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The following document describes how you, as 
Manager or 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. 
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As an e-KSF Manager you can assign KSF post outlines to your staff. Only by assigning a post 
outline can you access the options for PDP’s, objective setting, join development reviews etc. The 
career development and future growth of an individual depends on fulfilling the requirements of 
the assigned post outline.  
 

1. Manager’s Link to Assign PO 
 
Assigning Post Outline to Staff:  
 
To assign a post outline to the staff, simply follow these instructions. 
 
Click on the “Assign Post Outline to Staff” link (highlighted below) from your home page.  
 

 

Figure 1: Manager’s Home Page 

On clicking the above highlighted link, you will be directed to a user search screen shown in 
Figure 2 overleaf.  
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Figure 2: User Search Screen 

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 department that are present in the 
system (numbered as 2 in Figure 2).  

If you do not see all of your staff in the search results or staff that you do not manage please 
contact your local eKSF Administrator who can correct this for you (click Key Contacts on the 
main homepage for their contact details). 

Doing this, you will be taken to a new screen displaying required staff in case if you provided 
some specific criteria for search, or to the screen displaying a list of all staff records in case you 
clicked “Browse”. In either case, 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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Figure 3: User Search Results 

1. Clicking on the “Assign Post Outline” icon will open a search screen (See Figure 5). At 
this screen, you have the option to search 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. 

2. 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 
your organisation’s Local library, which, depending on the size of your organisation, could 
be many pages long.  

 

Figure 5: Search Post Outline  
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Once decided on “Search” or “Browse” You will be directed to the search results page (Figure 6).  

 

Figure 6: Post Outline Search Results 

At this page, you can select the required post outline to assign it to the staff, by clicking the 
“Select” icon (green tick symbol) present at the last column (Highlighted in Figure 6).  

As you select a post outline to be assigned to your staff member, you will be directed to a new 
screen, where you will be required to provide some basic information for PO (See Figure 7 
below).  

 

Figure 7: Post Outline-Basic Information 
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All the information is mandatory here; you will need to know what ESR Assignment 
Number to choose from the drop down list, and which gateway to choose. The 
employee’s pay data (pay point and incremental date) will automatically appear once you 
have chosen the correct Assignment number from the drop down list. If you do not have 
this information, you may need to contact your employee (these details should be on their 
pay slip), the Human Resources office, KSF lead or the e-KSF Administrator. You can 
also assign a staff specific job title to the Post Outline in this screen. Once done, click 
“Submit” button and the post outline will be assigned to that staff, replacing the existing 
one, according to specified information. A confirmation message will also be displayed to 
you as below. 

 

 

Once a Post Outline has been assigned you can then reassign, archive or replace the 
outline. You can do this by clicking on the Post Outline icon next to the persons name as 
in figure 8 below. When you click on this icon a pop up will appear as in figure 9 overleaf. 

 

 

Figure 8 
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Figure 9 

 

3. You can explicitly archive a PO. For this, click on the icon “Archive” (See figure 9). 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 onceyou archive 
the PO it cannot be un-archived and you will have to assign this or another outline again. 

4. You can also assign a new PO to the staff. For this click on “Assign new Post Outline” 
link. This will take you to window shown in Figure 5. Rest of the procedure will be same 
as given in paragraph 3 above. Once you are done, this PO will be added in staff’s 
record, with status ‘Current’.   

5. You can also assign a new PO in addition to an existing PO, without changing the status 
of existing PO. In that case 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/roles 
and so multiple PO. 
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