e-KSF online tool

Inter Authority Transfer
(Scotland/SWISS version)

This manual explains how the e-KSF
“Inter  Authority  Transfer”  (IAT)
processes employees who have
moved  organisations in  NHS
Scotland.




Introduction

NOTE this guide applies to all organisations in NHS Scotland.

The SWISS system stores data about all employees in NHS Scotland. As employees move
between boards, SWISS gets updated so that employees’ data can be transferred with

minimal re-entry of data.

e-KSF is linked to SWISS, so we can also use changes in SWISS data to move employees

between different parts of the e-KSF system.

From September 08, each week we receive a “changes file” from SWISS which shows
changes in employee data. We use this changes file to spot when someone who's already in

the e-KSF system, has moved to a new organisation. The process is explained below:
1) Assume a record already exists for an active user in e-KSF

2) If this person leaves a Board, then SWISS sends us an automatic request to “archive” the

user record in e-KSF

3) If the person then joins a new Board (immediately or at some point in the future, after a
career break for example), SWISS sends us a “new starter” record. We can use the
SWISSID for the employee to match up this new starter record with the archived record,

and can then mark an employee for IAT

4) We re-activate the user record, in the new board. The e-KSF administrator will see this
new record under the “inter authority transfer” section of the e-KSF admin homepage, and
has the chance to update the employee record to show new manager, new email address
etc. The individual themselves, when they first log in to the system, has the opportunity to
decide what of their historical e-KSF data (gathered in their previous employment) they

want to share with their new organisation and new manager.
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As shown in figure below.
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b. The administrator can use the Associate with Manager link (highlighted red in above figure).

i. Click Associate with Manager link to allow the admin user to search for an existing

manager in the e-KSF database. The following window appears.




Click on Search by specifying a criteria or click browse to see the list of all managers.

The results of the search are displayed as shown below

ii. Select an appropriate user as a manager for the employee and associate the user

with that manager.

On Transferred IAT employees page, click “% to view the Organisational History of the
employee as shown below. It displays name of previous organisation and the Employee Job
Title.




On Transferred IAT employees screen Admin has the option to overwrite (or leave

unchanged) the existing email address of the transferred employee.

On Transferred IAT employees page, clicking icon allows the administrator to add
employee to the organisation which adds the record to e-KSF. This also triggers “New

Employee” global email alerts that are present in this organisation.
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Information about reviews, objectives and PDPs that this reviewer has initiated, input or

signed off in the past (i.e. not those from the previous organisation)

PDP rows with target date for completion within past 2 years, which are marked

statutory/mandatory




