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Introduction
This page describes the reports available in version 6.1 of the e-KSF in a “tree” format. The detail below is a root directory of the reports and shows you the available options and filters that you could utilise to get the results you desire. Reports are available for managers and administrators. You could also, as an administrator, specify an “Employing Organisation Report User” who specifically has access to the reports only and no other functions.
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The reports are available to export to Microsoft Office Excel; it is expected that to get the best from the e-KSF reports, you will use the functionality within Excel spreadsheets. If you need help with this on “how to use Excel spreadsheets to get the best of my reports” please contact us on info@think-associates.co.uk
To access the reports
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Using this Guide
This guide is in a “tree” format describing the reports available from the e-KSF tool. The guide has been designed this way so that it will help you see what the reports can offer, to help with this, each part of the tree format has an example given per section. To view the example, click on the underlined Example option to view the example page. 
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The examples are perhaps only one part of the report as this guide does not have all the variations for each section, you can view the type of information you are likely to see by looking at the tree itself and the various filters available. 
In this guide, each section is broken down into its directory groups. In this example it is User Data Reports. This is the same “level” as the pop-up box you first see when you click on View Reports from the administrators screen. Once you decide what type of report you would like to see, you will then be offered a choice of the details within the report section, this is listed as seen here below.
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User data reports:











Reference
List of all Staff in Organisation with Staff Name and login Date

Example

    UDR-01

Who reviews Whom?
This guide then displays the same information but in a “tree” format as shown below. The guide will also explain the various filters and drill down options within the report, again, shown below.



The reference number, in this example UDR-01, is for you to quickly reference a report that has errors or needs reviewing. Please quote this number when talking about reports to support.
Using the reports










Using the reports
Here is an example of a complete report. Each report will have a brief description of what it is trying to show along with the title and the description of where the report is being generated from; in this example it is the employing organisation Mark_Demo_EO

Some reports come with the option to go to other related reports without having to select the More Reports In This Section. In this example, it can be seen here under Individuals Passing Gateways. If you were to click on this it would take you directly to the individuals passing gateways report.


If a report has the “drill down” option it will be highlighted in Blue as shown here....

e-KSF Organisational Reporting Tree 

This section is for Administrators Reports

Section Index:



User Data Reports:











Reference
List of all Staff in Organisation with Staff Name and Login Date

Example

    UDR01
Who Reviews Whom?





  
Example

    UDR02
Staff Overview Report






 Example

    UDR03
 Reviewer/Reviewee Ratios by Department


 
 Example

    UDR04
Full Staff Data Download (Full download into excel spreadsheet)

 Example

    UDR05
e-KSF Progress Data by Individual  (Full download into excel spreadsheet)
Example

    UDR06
Usage Summary by Tier 1 Departments



 
 Example

    UDR07








e-KSF Organisational Reporting Tree
This section is for Administrators Reports

Section Index:



Post Outline Reports:










Reference
Number of Post Outlines Created by Organisation


Example

    POR-01
Consistency Checking Report





Example

    POR-02
Outlines with no Foundation subset




 Example

    POR-03
Post Outline List





 
 Example

    POR-04
Employees Assigned Old Outlines




 Example

    POR-05
Post Outlines Not Accepted




 
 Example

    POR-06
Number of Post Outlines Created (creator/departmental) 

Example

    POR-07

Number of Post Outlines Created (departmental)


Example

    POR-08



















e-KSF Organisational Reporting Tree
This section is for Administrators Reports

Section Index:



KSF Personal Review Reports:









Reference
Summary-Progression through Gateways (department wise)

Example

    PRR-01
Individuals Passing Gateway





Example

    PRR-02
Individuals with Problems at Gateway (Department wise)

Example

    PRR-03
Analysis of KSF Dimension Requirements for the Organisation

Example

    PRR-04
 vs. Achievements

 




 
View Pending Reviews






 Example

    PRR-05
Audit Of Reviews Completed On Paper




 Example

    PRR-06
 List of Staff Without a Review Recorded



 Example

    PRR-07
Detail of Staff’s Gateway Progress




 Example

    PRR-08
KSF Review Outcome






 Example

    PRR-09

Detail of Staff’s Gateway Progress (Upcoming Gateways)

 Example

    PRR-10

































e-KSF Organisational Reporting Tree
This section is for Administrators Reports

Section Index:
PDP and Learning Reports
Detail Report – Number of Learning Needs



 Example

    LR-01
Learning Need Analysis (By Dimension)




 Example

    LR-02
Duplicate Learning Activities





 Example

    LR-03








e-KSF Organisational Reporting Tree
This section is for Administrators Reports

Section Index:



KSF Monitoring Reports:










Reference
KSF – Overall Summary of Progress




Example

    MR-01
KSF - Post Outline Progress





Example

    MR-02
KSF – Gateway Outcomes





Example

    MR-03
KSF – Gateway Progress





 
Example

    MR-04
KSF – Development Review Progress




Example

    MR-05
Detail of Comments About Gateway Outcomes



Example

    MR-06
Summary of Reviews, Objetives, PDP’s by Employee Name 

Example

    MR-07
Implementation Status Summary 




Example

    MR-08



























e-KSF Organisational Reporting Tree
This section is for Administrators Reports

Section Index:



Equal Opportunities Monitoring Reports:







Reference
Post Outlines Assigned





Example

    EO-01
Reviews Completed by Gender




Example

    EO-02
Review Outcome by Ethnicity




Example

    EO-03
PDPs Added to e-KSF by Age Range


 
Example

    EO-04
PDP Activities Marked as Completed by Staff Group

Example

    EO-05

















e-KSF Organisational Reporting Tree
This section is for Administrators Reports

Section Index:



Workforce Planning Graphs:









Reference
KSF Dimensions by Pay Band






Example
WPG-01
KSF Dimensions by Ethnicity or Gender





Example
WPG-02
Completion Rates of PDP Activities by Department



Example
WPG-03
Completion Rates from PDP, by Dimension




Example
WPG-04
Demand for Dimension by Level






Example
WPG-05
Demand by Dimensions and Levels for Individual Pay Band 


Example
WPG-06
Undersupply of Knowledge and Skills by Dimension and Level 


Example
WPG-07
Oversupply of Knowledge and Skills by Dimension and Level


Example
WPG-08





















As the administrator, click on View Reports from the administrator home page, this will give you a pop-up box that has the report options, as shown here on the right. To follow the report options, this document will reflect the reports in the pop-up through a “tree” structure.





You will also notice that below the “view Reports” you also have Assign/Revoke Report Users Rights. This functionality will allow you to assign an “Employing Organisation Report User” as discussed above in the introduction.





Filter by: 


Date


Tier 1 Department


AFC Status


Access Level


Manager


Locked


Never logged in





List of all Staff in Organisation with Staff Name and login Date





Filter by: 


Agenda for Change











User data Reports





UDR-01





Drill down by:


Staff Name





MORE REPORTS IN THIS SECTION will save you having to go back to the home page. When you use this button you will be given a list of all the reports available related to the current report you are looking at. An example is shown here on the right.


In this pop-up, you will notice that it has listed all the reports in this section rather than going back to the main menu which is what clicking on More Reports would do for you.








The button MORE REPORTS will open a pop-up box that has the sections of the reports as if you were clicking on view reports from the administrators screen. It saves you having to close the reports to start from the beginning again.








From here, you can use the HOME button to take you back to the administrator’s home page. 








                                                       This Icon allows you to Export reports into different file formats such as Excel, PDF or word. 


You could just print the report by using the icon next to the export icon. It will always show the printed version in a PDF format. It will not print until you click the print button again within the PDF document. To save the report can also be done this way, click on the print icon and in the opened PDF file, rather than print, click on the save icon and save it to your hard drive.
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Report Choice





Filter options





Report Result





Report Directory





A “data dump” report into an


XL Spread sheet





Full Staff data Download





Option to contact the manager by an e-mail link





Reviewer/Reviewee ratios by department





Drill down by:


The number Totals to associated staff list





Filter by: 


Date


AFC Status





Staff overview Report





Filter by: 


Date


Tier 1 Department


AFC Status


Access Level


Manager


Locked


Never logged in





Drill down by:


Staff Name


Reviewer Name


Post Outline





Filter by: 


Date


Tier 1 Department


Gateway Status


Review Recorded





Who reviews Whom?





Drill down by:


Staff Name





Filter by: 


Agenda for Change











User data Reports





List of all Staff in Organisation with Staff Name and login Date





Drill down by:


The number Totals to associated staff list





Usage Summary by Tier 1 Departments





UDR-01





UDR-07





UDR-05





UDR-04





UDR-03





UDR-02





Report User Guide                                                                                          Page 8 of 22                                                                                                               e-KSF v6.1








Report Choice





Filter Options





Report Directory





Report Result





Post Outline Reports





Drill down by:


Post outline title





Number of Post Outlines Created by Organisation





Drill down by:


The number Totals to associated outlines





Filter by: 


Date


Type ( Draft etc )


Pay band





Drill down by:


Creator


Post outline title





POR-01





Consistency Checking Report





POR-02





Outlines with no Foundation subset





POR-03





Number of Post Outlines Created (departmental)





Drill down by:


Post outline title





Drill down by:


Department


Numbers





Post Outline List





Drill down by:


Creator


Post outline title


Associated staff





Filter by: 


Date  (To – From )


Department


Status (approved etc)


Date Criteria





Drill down by:


Staff


Post outline title





Filter by: 


Date  (To – From )


Date Criteria





Drill down by:


Creator


Post outline title





Post Outlines not accepted





POR-06





POR-07





Drill down by:


The number Totals to associated outlines





Drill down by:


Post outline title





POR-04





Employees assigned old outlines





POR-05





Number of Post Outlines Created (Creator/departmental)





POR-08
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Report Choice





Filter options





Report Directory





Drill down by:


The number Totals to associated outlines





Summary-Progression through Gateways (Department Wise)





Drill down by:


Staff name





KSF Personal Review Reports





Report Result





PRR-01





Drill down by:


Staff Name


Post Outline Title





Filter by:


Division


Gateway


Pay Band


Date





Drill down by:


Manager name





Individuals Passing Gateway





PRR-02





Individuals with Problems at Gateway    (Department Wise)





Drill down by:


Staff Name


Post Outline Title


Reviewer name





Filter by:


From – to date


Tier 1 department


Gateway


Gateway outcome





Drill down by:


Manager name





PRR-03





Analysis of KSF Dimension requirements for the Organisation vs. Achievements





Report results


(no drill down)





Filter by:


From – to date


Tier 1 department


Gateway


Gateway outcome





PRR-04





Report results


(no drill down)





Filter by:


Start – End Date


Pending reviews


Reviews not added





View Pending reviews





PRR-05





Drill down by:


Manager name





Drill down by:


Staff Name


Post Outline Title


Reviewer name





Audit Of Reviews Completed On Paper





Filter by:


From  - To Date





PRR-06





Report Choice





Filter Options





Report Directory





Report Result





KSF Personal Review Reports





Report results


(no drill down)





List of Staff Without a Review Record





PRR-07





Drill down by:


Manager name





Drill down by:


Staff Name


Post Outline Title


Reviewer name





Filter by:


Department


Gateway


Band


Status


From – To Date





Detail of staff’s gateway Progress





(Continued...)





PRR-08





Filter by:


Division


Dimension Group


Dimension


Band


From – to Date


Manager





Drill down by:


Staff Name


Post Outline Title





KSF Review Outcome





PRR-09





Drill down by:


Manager name





Drill down by:


Staff Name


Post Outline Title


Reviewer name





Filter by:


Department


Gateway


Band


Status


Period





Detail of staff’s gateway Progress (Upcoming Gateways)





PRR-10
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Filter Options





Report Result





Report Choice





Report Directory





Drill down by:


Activity Title


Activity Results





Detail Report – Number of Learning Needs





PDP and Learning Reports





LR-01





Drill down by:


Manager name





Filter by:


Tier 1 Department





Drill down by:


Manager name


Staff Name





Drill down by:


Activity Title


Number of staff





Filter by:


Dimension





Learning Needs Analysis (By Dimension)





LR-02





Drill down by:


Staff Name


Reviewer name


Activity name





Drill down by:


Manager name





Duplicate learning Activities





LR-03
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Filter Options





Report Result





Report Choice





Report Directory





Drill down by:


Department


Numbers against staff





KSF Monitoring Reports





KSF – Overall Summary of Progress





Drill down by:


Manager name


Staff





MR-01





Filter by: 


From – To Date


Practice data





Drill down by:


Manager name


Staff





Drill down by:


Staff


AFC


Post outlines assigned





KSF – Post Outline Progress





MR-02





Filter by: 


From – To Date





Drill down by:


Foundation gateway review outcomes


Second gateway review outcomes





Drill down by:


Manager name


Staff





KSF – Gateway Outcomes





MR-03





Drill down by:


 Covered by AFC


Registered Staff


Foundation Due


Foundation Passed


Second Gateway Due


Second review in date range





Filter by: 


From – To Date





KSF – Gateway Progress





Drill down by:


Manager name


Staff





MR-04





Drill down by:


 Covered by AFC


Registered Staff


Completed a review in date range


Agreed PDP’s


Completed Development activity





KSF – Development Review Progress





Filter by: 


From – To Date





Drill down by:


Manager name


Staff





MR-05





Filter Options





Report Directory





Details of comments about gateway outcomes





KSF Monitoring Reports





Report Result





Report Choice





Report results


(no drill down)





MR-06





(Continued...)





Drill down by:


Manager name


Staff Name


Post outline name





Summary of Reviews, Objectives, PDPs by Employee Name





Filter by: 


Tier 1 department


Manager name


Logged into e-KSF


Post Outline Assigned


Review Signed off


Objectives signed off


PDP activity agreed





Drill down by:


Manager name


Staff





MR-07





Implementation Status Summary





This report is an excel spreadsheet





Report results


(no drill down)





MR-08
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Report Choice





Report Result





Report Directory





Filter options





Filter by: 


Date From – To


Criteria


Pay Band


Gender


Ethnicity


Age Range


Staff Group


Disability


Start date

















Equal Opportunities Monitoring Reports





Report Results


(no drill down)





Post Outlines Assigned





EO-01





Report results


(no drill down)





Reviews Completed





EO-02





Review Outcome at Gateway





Report results


(no drill down)





EO-03





Report results


(no drill down)





PDPs Added to e-KSF





EO-04





Report results


(no drill down)





PDP Activity Marked as Completed





EO-05
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Report Choice





Filter Options





Report Result





Report Directory





KSF Dimensions by Pay Band





Workforce Planning Graphs





Filter by: 


Dimensions





Report results


(Graph)





WPG-01





Report results


(Graph)





KSF Dimensions by Ethnicity or Gender





Filter by: 


Dimensions


Gender


Ethnicity





WPG-02





Report results


(Graph)





Completion Rates of PDP Activities by Department





Filter by: 


Dimensions


From  - To Date


All activities


Mandatory activities





WPG-03





Report results


(Graph)





Completion Rates from PDP, by Dimension





Filter by: 


Dimensions


From  - To Date


All activities


Mandatory activities





WPG-04





Report results


(Graph)





Demand for Dimensions by Level





Filter by: 


Dimension Group


Department





WPG-05





Report results


(Graph)





Demand for Dimensions and Levels by Individual Pay Band





Filter by: 


Dimension Group


Department


Pay Band





WPG-06





Report Choice





Report Directory





Filter Options





Report Result





Oversupply of Knowledge and Skills by Dimension and Level





Workforce Planning Graphs





Report results


(Graph)





Filter by: 


Department


Dimension Group


From – To Date





WPG-07





(Continued...)





Report results


(Graph)





Undersupply of Knowledge and Skills by Dimension and Level





Filter by: 


Department


Dimension Group


From – To Date





WPG-08
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