How to run an ESR report for e-KSF data cleansing

Victoria Crowther, ESR teamx, and Tim Newham, 29th Nov 07

This short step by step guide explains how to run a report from ESR which contains the data fields you need for
e-KSF data cleansing work, prior to activation of the e-KSF/ESR link.

You can use this report to fill in gaps in your e-KSF data — for example if you have a user Joe Bloggs in e-KSF
with no NI number, you can find the relevant data from this ESR report.

Step 1-log in as “Ad Hoc” URP in ESR (NB only a small number of people in the organisation will have this
access level)
Step 2 - Run the "NHS Position Analysis — Position Detail” report
Step 3 - Drag and drop the following data items to the work sheet page:
First Name
NI Number
Legacy Payroll Number
Trust Identifier
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Step 4 - Take out any columns that are not required by going to Tools >Totals>Items Tab select the items that
need to come out and click the < button.

For example, you probably won’t need grade code or description, or job role, working hours etc. It's good
practice to only include the data that you actually need for the e-KSF data cleansing work, to avoid unnecessary
data processing and to ensure compliance with data protection
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Step 5 - run the report as an Excel file, and use it in conjunction with your e-KSF data to make sure that every
user record on e-KSF has an accurate NI number, ESR employee number and/or legacy payroll number

For more on the importance and process of data cleansing, please see the e-KSF/ESR section of
www.e-ksfnow.org.




