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This guide describes how you as an individual user 

can use the e-KSF online tool to manage the KSF 

post outline assigned to you. 

 

It explains step by step how to manage your Planning 

Information, Personal Development Review, 

Objective Setting and Personal Development 

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

 

This document is designed to help you get started using e-KSF to support you through the Knowledge 

and Skills Framework. It will guide you step by step through how to manage your Planning Information 

(agreeing review dates), your KSF Personal Development Review (KSF evidence), Objective Setting 

and Personal Development Plans, in line with the post outline that you will have discussed with your 

manager and have been assigned on e-KSF.   

 

To use this guide, you’ll need a computer with internet access, and also a username and password 

for the e-KSF tool. Your KSF Lead, e-KSF Administrator or manager will provide you with these 

details. 

Logging on to e-KSF 

Go to www.e-ksf.org  where you will see the following page: 

 

 

Enter your username and password in the boxes shown above and click “Login ”.  

If this is the first time you’ve logged in to e-KSF, you’ll be asked to: 

·  Confirm a terms and conditions page – read the information and select the “Accept ” button at 
the bottom of the page.  

·  Update your username and password to something more secure and memorable, and create 
other security questions and answers which can be used if your account gets locked. 

Personal information you enter on e-KSF can only be seen by you and your reviewer. The terms and 

conditions page contains more information about who can see what summary data, but the detail of 

your review and PDP can only be viewed online by you, the person carrying out your KSF review, and 

your Service Manager.  

Once you’ve completed the login process, you’ll be taken to your Personal e-KSF Homepage.  
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Your Personal e-KSF Homepage 

Your Personal Homepage is shown below. Until you have been assigned an outline, the 4 segments 

on the right-hand side of the screen will be greyed out, changing colour when an outline is assigned, 

and you start to record Appraisal information (in this example an outline is assigned, and information 

has been added to the 3 review screens).  

The buttons across the top of the page appear on every part of e-KSF, and allow you to access 

support and training materials, change your personal e-KSF details, view your organisation’s 

objectives and key e-KSF contacts, and Log out. You can click “Home” to return here from anywhere 

in the website. 

 

In the bottom right-hand corner of the screen you can click to access the “Classic Reviewee 

Homepage ” – this simply provides a different view of your Homepage, with the 4 review stages listed 

(instead of appearing as segments), and includes more functions which may be useful to you. 

The colour coding is quick guide to what needs to be completed to give you a full KSF record: 

·  Grey – information not added yet (e.g. if your “post outline” segment is grey, this means that 

you have not yet had an outline assigned) 

·  Orange – some action or signoff needed, either by you or your reviewer (boxes are orange if 

information has been added, but is not yet signed off) 

·  Red – no information added, or information out of date (e.g. if your review is more than 12 

months old, then you and your reveiwer need to record a new one, so the review segment will 

be red) 

·  Green – all information up to date, though the information is still accessible to you and you 

can, for example, still add to your PDP. 
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A screenshot of the Classic Reviewee is shown below – the additional functions listed here are 

explained later in the Guide. 

You 

can return to the new Personal homepage (shown above) by clicking again in the bottom right-hand 

corner of the screen (“Click here for new reviewee homepage ”). 
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Changing your Username and Password 

When you initially log on to the system we recommend that the first things that you do are:  

·  Update your username and password to something secure and memorable – highly 
recommended, ensuring confidentiality between you and your manager / reviewer.   

·  Enter your own secret question and answer – this is used if you need a reminder of your 
password in the future.  

You may have done this as part of the “logging on to e-KSF” part of this guide. If you didn’t or if you 

need to update this information, click the “Edit Personal Details ” button (shown below):   

 

After selecting this link the following pop-up window will appear, showing the details that were entered 

to set you up on the system. You can change your job title, phone number, mobile number and email 

address if any of these details are incorrect.  
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Once you have changed your username and selected the “Update ” button you will see the following 
confirmation window:  

 

 

 

Click “OK” 

You can change your Login Name  

(Username) to either:  

·  Your email address  

·  Your mobile number  

·  Or to anything else more memorable to 

you.  

To do this select one of the check boxes 

above Login Name, make the change and 

then click “Update”  

 

Note: Your username has to be unique on 

the system. You may find you need to try a 

few different usernames, to find one that’s 

unique. For this reason, using your email 

address as your username is often useful. 
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Now you need to change your password. From your home page select the “Edit Personal Details” 
button again to open the personal details pop-up window:  

 

 

You will then be taken to the following page: 

                                           

 

Enter your existing password in the top box, and then your new password twice in the next two boxes. 

Then click “Submit ”.  

 

Text on the screen will confirm that your password has been successfully changed. Click “Close ” and 

you will be returned to your home page.  

 

Your password should be at least 8 characters and s hould contain letters and numbers.  

 

Under the “Change Password” section 

click the “here”  link (highlighted).   
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DON’T share your password with anyone else. If you do suspect that someone else knows your 

password (or you have requests, suggestions or system issues), let our support desk know by clicking 

“Support ” on the top row of buttons on the website.  

 

In certain situations our support desk can access your password, so please don’t  use the same 

password as you use for other personal systems (e.g. your bank account!).  
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The KSF Review Process 

The e-KSF tool mirrors the overall KSF process – of review, development and evaluation. As a 
member of staff covered by Agenda for Change you’ll probably use e-KSF for the following four main 
processes: 

 

 

·  Planning your review 

·  Recording your review 

·  Creating a development plan 

·  Evaluating your learning 

 

 

 

 

A note about entering data in e-KSF 

The e-KSF review is an activity created in partnership. Both the reviewer and the reviewee are able to 

create a new review document (KSF evidence against the post outline), allowing individuals to take 

more personal responsibility for the review process, and also enabling them to start a review 

document at any stage during the year and use it to record evidence in the lead-up to a review. Both 

parties can enter information, but both parties also need to agree that the data entered is accurate 

and appropriate, and this is done through a series of electronic “signatures”. For example, if, after a 

review, your reviewer enters data on e-KSF, you’ll be asked to log in and approve the record of the 

review. Similarly, if you enter the data, your reviewer will be asked to confirm it. 

Note that your reviewer can be a different person to your line manager – your manager will tell you if 

this is the case. 

This process of data entry and confirmation can be a “to-and-fro” event – for example, if your reviewer 

enters data, and then you log in and find an inaccuracy, you can change the data yourself, but then 

your reviewer needs to reconfirm your changes. This process can continue until you both agree that 

the e-KSF record is accurate. Once you both confirm it’s accurate, the electronic document becomes 

“read only” and no-one can make further changes. You can, if necessary, create a new document to 

jointly record that your progress against the KSF, and your development plan, has changed. 

The remainder of this document assumes that you will be entering the data and your reviewer will 

confirm it – however, if your reviewer has used e-KSF, then instead of blank pages, you might see 

text and dates to review and confirm. 

In case of having two jobs with two different managers, confidentiality rules are enforced so that 

manager B cannot see the review or PDP details entered by manager A.  
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Recording Review information on e-KSF 

We will now consider the 4 stages of the Review cycle as shown on the new Reviewee Homepage. 

 

 

 

1. Post Outline screen 

Clicking “View my Post Outline ” will take you to your assigned outline, showing the Dimensions & 
Levels which are relevant to your post. Click “Create PDF for Print/Save ” at the bottom of the screen 
to convert your outline into a useful, easy-to-read document. 
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 2. Personal Development Review screen 

One of the most important screens in e-KSF, the Personal Development Review (PDR)  screen 

allows you to record how you are performing against each of the dimensions in your post outline. This 

evidence-gathering is your essential review/appraisal preparation. As part of the review you can 

identify skill and knowledge gaps and plan how to address these gaps.  

 

To add to or view your KSF evidence, click “View my KSF Development Review ” on the Homepage 

- the following pop-up will appear. Click “Personal Development Review ” to access the evidence 

screen (the link will also tell you where you are in relation to the Gateways – Foundation Gateway, 

Working towards Second, Second Gateway, or Above Second Gateway). 

 

 

 

N.B. A recent e-KSF enhancement now means that if your reviewer has not yet created a Personal 

Development Review (PDR) document, you can click “Create new personal development review 

document ” in the pop-up, to open a PDR screen, and begin recording your evidence.  

The “status ” shows that this screen is Editable – when the evidence is agreed and signed off by you 

and your reviewer, this will change to Completed. This PDR screen will then be archived, and “Read 

only” – and you will begin a new screen for the following year’s review.  

On clicking the “Personal Development Review ”  link in the pop-up, you will be directed to the 

following page.  
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The Personal Development Review (PDR) screen 

 

 

 

This shows the Dimensions in your outline, and the Levels required at the Foundation & Second 

Gateways. Enter your “Current Level ” in the drop-down box for each Dimension. Click the 

“Evidence ” bubble to record your evidence (your reviewer also has access to this screen, and can 

contribute to your evidence with their feedback/observations). CLICK “SAVE” REGULARLY. 
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You can also “View/Upload ” files that have been used as supplementary evidence by clicking the 

link. This upload files function may be used by your organisation to record non-KSF information (for 

example career discussions). Finally, there are Staff, Reviewer, and Manager Comments links 

towards the top of the page where other information about the review can be added. 

When you have completed entering information (all the evidence bubbles are green, and current 

levels are chosen and agreed between you and your reviewer), then you will need to sign off the 

screen to show that you are happy with the information. To do this select the “Yes” against the 

Individual sign off  (as shown above in red) then click “Save”. 

Your reviewer will be able to see if you have passed your Personal Development Review by 

comparing your current level to the required level of the post outline. When all the current level 

numbers are equal to (or exceed) the required levels, the gateway is achieved. On the other hand, if 

the current level is less than the required level at gateway points, then further development may be 

required before passing the gateway.  

This next section (here to the end of page 14) refe rs only to gateway reviews  (foundation 

reviews in your first year in a pay band, and second gateway reviews at a pay point towards the top of 

your pay band) 

If your KSF review record indicators that you’ve demonstrated that you are applying the knowledge 

and skills required of your post, then e-KSF will record that you’ve passed the gateway, your pay point 

is automatically incremented and the review process is complete. 

If the levels recorded on your KSF review indicates that you and your reviewer agree you have not 

passed the gateway, then, the following popup window appears: 

 

      

  

At this screen you or your reviewer need to specify the reason for delay in pay point increase in the 

text box. If the first option is more appropriate, you will then follow the “Short Term action plan ” 

process on e-KSF, but your pay point will automatically increment as usual. 
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On the other hand, if you select the second option from the above screen, then the pay point will not 

be incremented; you will still agree a “Short Term action plan ” to address your development needs. 

An email is sent by the system to the e-KSF administrator to inform them. 

 

On selecting the appropriate option, click the “Submit ” button. Now the “Short Term action plan ” link 

is enabled in the PDR pop-up as shown below: 

 

The “Create new review document ” link will also appear, allowing you to add additional review 

documents.  

 

The following page appears when you click the “Short Term action plan ” link: 
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First you need to enter the timescales for the short term action plan within the text boxes at the top of 

the page.  

 

You can then use the text boxes shown next to each KSF dimension to enter what short term 

development plans you have agreed with your reviewer. The only dimensions you’ll see on this page 

are the ones where you have indicated, in the Development Review, that there are still development 

needs. 

 

After completing this information select the “Submit ” button at the bottom of the screen.  

 

When you have completed the Short Term Action Plan, you and your reviewer will re-do the Personal 

Development Review stage and if it is successfully completed then the KSF review process is 

complete. Alternatively if you both agree that there are still development needs, then you’ll be able to 

create another short term action plan, and can keep repeating this process until you meet the 

knowledge and skills requirements of the assigned post outline. 
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3. Setting Objectives 

Note: this element IS NOT a compulsory part of the KSF review process, but is a very useful part of 

any appraisal process. Your manager or reviewer will tell you if you need to use this function. 

 

Start by clicking the “View my Objectives ” link on your homepage: 

 

You’ll see the following pop-up: 

 

 

Click on the “Editable” link which will appear towards the top of the box. If your reviewer has not 

opened an objectives screen, click “Create new objectives document ”. You’ll then see a form like 

this one:  
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You can click “Add Objective ” at the bottom of the page to add new objectives – creating one 

objective per line. Here you can record: 

·  The objective 

·  Target completion date 

·  Constraints identified (what, outside of your control, might stop you achieving the objective) 

·  Action plan and evaluation process (how the objective is going to be achieved, and how 

performance will be measured) 

 

When you or your reviewer have entered the agreed objectives, these need to be signed off 

straightaway by both parties (unlike the Personal Development Review screen, which is signed off at 

the end of the review process). Change the Individual sign-off  box to “Yes” and then click “Save”.  

 

When your reviewer has signed off the objectives, you can update the “Status ” drop-down box 

(shown below in red) and “Comments ” boxes. 
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4. Creating Your Personal Development Plan  

Your “Personal Development Plan (PDP) ” identifies your learning and development needs, and lists 

the activities you undertake. On your homepage click the “View Personal Development Plan ” link.  

 

 

 

 

 

 

 

 

 

 

 

You’ll see a page like this one: 
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Unless your reviewer has added activities, you will start with a blank screen. 

 

 

Click the “Add new activity ” button to add new rows to the PDP. In each row you can enter: 

·  Activity details (what you plan to do) 

·  A Learning Aim/Purpose 

·  Target date for completing this activity 

·  Linked activity from database – if your organisation has activated this module. 

(We’ll cover the other boxes on this page later) 

 

If you want to link your PDP row to a specific learning and development activity or course provided by 

your organisation, you can click the “Link Activity ” text. Note that you can have PDP rows that are 

not linked in this way –learning on the job, for example, would not be linked like this. 

If you do decide to click the “link activity” text, then the following pop-up window will open. 

 

 

You can search for an Activity under the listed 

options.  

Clicking “Browse ” (recommended) will show 

the full list of options, enabling you to find the 

activity you want. 

 



   

Updated June 2008 – site version 6.1 Page 20 of 26   

 

 

Your search results will be shown in a separate window like the one below. Here you can view the 

details of the activity or select the activity you wish to link to the PDP. 

.  

Select a check box and then click “OK” to add the activity to the PDP. 

You’ll see that the main PDP page has now changed, to reflect the activity you’ve added. 

You should now enter more information about the activities in the remaining light-blue boxes: 

·  “Priority ” for development (choose from the 4 options in the drop-down box) 

·  “More Details ” (which opens a new window to enter further information about this activity) 

·  “View/Upload Files ” – select this to view/upload the relevant files. 

·  “View Linked Dimensions ” – click this to associate the activity to KSF dimensions, whether 

they’re in your post outline or not. You should always identify at least one dimension to be 

linked to the PDP activity. 

Note: - Each activity can be approved individually. Both you and your reviewer have access to this 

page, so you can add learning activities as you undertake them, building up a history of learning and 

development. 

Once you have completed the PDP row, click “Save”, the following confirmation window will open: 

Leave “Activity Title” selected and click 

“Browse ”. 
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Evaluating Activities in the PDP 

Once an activity is entered on the PDP you can log on to the system and track which ones have been 

completed. If you change an activity status to “Completed ” on the PDP, you’ll see this pop-up: 

 

 

Record your reflections about the 

effectiveness of the learning, and how you 

will apply it in your practice (this will 

provide useful KSF evidence). 

Once completed, click “Save”. 
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Completing the e-KSF Review process 

When the 4 review stages are completed and signed off, the segments of the review cycle will appear 

as green (rather than grey or orange as previously). It is important that these review stages appear as 

green after your review, so as to ensure accurate reporting by the Trust – please make sure that you 

and your reviewer keep the e-KSF record up-to-date and accurate. 

 

 

 

 

 

 

 

 

 

Extra Functions available in the “Classic Reviewee Homepage”. 

In the bottom right-hand corner of your Personal homepage, you can click to access the “Classic 

Reviewee page ” – this simply provides a different view of your Homepage, with the 4 review stages 

listed (instead of appearing as segments), and more functions which we’ll consider now. 

 



   

Updated June 2008 – site version 6.1 Page 23 of 26   

Planning Your Review 

The planning stage of the e-KSF is used to record the dates that you and your reviewer agree for your 

review, creation of your PDP, and evaluation of your learning.   

Select the “View Planning Information ” link from your homepage.  

After selecting the “Planning Information” icon you will see a page like the one shown below:  

 

You should enter review period start and end dates in the two left-hand boxes, and then suggested 

dates for the Personal Development Review Discussions, Personal D evelopment Plan (PDP) 

Creation  (note that this date may be the same as the review discussion date) and PDP Progress 

Meeting (probably six months later).  

 

You can use the “Print ” buttons to keep a paper record of these dates.  

 

Once you’ve finished entering dates, select the “Staff ” check box by clicking on it to show that you’ve 

confirmed these dates, and click the “Submit ” button. 

e-KSF uses these dates to remind you, and your reviewer, about key KSF activities. 
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Viewing/Editing Post Outline Delegated to me: 

Your manager or e-KSF Administrator can delegate draft outlines to you, to view or edit. To manage 

these, click “View/Edit Post Outlines delegated to me ” (highlighted in red). 

 

  

 

The following page will open, listing the outline(s) delegated to you: 
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By Clicking “View details ” to the right of the relevant outline, you will be able to view or edit the 

outline (depending on the delegated rights). If you have editing rights, you will then be able to amend 

the outline details (screen below), with the exception of the Post Title. 

 

 

When these details are correct, clicking “Save and Proceed ” will take you to the page below. 

 

Here you can edit the dimensions and levels (for the Full outline and Foundation subset), you can 

also alter the Indicators required for the Foundation subset, and the examples of application. When 

the outline is complete, you can send the outline back to its original author by clicking “Return Rights 

To Manager ”. 
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Set View Access 

If you have moved between NHS organisations, and both organisations are using e-KSF, then you 
can have your KSF review and PDP records transferred automatically too, so that your historical 
information appears when you log in under your new organisation. 

However, we understand that this information is personal to you, and you need to be in control of 
what your new organisation, and new manager/reviewer, can see of information created by you while 
you were at your  old organisation. 

Because of this, we’ve now added a new “set view access” feature which lets you determine what 
information – on your objectives, review and PDP page, over various date ranges – you’d like your 
new organisation to see. You’ll only see this link if you’ve moved to a new organisation. Please see 
the separate “set view access” guide available on the e-KSFNow website for more information about 
this feature. 

Extra Functions available in the “Classic Reviewee Homepage”. 

 

Apart from “Planning Information ” and ”Delegated Post outlines ” (described above), the other 
functions include – 

·  Data and pro-forma printing options (enabling you to print out blank versions of all the 
screens, as well as your outline and other information). 

·  Access to the Post Outline Libraries;  

1. the National Library includes outlines submitted by Trust e-KSF Administrators and 
approved by the KSF Policy Group  

2. the Shared Library includes the outlines of Trusts who have granted your organisation 
access to their Local Library 

3. the Local Library includes outlines which have been approved for use within your Trust 

·  The KSF manual. 

·  A National Occupational Standards database, including competencies in all professional 
areas and sectors which may be linked to individual outlines and records. 

 

For further assistance on how to use the e-KSF tool, please talk to your local e-KSF Lead or 

Administrator. You can also find more instruction manuals and information at www.e-ksfnow.org, or by 

logging on to e-KSF and clicking “Training Materials ” or “Support ”. 

 

 


