condition is evaluated by combining the results of the criteria.

fou can sort your search by First Name or Last Name, To view all the users, just click Browse,

Search Criteria

Strategic Health

Autharity e-ksf team internal use 1 Employing Organisation: Few EO for Training
First Name: | Last Mame: |
Login Mame: | Ernail: |
| Job Level: Select One v

Advance Search 3>

Search Options

Records Per Page:

Sort By: [First Mame vl {Min 5, Max 200}
,

[s0

@)
sonrct | oromee | cioco

Figure 9: User Search Screen - E-KSF Administrator

At this screen, you can search for staff using various criteria. If you wish to carry out an advanced search,
you can click the above highlighted “Advance Search” button (humbered as 1 in Figure 9). Once you have
provided the search criteria, click “Search” to find the individual staff member record or click “Browse” to
get all staff records for your organisation that are present in the system.

Doing this, you will be taken to a new screen displaying staff where no manager has been assigned. On this
screen you will be able to see a select (green tick) icon against each staff row. Clicking on the green tick
icon will open a “Search Post Outline” screen (See Figure 10). At this screen, you have the option to search
PO by different ways (post title, keywords, and dimension for example). Once you have filled in the boxes
with your specified search requirements, click the “Search” button.

Alternatively, you can browse for all the post outlines in the system by clicking the “Browse” button — just
remember, if you do this, you will get ALL the outlines available in the tool which, depending on the size of
your organisation, could be many pages long.
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3 Post Outline Search - Microsoft Internet Explorer

. f N .
g Post Outline Search Screen

This screen lets you define the search criteria for your Post Outline search. You may enter multiple search criteria in different fields. If
you select more than one criterion, e-KSF will look for outlines that match all of the criteria. So, if you cant find the outline you are
loaking for, please reduce the number of criteria yvou enter.

“You can search for All of the Post outlines, the ones posted in Mational Library, Local Library or outlines Shared from other organisations,
by selecting the Post Outline Category. IF you are looking for a post outline that contains specific dimensions, you can include the
dimensions with the criteria,

“You can sort your search by Post Title or Keywoaords. Ta view all of the post outlines, just click Browse

Search Criteria

Post Title: [ Keywords: [
Created By [Select one ~| approved By: [select One |
Post Outline Type: Paost Outline

|BUth b Tracking Code : ‘
Staff Group : | select cne | Staff Title : I ~|
Post Outline Category: []an [dnational outlines [iocal outlines [Jshared outlines [ authority/Board outlines

PROMOTION OF HEALTH AND WELLBEING AMND PREVENTION OF ADVERSE EFFECTS OM HEALTH AMD WELLBEING
ASSESSMENT AMD CARE PLANMNING TO MEET HEALTH AND WELLBEIMNG NEEDS

PROTECTION OF HEALTH ARMD WELLBEIMG

EMABLEMENT TO ADDRESS HEALTH AND WELLBEING MEEDS

PROVISION OF CARE TO MEET HEALTH AND WELLBEIMNG NEEDS

ASSESSMENT AMD TREATMEMT PLANMING

Search Options

Sort By: | Post Title vl Records Per Page: 50 iMin 5, Max 200}

Figure 10: PO Search Screen - E-KSF Administrator
Once decided on “Search” or “Browse” You will be directed to the search results page (Figure 6).
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Post Title ULl fition Employing Organisation reator Name Lt Gluiiiua
len-l or Country Type

Select

live Last Mame
live First Mame =N )

liva | act Marma

, abc E kst team internal Y52 ew EO for Training Live_PO_0Z Maveed kKhan C& Broad ’T
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_'a‘; Accessibility_PO_01 e-ksf team internal use Mew EO for Training Accessibility_PoO_01 Bug Check % 0
!ﬂ; Accessibility_PO_Manager_01 ;-ksf team internal use Mew EO for Training Accessibility_PO_Manager_01 IiILV:LE;itN’\‘I;'nm: Q; e
!ﬁ; adil "ahmed" test i'kSF team internaluse . £ for Training test adil's Ahrned N [~
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!a; adil "ahrmed" test3-later option i-ksf team internal use Mew EO for Training test adil's Ahrned C& Q
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!ﬂ‘; ahmads e-kst team internal usey o pe gy Training 12345 IiILVeeL'TaI;th’\.Ia?ﬂmee Q, Broad

!ﬁ; ahmed e-ksf team internal use o popo Training Keyword IIILV:LZE?N’\:_HH;E @, ]
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Figure 6: PO Search Results - E-KSF Administrator

At this page, you can select the required post outline to assign it to the staff, by clicking the “Select” icon
present in the last column (Highlighted in Figure 6). As you select a post outline to be assigned to a staff
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member, you will be directed to a new screen as below, where you will be required to provide payroll
information for the individual (See Figure 7).

User Guide for Managers & E-KSF Administrator for Process “Assign PO to Staff”

Basic information on the Post Outline

ESR Assignment Murmber: | Select hdl

Employee Mame; Sarah Smith

Manager Mame: Richard Bradbury

Already Assigned Post Outline: L_lb

Staff's Specific Post Title: * |Chap|ainc1,r Secretary

Pay Band:

Fay Point: * MNone A
Gateway: * v
Incrernent Date: * |31,-’1EI,-’2IIIEI? w | OD/MMATTY

Figure 7: PO Basic Information - E-KSF Administrator

All the information is mandatory here; you will need to know what the individual's ESR Assignment number
is and which gateway to choose. E-KSF will then automatically populate the pay-points and incremental
dates of the staff member. If you do not have this information, you may need to contact your Human
Resources office, KSF lead or the individual. Once done, click “Submit” button and the post outline will be
assigned to that staff, replacing the current Post Outline. The confirmation message will also be displayed to
you.

Note: If this guide does not answer all your questions, please take time to write to contact@e-ksf.org or
support@e-ksf.org. More manager documents for the tool are available from our interactive guide on www.e-

ksfnow.org.

Updated September 2007 — site version 6.0 Page 9 of 9


mailto:support@e-ksf.org

	E-KSF Administrator - Manage Post Outlines to staff without managers

