e-KSF online tool

Set View Access Function of e-KSF
Staff Role

This manual explains how employees
can manage any previous learning
records on e-KSF, when they move to

a new employment.




Set View Access Function of e-KSF Staff Role

e-KSF receives employee data from payroll systems (e.g. ESR in England and Wales and SWISS
in Scotland). If you previously worked in an organisation that uses e-KSF together with a payroll
system, and your new organisation also uses both, then we can identify that you've moved under a
process called “Inter Authority Transfer” (IAT).

Note that is process only works within-country. Employees moving from Scotland to
England/Wales, or vice versa, will still need to contact the e-KSF support team to get their records
updated.

When an employee transfers to a new organisation, employee-specific KSF data e.g. Review(s),
PDP(s) and Obijective(s) also automatically transfers to the new e-KSF organisation. However,
this data is not directly visible to Manager(s) and Reviewer(s) in your new organisation until

you log in to e-KSF and set relevant access, via this “set view access” process.

This guide will explain how you can grant access to your previous Review(s), Objective(s) and
PDP(s) to your manager and reviewer in your new organisation. Please note that this process
does not apply to post outlines. Your post outline history can be viewed by your new manager(s)

and reviewer(s) at any time, because post outlines are not considered personal data.

1. The staff member, on first login after they have moved organisations via IAT sees an

automatic pop-up after login:

Since vou last logged in to e-KSF, you hawe moved to a new
organisation. You should now look at your KSF review, objectives
and PDP data and tell e-KSF what data your new manager and
reviewer can hawve access to, Mote that vour new reviewer
automatically has access any PDP rows from the past 2 years
marked statutory/mandatory, so that they can decide whether and
when yvou need to repeat mandatory training, vou can tell e-KSF
what else to show and hide from your reviewers, by clicking the "set
wiew access" function on your reviewee homepage,
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2. User has new option visible — Set view access (highlighted in red in figure below) on
his/her staff homepage.

This function is visible only for staff that have moved
organisations on e-KSF, where both old and new organisations
have linked either ESR (in England and Wales), or SWISS (in
Scotland), to e-KSF.

This is what the staff homepage looks like once you've clicked the “show classic view” link
at the bottom-right corner of the screen

Home About Us Training Materials Support Edit Personal Details Org. Objectivas Key Contacts Log Out | What's New

Welcome Graham Smith, your Emplaying Organisation is ESR Integrated EO for e-ksf 6.1, in e-ksf taam internal use 2.

@ My Personal KSF Homepage ‘; Functions Available to Me

> yiew My History of Post Outlines

wielcome to your personal homepage for the s-KSF, the MHS
Knowledge and Skills Framework (KSF) on-line system. The KSF > Wiew Objectives
is a staff development system for the NHS which has been
knowledge you need to do your job. If you have not used the
View Personal Development Plan

KSF before ask your manager how you can find out more about
it

view / Edit Post Dutlines delegated to me
From this page you can wiew your current and any previous KSF
post outlines and access your personsl KSF records including
your development revisws and personal development plan. You

>

>

5 View Dutlines in the National Library
can also view the text of the KSF itself and see KSF outlines for » |Yisw Shared Outlines

>

>

>

other posts. visw Local Library of Outlines
More information about the KSF can be found on-line at
weww.nhsemplovers org. Far further infarmation and help with the
=-KSF click here.

Search KSF

Search UK Competences Database
Please keep your username and password secure to aveid
unauthorised access to your data’.

Click here to download the user manual,

#  show Hints and Tips Click here for new reviewee home page.

3. Click the link highlighted in red in the above figure, and a pop-up is displayed with the
following options to select from:

e Set view access for review data
e Set view access for objectives data
e Set view access for PDP data

This is what the pop up looks like:
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Set View Access

Set ¥iew Access

@ set view access for review data
O Set view access for objectives data

() Set view access for PDP data

Assignments: | Select One v|

A drop-down list to select post outline name is used to cope with situations where you’ve
had multiple post outlines in the old organisation.

Set view access for review data:

a. e-KSF displays a list of reviews associated with the post outline for which the

selected reviewer is also associated (sorted by date oldest first):
Sign-off Date — Sign off date of the review

Reviewer Name - Name of reviewer who signed off this review
Manager Name: Manager associated with that post of employee
Review Type — Can be any (foundation, second, normal review)

b. Select check-boxes against each row to set access rights. And tell e-KSF that your

new reviewer can view this information.

(Some of these check-boxes may already be selected, if you have already been

through this process once — i.e. you can change the view access over time).

welcorne Graham Smith, your Employing Organisation is ESR Integrated EO for e-ksf 6.1, in e-ksf team internal use 2,

:9 Set Review Access Data

RRISEESES e S =S m

esradminz, esradminz, Foundatian

Check All - Clear All

here for our
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You can click on “& (highlighted in red in above figure) to see a read-only version of
the review document as shown below:

f;\ Record Personal Development Review
Post Outline Name: esradminZ_PostOutline_I

Staff Mame: Graharmn Smith Job Title:
Actual Review Date:™  |02/06/2005 3

Gateway: Staff Comments Reviewer Comments Manager

Comments Wiew/Upload Files

. . . . Foundation . . Eviden 3
_ Prmensien RS gutiing Lavel e —
c1 1 e,
e

COMMUNICATION Work Related 1 4
2 PERSONAL AND PEOPLE DEVELOPMENT Work Related 1 4 den
foxc} HEALTH, SAFETY AND SECURITY Waorl: Related 1 4
4 SERWICE IMPROVEMENT Work Related 1 4
<5 QUALITY Work Relatsd 1 4
fol3 EQUALITY AND DIVERSITY Work Related 1 4
<7 Test Work Related 1 1

Personal Development Revie Sign-off

Reviewer sign-off

Individual sign-off

print patail [ cancel |

On Set Review Access page you can Select appropriate check-boxes and click
Apply Changes or Cancel to return to homepage. If you click Apply Changes e-
KSF changes view settings to allow the manager(s) and reviewer(s) to view the

details of the selected reviews in read only form.

5. Set view access for objectives data:

a.

e-KSF displays a list of objectives associated with the post outline selected,
showing the following, sorted by date oldest first:

Creation Date: Objective creation date
Reviewer Name - Name of reviewer who signed off this objectives document

(Some of these check-boxes may already be selected, if you have already been
through this process once —i.e. a staff member can change the view access over

time).
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Home About Us Training Materials Support Edit Personal Details Org. Objectives Key Contacts Log Out ¥hat's New

welcorne Graham Smith, your Emplaying Organisation is ESR Integrated EO for aksf 6.1, in e-ksf team internal use 2,

@' Set Objective Access Data

A M

03/06/2008 esradminz,

Check All - Clear All

& Objective Settings for: Graham Smith
Target
Compeletion
Date
DD/MM/YYYY

s PO e (1 e

DD/MM/YYYY

This is Performance [4] This is Constraints
Objective Identified

03/06/2008

25/06/2008

Objective Sign-off

Reviewer sign-off Tes Pending

Individual sign-off Tes Pending

c. On Set Objective Access page you can Select check-boxes and then click
Apply Changes or Cancel to return to homepage. If Apply Changes is selected,
e-KSF changes view settings to allow the new reviewer(s) to view the details of

the selected objectives in read only form.
6. Setview access for PDP data:

a. e-KSF displays a list of PDPs associated with a particular post outline, showing the

following summary data:
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If Assignment is not selected then PDPs associated with all post

outlines are displayed.

Activity: Title of the activity

Linked Activity Title: Title of the linked activity (if any)

Reviewer Name: Name of the respective reviewer

Target Date for Completion : Target date for completion of Activity (if any)
Status - (editable, pending, agreed, completed)

Completion Date - (if status = completed)

(Some of these check-boxes may be already selected, if you have already been
through this process once — i.e. a staff member can change the view access over

time).

Some check-boxes may be auto-checked and greyed-out (so user can not change
them) where the PDP activity is statutory/ mandatory. Such activities will always be

visible to manager and reviewer of the employee in new organisation.

Home About Us Training Materials Support Edit Personal Details Org. Dbjectives Key Contacts Log Out | What's New

Welcorne Graham Smith, your Employing Organisation is ESR Integrated EO for e-ksf 6.1, in e-ksf team intemal use 2,

5
;:_'9 Set PDP Access Data

This is Activity esradminz, 25/06/2008 Pending

Check All - Clear All

HELP BACK

b. Click s tosee a read-only version of the PDP document as below:
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i Personal Development Plan For: Graham Smith

o click for | _
Activity o Linked . -
o iy R y (Whatwill Tdo) |PRority :ore Dimensions | S S Reviewer Staff Delete
o etails
More
o [This is 9 [This is B Details wiew
Uk osinerzo0s  [essoeszoos | SR sty Desirable for indivi view/ | Linked | Fending X
Activity
B B Upload  Dimensions.

Files

On Set PDP Access page you can Select check-boxes and then click Apply
Changes or Cancel to return to homepage. If Apply Changes is selected, e-KSF

changes view settings to allow the new reviewer to view the details of the selected
PDPs in read only form.
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