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This user guide is intended for the e-KSF Master 
Administrators. It is designed to serve as a quick 
reference for introducing you to the associated 
privileges of the Master Administrator – creating, 
editing, deleting, and revoking the admin rights.�
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User Guide to the e-KSF Tool for Master Administrat or  

 

The e-KSF is a secure web-application which allows an organisation to tailor and administer different 

user roles. Within an Employing Organisation (EO), the Master Admin role perches at the top of the 

hierarchy, managing the application. The Master Admin role, by itself, may or may not be assigned to 

multiple e-KSF users at the same time. Similarly, the Master Administrator can customise Admin 

Users/EO Admin/HR Admin, by adding, editing, deleting, assigning, or revoking the rights.  

 

Logging on to e-KSF 

Each user is assigned a valid login and a password to access the e-KSF toolkit.  

Type www.e-ksf.org in the address bar of your browser.   

The following page appears. 

 

Fig 1.1 e-���  Log in Page 

Enter a valid username and password, and click Log in .  

The default homepage (depending upon your access level) is displayed.  
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Fig 1.2 e-KSF SHA Administrator Homepage 

From your homepage, click  to access the Master Administrator Role. 

Following page displays. 

 

Fig 1.3 e-KSF Master Administrator Homepage – Assign Master Admin User Role 
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Creating Master Admin User Role 

You can create the Master Admin User Role. This role can be assigned by the existing Master 

Administrator to any intended user. However, the newly created Master Administrator inherits the 

same rights, as those of the existing Master Admin. 

To create a Master Admin, click Assign  option given against the Master Admin User Role , as shown 

above. 

The following window displays. 

 

Fig 1.4 User Search Screen – Assign Master Admin 

1. You may display all the user records by clicking Browse , or by stipulating a more specific 
search criteria, against which, to find the desired user record. So you can find a record by 
specifying any number of available search options, and finally clicking Search . You can widen 
your search by giving fewer options in the Search Criteria; hence displaying larger number of 
records. Similarly, you have the alternative to narrow your search down by being more specific, 
and giving more options in the Search Criteria, displaying fewer records. 

For more general search criteria, which may bring a large number of records, you can sort the 

search results by Last- or First-Name, and display up to 200 records (max) per page. 

 

After giving the search criteria and clicking Search , or alternately, by clicking Browse , from the 

User Search Screen (see fig 1.4).  

The following window displays. 
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Fig 1.5 User Search Results – Assign Master Admin 

1. When the user names are displayed in the User Search Results window; the User Details can 

be seen by clicking the user’s “Last Name” link under Last Name  column (see Fig 1.5). 

Following dialog displays. 

 

Fig 1.6 User Details – Assign Master Admin 

These user details can be printed, if needed, or the dialog box may simply be closed.  
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2. To assign the role to the intended user, click  under the Assign Role  column, against the 

target user (see fig 1.5).  

The following confirmation box displays. 

 

Fig 1.7 Confirmation – Assign Master Admin 

Click Yes to proceed, or click No to revert. 

           

Fig 1.8 Master Admin Role Assigned – Assign Master Admin 

Click Ok to proceed. 
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Revoking Master Admin User 

Once the Master Admin User has been created, it can be revoked at any point in time. To revoke the 

Master Admin rights, click Revoke  on the Master Administrator Homepage, shown below. 

 

Fig 1.9 e-KSF Master Administrator Homepage – Revoke Master Admin User Role 

Click Revoke . 

The following page displays. 

 

Fig 1.10 Current Master Admin (s) – Revoke Master Admin User 

This page displays all the records which have been entrusted with the Master Administrator user role. 

To revoke the Master Admin role from any user, click  from the corresponding Revoke  column, 

against the target username.  

The following dialog displays. 
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Fig 1.11 Confirmation – Revoke Master Admin User  

Click Yes to revoke Master Admin Rights  . 

The following dialog displays. 

 

Fig 1.12 Master Admin Role Revoked – Revoke Master Admin User 

Click OK to proceed. 

 

Admin User Role 

There can be multiple Admin User Roles within one organisation. You can customise Admin User 

Roles, specific to various functionalities. These Admin Users can work independently within the 

designated domains. You can add, edit, delete, assign, or revoke Admin User Role from an 

employee.  
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Adding an Admin User Role 

You can add a new Admin User Role by clicking Add  icon against the Admin User Role on the e-KSF 

Master Administrator Homepage, shown below.  

The following page displays. 

 

Fig 1.13 e-KSF Master Administrator Homepage – Add Admin User Role 

Click Add , as highlighted. 

The following page displays. 

 

Fig 1.14 Add Admin User Role – Available Functions 

To assign admin roles to the user, you can simply check the main categories. These main categories 

however, do envelop certain sub-categories, each having a check-box for itself. Clicking the Check-
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box of a main category would be assigning the bunch of sub-categories to the user; nonetheless, you 

can also assign selected sub-categories attached to the root category groups, by clicking them on 

individual basis. 

After selecting the options, you want to assign to any role, click Continue . 

The following page displays. 

 

Fig 1.15 Add Admin User Role – Preview 

This page is a second line of confirmation, to discretely present you with the assigned operations for 

the chosen Admin User Role. It is only to double-check your selection. 

Click Add  to proceed. 

The following dialog displays. 

 

Fig 1.16 Employing Organisations Admin Role – Add Admin User Role 

Enter Admin Role Name, and click Save to finalise the process. 

The following confirmation box displays. 



� � �

���������	
�����
��������������
����� ������������	 � �

 

Fig 1.17 Confirmation – Add Admin User Role 

Click Ok to finalise the process. 

Editing an Admin User Role 

After creating Admin User Roles, you can edit an existing Admin User Role, by adding or removing 

any function(s).  

To edit an Admin User Role, click Edit  against the Admin User Role on the e-KSF Master Admin 

Homepage, as shown below. 

 

Fig 1.18 e-KSF Master Administrator Homepage – Edit Admin User Role 

 

The following page displays. 
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Fig 1.19 Admin User Roles – Edit Admin User Role  

1. In case of editing the Admin User Role, the change would affect the users, given in the 

corresponding Associated Number of Users  column. 

2.  To view the record details, before editing it, click . This takes you to the Available 

Operations page. 

3. To edit the role, click . This leads you to the Available Operations page (see fig). 

 

Fig 1.20 Edit Admin User Role – Available Functions 

Click Continue  to proceed. 

You are led to another page (as shown below) to have a final view of the modified Admin User Role.  
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Fig 1.21 Edit Admin User Role – Preview 

Click Save to finalise. 

The following dialog box appears. 

 

Fig 1.22 Available Operations – Edit Admin User Role  

Click Save to complete the step. 

Deleting an Admin User Role 

While you can ‘add’ or ‘edit’ an Admin User Role, you have an option to ‘delete’ the created Admin 

User Role. To delete a role, on the Master Administrator Homepage (see fig 1.3), click Delete, given 

against the Admin User Role. Select  to delete the desired Admin User Role. 

The following dialog appears. 
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Fig 1.23 Confirmation – Delete Admin User Role 

Click Yes to permanently delete the role. 

Assigning the Admin User Role 

A tailored or customised Admin User Role can be assigned to any number of desired users. This 

feature helps organisations in sharing the responsibilities with other trusted users. New roles can be 

created or edited, and finally assigned to an intended user. To assign an Admin User Role, click 

Assign  against Admin User Role, on the e-KSF Master Administrator Homepage, as shown below. 

 

Fig 1.24 e-KSF Master Administrator Homepage – Assign Admin User Role 

To assign Admin User Role, click Assign.  

The following page displays. 
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Fig 1.25 Assign Admin Roles 

Select  to assign the Admin User Role to users. This leads to the User Search Screen (see fig 1.4). 

You can select/browse to find users in the manner, described above. After you finally select the user, 

the following window displays. 

 

Fig 1.26 User Search Results – Assign Admin User Role 

Click  to assign the User Admin Role to the selected user. 

The following dialog displays. 
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Fig 1.27 Confirmation – Assign Admin User Role 

Click Yes to confirm. 

The following dialog displays, confirming that the Admin Role has successfully been assigned to the 

selected user.  

 

Fig 1.28 Admin Role Assigned – Assign Admin User Role 

Click Ok to get back to the e-KSF Master Administrator Homepage. 

Revoking the Admin User Role 

As an e-KSF Master Administrator, you can allocate Admin User Role and can revoke any delegated 

Admin User Role at any point in time. To revoke an Admin User Role, click Revoke , from against the 

Admin User Role at the e-KSF Master Administrator Homepage, as shown below. 

The following page displays. 
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Fig 1.29 e-KSF Master Administrator Homepage – Revoke Admin User Role 

To revoke User Admin Role, click Revoke . 

 

The following page displays. 

 

Fig 1.30 Revoke Admin User Role 

To revoke the role, click . 

The following dialog displays. 
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Fig 1.31 Confirmation – Revoke Admin User Role 

Click Yes to confirm. 

The following dialog displays. 

 

Fig 1.32 Admin Role Revoked – Revoke Admin User Role 

Click Ok to finalise the confirmation process. 
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If this guide does not answer all your questions, for further assistance on how to use the e-KSF tool, 

please feel free to contact contact@e-ksf.org or support@e-ksf.org.  

More documents for the tool are available from our interactive guide on www.e-ksfnow.org. 


