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This user guide is intended for the e-KSF 

Managers. It is designed as a quick reference to 

get you up and running with the variety of 

functions provided to you as a manager within 

the tool.  
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User Guide to the e-KSF Tool for Managers 

 

Welcome to the integrated toolkit for the Knowledge and Skills Framework: e-KSF Version 6.1.  

The following document includes step-by-step instructions and screenshots to support our ongoing 

use of the e-KSF online tool. To follow this guide, you’ll need a computer with internet access, and 

also a username and password for the e-KSF online tool. Your organisational KSF lead or e-KSF 

Administrator will provide you with passwords.  

1. Go to www.e-ksf.org . You’ll see the following page: 

 

 

 

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

If you’ve forgotten your password, click the link below the login box to get an email reminder. 

e-KSF requires users to input characters displaced in an image when they request a password 

reminders. This reduces the threat of any automated “login name guessing”. 

Note that as a manager, you will typically have 3 different access roles on e-KSF: 

·  Manager  – used most often for creating and assigning post outlines 

·  Reviewer  – for recording reviews, objectives and PDPs 

·  Reviewee  – for accessing your own personal KSF review and PDP data 

This guide covers manager functions . For reviewer and reviewee functions, please see the guides 

available for download on the reviewer and reviewee homepages, or from www.e-ksfnow.org. 
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Part I - Creating & Approving a Post Outline 

Once you’ve logged on successfully, click “Create/Customise KSF Post Outline ” from your manager 

homepage (The link is highlighted below):  

 

 

You’ll then see an option pop-up box appear, like this one: 

 

From the above screen, you can select one of the options to create a post outline for your staff. You 

can create a post outline from scratch or copy/customise an approved outline that matches your 

requirements. Moreover, you can copy/customise draft post outline that have yet not been sent for 

approval.  
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Part II – Assigning/Unassigning Post Outline to Staff ��
 

As an e-KSF Manager you need to assign a KSF post outline to each of your staff (unless your central 

e-KSF administrator has done this on your behalf). The pay progression (at gateway points), career 

development and future growth of an individual depends on fulfilling the requirements of the assigned 

post outline, and a Review cannot be recorded on e-KSF unless an outlin e has been assigned . 

 

Assigning Post Outline to Staff:  

To assign a post outline to an individual, simply follow the following instructions: 

Click on the “ Assign Post outline to staff”  link (highlighted below) from your home page. 

 

 

 

 

On clicking the above highlighted link, a staff member search pop-up screen will appear as shown 

overleaf: 

�

�

�
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On the above screen, you can provide search criteria for a staff member (e.g. first name, last name 

etc), and click the “Search”  button. Alternatively, you can browse for all staff assigned to you on e-

KSF by clicking the “Browse”  button. You will be directed to the following search results page. 

 

�

On the above screen, you can identify the staff member you wish to assign a post outline to, and click 

on the icon for that staff member in the column ‘Assign Post Outline’  (as circled above). 
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A pop-up screen will now appear, as above, where you can search for the relevant post outline for the 

selected staff member. This can be done with a number of different search criteria. If you know the 

Post Outline title as it has been approved on e-KSF, then you can type this criterion into the Post 

Title  field. 

If you are unsure of this, you can use any of the other search criteria options shown above.  

 

Once you have input the information, click on the Search button. 
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A list will now appear of all the outlines which meet your previously defined search criteria. Simply 

locate the outline you wish to assign (Note: if there are many outlines listed resulting from your search 

criteria, you may need to check through a number of pages to find your outline, or define your search 

more specifically).  

Once you have located your outline, select it by clicking on the green button with the white tick, as 

circled above. 
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Once a Post Outline has been selected, you will have this screen (above). From here, all the 

information is mandatory, and you will need to know the pay-point and incremental dates of the staff 

member.  

 

If your organisation has a link between ESR (Wales and England) and e-KSF, you can select the ESR 

Assignment Number for this staff member from the drop down list available (as shown above), which 

will automatically populate the mandatory fields of this screen.  If the individual only has 1 ESR 

assignment (i.e. only 1 job) then this number will appear automatically. All you need do now is select 

the Submit  button at the bottom of the screen to complete the assign outline process. 

 

In Scotland, we’ve linked SWISS to e-KSF, and the process is similar – select the individual’s job from 

SWISS, and the other pay information will be added automatically. 

 

If you do not have an e-KSF/ESR link in place, this data needs to be entered manually, and you may 

need to contact either the staff member themselves or the Human Resources office/Payroll dept for 

this information. Once this data has been inputted manually, click the Submit  button at t he bottom of 

the screen to complete the assign outline process. 
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Unassigning/Replacing a Post Outline for Staff:  

 

 

 

As an e-KSF Manager you can unassign a post outline from individuals – useful if it’s been assigned 

in error. On unassigning a post outline, the staff will no longer be working according to the current 

post outline. The current post outline will be replaced with the last assigned post outline. The 

individual will no longer be having any post outline if the post outline that is being unassigned is the 

only assigned post outline to this staff. 

 

To unassign a post outline, click on the icon in the Post Outline  column for the staff member (as 

shown above). 
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A pop up-screen will now appear with details of the post outline assigned to this staff member (as well 

as any previous outlines which have been assigned to the staff member, which are now listed as 

‘archived’.) 

To Unassign an Outline  

To unassign  a post outline, click on the icon for the current post outline in the ‘Unassign’  column. A 

series of pop-up boxes will appear asking to you confirm your request. Simply click ‘Ok’  on these to 

unassign a post outline 

 

To Replace an Outline  

To replace  an existing outline with a new one (e.g. if the staff member has changed roles, or if the 

outline you have assigned was done so by mistake and needs correcting), click on the icon in the 

‘Replace’ column. 

 

Note: A post outline cannot be unassigned if there is data present with post outline against Planning 

Information, JDR, Objectives or PDP. You can only unassign a post outline if you do not have future 

commitment against any of these stages. In case you still need to unassign the selected post outline 

from the staff, you can contact support desk. 
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Part III – Assigning/ Revoking Rights to Edit Post Outline  

As an e-KSF Manager you can assign/revoke rights to the staff/manager users to edit a post outline. 

To give this right to the users, just follow the instructions as below: 

Click on the highlighted “Assign/Revoke Rights to Edit Post Outlines” link. 

 Note: You will have to scroll down on your ‘Functions Available to Me’ to find this link. 

 

As you click the “Assign/Revoke Staff Rights to Edit Post Outlines” link, you will be able to carry 

out the following activities. 

·  Assign post outline edit rights to staff as well as to manager users. 

·  Revoke assigned rights from staff/manager users to edit post outline. 

·  View alterations carried out by staff/manager users to the post outline initially created by 

manager. 

 

 

 

 

 

 

 

 



� � �

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

 

 

A search screen will now appear asking you to specify which outline you wish to find. You can only 

search for outlines you have authored yourself on e -KSF. You can either enter the post outline 

title in the relevant field and select the ‘Search’  button, or leave this blank and click the ‘Search’  

button straight away (this option searches e-KSF for any and all outlines you have authored). 

 

Now identify the outline you wish to delegate edit rights out for, and select it (as shown above). 

 



� � �

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

 

 

From this page, you can assign/revoke rights from staff/managers to edit post outline. To assign edit 

rights to staff/manager users, simply click the link ‘Assign Read/Write Access’  (as highlighted 

above). You will be directed to a user search screen and on applying the criteria; you will get user 

search results. You can then select a staff member from the search results page to assign edit rights 

to staff. Please remember that you can assign edit rights to only one user at a time. 

 

On the other hand, if you want to assign only the read only access rights to staff, just select the link 

‘Assign Read Only Access’  (also highlighted above). Again a user search screen will appear. On 

selecting a user from the search results page, you will be able to assign read only rights to the 

staff/manager user. The staff/manager user that has been assigned edit rights will appear in the 

above list.  

 

You can revoke rights from the user by selected the tick box in the Select to Revoke  column for the 

staff member you wish to remove, and then clicking the “Revoke”  button at the bottom of the page.  

 

To view the comments added by the staff/manager user, you can click the “View Comments”  icon 

against the user name. 
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Viewing/Editing Post Outline Delegated to me: 

As an e-KSF Manager, you can view/ edit the post outlines delegated to you before they are sent for 

approval. To do this simply click on the highlighted “View/ Edit Post Outlines delegated to me” link. 

(Note: Again, you will have to scroll down on your ‘Functions Available to Me’ to see this) 

 

 

 

From this page, you can view/edit the post outline delegated to you. You can do this by clicking the 

above highlighted “View Details ” icon.  
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Part IV – Delegating Access Rights 

As an e-KSF Manager you can delegate secretary access rights to a member of your team. By giving 

this right to staff, you allow this person to act for you on e-KSF. You can only delegate rights to one 

staff member. You can also withdraw this right from staff at any time. To access this feature, just click 

the highlighted “Delegate Access Rights”  link (as shown below) from your home page: 

Note: This option is only available if your e-KSF Administrator has enabled delegated access rights. 

Not every NHS Trust has opted to enable this option. For more info, contact your local e-KSF/KSF 

Lead. 
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You will see a page appears as shown below: 

 

 

In the above screen shot, no staff member that has been given secretary rights. In order to delegate 

secretary rights to a staff, just click on the above highlighted button. A user’s search screen will open. 

 

By specifying criteria at the above user search screen, you will be directed to the following user 

search results page: 
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From the above page, you can select a user for delegating rights by clicking the relevant “Delegate 

Rights”  icon. The selected user will now have delegated access rights.  

Editing Access Rights 

To edit Delegated Access Rights, click the highlighted “Delegate Access Rights”  link (as shown 

below) from your home page: 
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At the above screen you can view the staff user that has been given access rights. You can give 

rights to some other user by clicking the above highlighted “Change Manager Rights”  icon. Again a 

user search screen will provide you with user search results. From the user search results page, you 

can select a user to assign access rights. 

In order to revoke secretary access rights, simply click the above highlighted “Revoke Access 

Rights” button from the above screen. The rights will be withdrawn from the staff. 
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Part V – Assigning/Unassigning Reviewer Rights 

As an e-KSF Manager you can assign reviewer rights to your selected staff. The reviewer will be able 

to view KSF post outlines, review the staff for their Planning Information, Joint Discussion Review, 

Objectives and Personal Development Plan. Reviewer will also be able to decide for the short term 

action plan of staff on the basis of their review.  

 

 

On clicking the above highlighted “ Assign/Unassign Reviewer Rights”  link, you will be directed to the 

following page with listing of all your staff members. Note: You will have to scroll down a bit to find 

this. 
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From the above screen you can view all the listed information of your staff. 

This is how you can selectively give reviewer rights to your staff. 

You can select the check box against a staff name to assign reviewer rights (circled above). Click 

“Save” at the bottom of the screen once you are done.  

The checkboxes against staff’s names that have already been assigned reviewer rights are by default 

selected. You can withdraw reviewer rights from your staff by deselecting the check box against staff 

name.  

Please note that the checkboxes against some of the staff names are by default selected and 

disabled. These are the manager users who by default have reviewer rights. 
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Assigning Reviewers to Staff 

 

You can assign reviewers to your individual staff members for reviewing them for their Planning 

Information, Joint Discussion Review, Objectives and Personal Development Plan.  

In order to assign a Reviewer to a staff member, the staff member being assigned a reviewer must 

have a Post Outline assigned . 

 

 

 

 

To assign a reviewer to your staff member, click the highlighted icon in the Post Outline  column (as 

shown in the screen shot above). 
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A pop-up screen will now appear, with details of the staff member and their post outline. Select 

‘Assign Reviewer ’ as highlighted above. 

 

 

e-KSF will now ask you to search for the reviewer by a host of different criteria. In most cases, you 

can simply click “browse” to see all the reviewers in your team. 
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Once you have located the staff member you wish to delegate Reviewer rights to, click on the Select  

icon (circled above). 

Note: If you cannot find the staff member you are searching for, try using full names (e.g. ‘Susan’ 

rather than ‘Sue’). If this doesn’t help, it may be that the staff member you are attempting to assign as 

a reviewer has not been granted Reviewer rights. Check back earlier in this section for an instructions 

on how to remedy this. 
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Part VI – Reports 

As an e-KSF manager you can access a summary of review and PDP reports for your staff.  

 

To view KSF reports, select a ‘View Reports’  from the Functions Available to Me list on your home 

page (circled below). Note: You will have to scroll down a bit to find this. 
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A pop-up screen will now appear, listing the types of reports available to you. 

 

Feel free to explore each of these reports at your own leisure. 

 

If you have assigned a post outline and correctly input a staff members pay details (or pulled these 

through from ESR or SWISS if you have the e-KSF/ESR/SWISS link in place in your organisation) the 

report Staff Pay Data  allows managers to see which staff members are approaching a second 

gateway. 

 

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 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. 


