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This document describes the changes that are plannethiversion 6.2l release to eKSF in
March 20@®. All of these changes are minor fixes and improvements to usability, and should not
require any retraining of users, or new materials creation.

This document contains an index of changes, and then screenshots to describe the key changes in

more detail.

Index of changes

Change reference
(gaps in the sequence o
reference numbers
below are intentionat,
some items are for our
internal reference only)

Summaryof change

Description

6.2.1/02

Changes to admin
GYFylF3S 2NJ
RSLI NI YSyi

Show he name of the current department being focused or|
on screen

6.2.1/03 Objectives carry Reviewers (as well as Reviewees) can now carry forward
forward uncompleted objectives to the next period
6.2.1/04 Managing draft post Managers can now revolaccess to delegated post outlines

outlines

6.2.1/05 (Scotland
only)

Pay data appearing
when assigning post
outlines to multiple
staff

If an employee has more than 1 job in the SWISS system,
pay point and increment date will not appear irK&F until
the correct job is selected (this is to avoid mistakenly select
incorrect pay data)

6.2.1/10 (Scotland
only)

Include SWISS IDs for
admins updating
manager/staff
relationships

hy GKS aNBI &dRIW YYYIEFES RINH
A Y T 2 Nvadniiripagés, SWISS will now be shown for
both new and old managers, to help the administrator sele
the correct manager in the cases where 2 (or more) manag
share the same first and last names.

6.2.1/15

Printing from Internet
Explorer 8

Fixed minor problem with printig post outlines when using
IE8.O0




Change reference
(gaps in the sequence o
reference numbers
below are intentionat,
some items are for our
internal reference only)

Summaryof change

Description

6.2.1/18

2 new administrator
reports for tracking KS
progress

H yS¢ NBLER2NIa FdFrAatlrofS (2
{GFGdza {dzYYlI NBé¢ 6dzy RSNJ a¥2
level summary of KSF réll dz{i eSFPegss Data by
LYRAGARdzZ £ 060dzy RSNJ adza SNJ RI
progress data, by staff name. The report includd€3#+ID
field, so it can be combined with other reports in Excel to
allow offline analysis of data.

6.2.1/19 Secretary access can | Managers who now delegate access i{8F to a

now asign revievers secretary/PA, can now ask that person to set up
reviewer/reviewee relationships on their behalf.

6.2.1/22 t NAy GAy 3 2] Fixtominor problem when printing employee details
RSGFATE LI

6.2.1/24 Count of records Administrators in Scotland will see a count, on their admin
requiring action homepages, against the SWISS conflict resolution links,
(Scotland only) showing them how many records need their attention.

6.2.1/25 AssigrPostOutline to | Fix to minor problem when Assigning Post outline to staff
Multiple Staff(ESR Information coming from ESR (Pay point and increment da|
Enabled Organisations is not properly populated in respective columns for some
only) cases.

6.2.1/26 Organiséion (PCT) OrganizatiofPCTY I YS gAff 0S5 LI NI
Name in Query reply | will be beneficial to those who manage more than one
email from eKSF organisation PCT)
support Team

6.2.1/27 Sorting on Department| Department Name in Degtment Tier drop down list,

Names

available on User Search Screen, will now have departme
names sorted alphabetically.

6.2.128 (Scotland
only)

The'Map
Organisational
Information for SWISS
PAaSNRQ 2L
SWIS®rganisations

The 'Map Organisationaf 1¥ 2 NI I G A 2y Flmkill {
be enabled for all SWIS&janisations This will enable
administratorsto map theun-mappedorganisational
information rows to SWISS jabs




Screenshots and, where necessary, brief instructions for use

Change referene Summary of change Screenshot/instructions for use
(gaps in the sequence of
reference numbers below are|
intentional ¢ some items are
for our internal reference only

6.2.1/02 Changes to admin When the user sekts a department from tregiew, e-
aYl yl 3S 2 NB| KSF lists the staff in this department. For clarificatior,
RS LI NI YSy G | the selected departmentame will be shown on the
Headeras in Fig 1

NHS Knowledge & Skills Framework

Online Tool Kit

Tr: Materials. Support Edit Personal Details. Key Contacts ‘Log Out

Welcome Tech Team, your rnal Use, in e-KSF Team Internal Use.

/) Manage Organisation Departmental Structure
Select the Hierarchy level most applicable to your Organisation.

Employee(s) associated wit

John, Zinta My HPW PC 0

@ Three Tier Hizrarchy O Two Tier Hizrarchy
Current Departmental Structure

(=-e-KSF Internal Use

Expand All Collapse All

Rename Department | Remove Department

Add Department
Move Selected Staff To New Department [l Move Selected Department To New Department

Version 6.2.1 Please click here for our development policy.

Fig. 1

6.2.1/04 Managing draft post Draft Post Outline Library page now has tpion for
outlines managers to revoke Read/Write access on their draf
post outlines. Now manages can revoke rights using
the button shownin fig. 2




Change referene Summary of change Screenshot/instructions for use
(gaps in the sequence of

reference numbers below are|

intentional ¢ some items are

for our internal reference only

Home About Us TrainilE Materials Support Edit Personal Details Org. Objectives Key Contacts Log Out What's New
e

Welcome Tech Team, your Employing Organisation is e-KSF Internal Use, in e-KSF Team Internal Use.

4 My Draft Post Outlines - Search Results

NHS KSF | I | View | Edit submit / = Delegate/Revoke Post Outline Rejection |
2004 [obTitle e P Details| Details | Dot draw " aaned By| Rights Type Reason
. Being :
@ Sost Cutline For Internal Edited by My HPW PO 0 Q,
) = Staff

Version 6.2.1 Please click here for our development policy.

6.2.1/18 2 new administrator 2 new reports available to administrata
reports for tracking KSF| ¢ & { C t NP3INXaa 51 GF o0& L
progress NB LI2.NI & £ 0

GLYLX SYSyidFdAaz2y {GF 4dza
AY2YAG2NAY3I NBLR2NILIALEO D
These are highlighted in Fig 3 & 4 respectively.




Change referene Summary of change Screenshot/instructions for use
(gaps in the sequence of

reference numbers below are|

intentional ¢ some items are
for our internal reference only

&) Select Report

User Data Reports

Part of Agenda for Change:

UDR-01: List of All Staff in Organisation with Staff Name
and Last Login Date

UDR-02: Who reviews whom?

UDR-03: Staff Cverview Report

UDR-04: Reviewer/Reviewee ratios by department

UDR-05: Full staff data downlcad

UDR-06: e-KSF Progress data by individual NeW!

UDR-07: Usage summary by tier 1 departments

|
Fig. 3




Change referene Summary of change Screenshot/instructions for use
(gaps in the sequence of
reference numbers below are|
intentional ¢ some items are
for our internal reference only

Fieldsof the reportare:

Personal data:
o0 e-KSFID
o first name
o last name
Access section
o0 Lastlogin date
o0 Is account locked? (yes/no)
KSF review section
o Number of review documents existing against this person (ever)
o Date (user entered date) of most recent review recorded
o Date (user entered date) of most recent reviewnked signed off by both parties
Gateway section
o Current gateway status (foundation, working towards second, second, be
second)
o Outcome of most recent gateway review (n/a, passed, pay progression defg
passed with short term action plan)

Objectivessection
0 Number of objectives documents created (ever)
o Number of objectives documents with status = agreed (ever)
0o Number of objectives documents which include at least 1 row with staty
completed (ever)
o Date of most recent objectives review created
o Dateof most recent objectives review marked as agreed
PDP section:
0 Number of PDP rows created (ever)
Number of rows completed (ever)
Number of rows marked effective (ever)
Number of rows marked not effective (ever)
Date that most recent PDP row was added
Datethat most recent PDP row was marked completed

O OO O0o0Oo




Change referene

(gaps in the sequence of
reference numbers below are|
intentional ¢ some items are
for our internal reference only

g ) Select Report

Monitoring Reports

Summary of change Screenshot/instructions for use

MR-01:X5SF - Overall summary of progress

MR-02:KSF - Post Qutline Progress

MR-03:KSF - Gateway Qutcomes

MR-04:KSF - Gateway Preogress

MR-05:KSF - Development Review Progress

MR-06:Detail of comments about gatewav outcomes

MR-07:Summary of reviews. obiectives.

PDPs by emplovee name

MR-08:Implementation Status Summary NeW!

oo | coee

New implementation
summary report 16 9

6.2.1/24

Count of records
requiring action
(Scotland only)

In SWISS related actions, Administrators how can vi
O2dzy G F3AFAyad dal LJ 2NBF
SWISS& S N& Shofvikgyfherdhow many records
need their attention.




Change referene

(gaps in the sequence of
reference numbers below are|
intentional ¢ some items are

for our internal reference only

Summary of change

Screenshot/instructions for use

Employing Organisation Administrator Home Page

Welcome to your e-KSF Administrator homepage for the
Knowledge and Skills Framework electronic tool. From here you
can access a variety of functions available to you within the tool.

You can manage the Departments and profiles of Staff within
your Employing Organisation. You can approve/reject KSF Post
Outlines submitted by managers for approval. You can also
create KSF Post Outlines and hand over post outlines to
managers for further processing. In addition, you can assign/
unassign post outline to orphan users.

You have access to a range of reports, too, which allow you to
manage the e-KSF and KSF implementation in your organisation
and provide feedback to the Agenda for Change team.To access
all these features just follow the appropriate links present at your
home page.

Please remember to keep your username and password secure
to aveid unauthorised access to personal data held about your
staff.

Click here to download the guidelines for 'Setting up your
organisation on e-KSF'.

Click here to download the guidelines for 'Managing User Data
and Access Rights'.

Click here to download the guidelines
Managing Post Outlines'.

Click here to download the guidelines for 'Managing e-KSF SWISS
Link'.

Click here to download the guidelines for 'Inter Authority
Transfer'.

for 'Approving and

‘; Functions Available to Me
»

»

»

»

»

»

Manage Organisation Departmental Structure

Manage Occupational Code Group

View/edit Organisational Objectives

Enable/Disable L & D Activities Database for your Organisation

Enable/Disable Delegated Access

Activate/Deactivate Complete On Paper Process

—> Search Standard Data

»

»

Search KSF

Search UK Competences Database

—> SWISS Related Actions

»

»

»

»

»

»

»

# Show Hints and Tips

| ree

Fig. 5

Add Transferred (IAT) employees to e-KSF (0]

Resclve Data Errors [Download] [0]

Add/Map Personal Records (0]
Map Post Outline For Staff With Multiple Jobs [ 7]

Map Organisational Information for SWISS Users
Cownlocad User Information Added through Swiss
Upload Email Addresses

Upload Manager Information

Please click here for our developmént pol'i{:y.

6.2.1/05 (Scotland only)

Pay data appearing whe
assigning post outlines t
multiple staff

If an employee has more than 1 job in the SWISS
system, the pay point and increment datélhnot
appear in eKSF until the correct job is selected (this
to avoid mistakenly selecting incorrect pay dada)
shownin figures below.




Change referene Summary of change Screenshot/instructions for use
(gaps in the sequence of

reference numbers below are|

intentional ¢ some items are

for our internal reference only

?} Swiss Assignment Information

Please select an Assignment to map on e-KSF:

Division t‘;‘;zt“" Departmentg';:’:a rtrmant Division g‘:tcriptorfj"b Title Job Family |Job Sub-Family B':“:l Select,
Medical Acute < s s X

TM4ZN Cancer Brcdlegy. | Secices Miss sdfsdfsd Nursing/Midwifery Paediatrics 04 O

TM4ZN Admin Admin Information .. _ge geerq Administrative  General/Management o &

Services Services Services

Close

Fig. 6




Change referene Summary of change Screenshot/instructions for use
(gaps in the sequence of

reference numbers below are|

intentional ¢ some items are
for our internal reference only

NHS Knowledge & Skills Framework
Online Tool Kit

About Us Training Materials Support Edit Personal Details Org. Objectives. Key Contacts

Welcome Tech Team, your Employing Organisation is e-KSF Internal Use, in e-KSF Team Internal Use.

Assign Post Outline to Multiple Staff
Post Outline : Junior Clerk Internal Use Pay Band : Band 5

User Search

First Name : [ Last Name : fi

mm

John, Zinta Finance Team, Tech My HPW PO 0

Add To List

. - Pay Increment Date )
Manager Name Reviewer Name Swiss Job Band  (DD/MM/Yyyy)* |PayPoint

Gateway

50008844 John, Zinta Team, Tech Team, Tech Finance

Replace Post Outline | Assign New PostOutline

LHELP Version 6.2.1 Please click here for our development policy. BACK

Fig. 7

6.2.1/27 Sorting on Department Names Department Name in Department
Tier drop down list, avlable on
User Search Screen, will now hay
department names sorted
alphabetically.

10






