Instructions for completing Staff List Spreadsheet
The Staff Lists are uploaded to e-KSF through a bulk upload process and have to be completed in a certain way. Please read these instructions carefully before completing the staff list spreadsheet.

· Before completing the list, please check with your Manager/Lead Nurse/Head of Dept to ensure they have not already submitted a list with your staff on it.
· If a list has not been submitted, ask your Manager/Lead Nurse/Head of Dept. how they would like the staff to be assigned, it may be that they want overall control and therefore all staff should be assigned to them. 
· Complete the form carefully, ensuring payroll numbers follow the format G (Glasgow) or C (Clyde) followed by 7 digits or 6 digits and an X. For example: G123456X or C1000123. Any extra digits or missing digits will cause a delay in the spreadsheet being uploaded. The payroll number is the MOST IMPORTANT piece of information on this form, it MUST be included.
· If you do not have a payroll number for any staff, please do not include them on the form. You can email us with their name/payroll number when you have it and we can add them to your list at that time.

· Fields marked with a * on the spreadsheet are mandatory. 

· Please do not change the order or headings for any of the fields on the spreadsheet.

· We can only assign the staff to one manager for one job. 
· If staff  have 2 jobs with 2 different payroll numbers they can then be assigned to 2 managers or twice to the same manager. 
· When returning the form please send it to LE.Support@ggc.scot.nhs.uk 
If you have completed the spreadsheet properly, it will be uploaded as soon as possible and the staff will show up on your list approx 24 hours after we do the upload. 

If you have any questions, please contact us:

LE.Support@ggc.scot.nhs.uk or on 01412782700 and choose Learning and Education
