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Introduction

NDTP are proud to announce the launch of the NER App. NCHDs can now access their NER Portal
Account by using their smart phone whilst on the go. The NER App is an extension of what is
currently available on the NER Web Portal. The NER is an online management system that enables
NCHDs to interact virtually with Medical Manpower and Occupational Health by uploading pre-
employment screening documentation prior to rotation including their Hire Form, Training Certs
and Occupational Health documentation. NCHDs can also submit TSS or CCERS Applications to
their Medical Manpower Department. The E-Portfolio module is also available on the app that
allows NCHDs to record their training and career development. It also gives the opportunity to have
their experience validated by their Supervising Clinician / Consultant where applicable provided
they have a Wi-Fi connection when doing so.

The NER App is available for download on both the Google Playstore and 10S store making it
compatible with most Android and iPhone devices. Whilst the functionality in the app is similar to
that on the NER Web Portal, NDTP have developed this user guide to assist NCHDs in navigating
and using the NER App. This guide will explain how to use the app on an I0S device.

1. Downloading the NER App - 10S Store (Apple 10S Devices)
In order to download the NER App on an IOS device, you will need to open the 10S Store
App, which can be found on your phones home-screen. The icon for the 10S Store is shown
in Figure 1. In order to be able to download an app from the App Store you will need to ensure
you have signed in with your Apple ID first or otherwise create an Apple ID.

Figure 1: Apple App Store for I0S Devices

Once you have signed in with your Apple ID you should then be able to locate the NER App
by searching for National Employment Record using the search bar as highlighted below in
Figure 2.

Search @
Q Games, Apps, Stories and More

Figure 2: Apple App Store Search

Once you have located the NER App you can tap “Get” and follow the instructions on screen.
The icon for the NER App is displayed in Figure 3.

Figure 3: NER App Icon
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2. Logging in:

2.1 New User Registration
If you are a new user and have yet to register an NER account, please tap the
located on the NER App Login Screen as highlighted in Figure 4.

T
|

button

NOTE: If you already have an NER account on the web portal, you do not need to set up
a new NER account for the App.

NER App: Login

- Welcome to the National
va Employment Record
et (NER)

Not a registered user? o
Tap here to read more and register

Email

Date of Birth

dd/mm/YYYY format
Password

Forgot Password?

View Terms and Conditions

Figure 4: NER App Login Screen with Highlighted “i” Button

This will open an expanded screen, which has details about the NER Portal, and a
“Register New Account” button located at the bottom as highlighted in Figure 5.
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- Welcome to the National
If' Employment Record
N (NER)

Not a registered user? ’
Tap here to read more and register

The NER has been developed by HSE -
National Doctors Training & Planning. in
response to one of the key recommendations
of the ‘Strategic Review of Medical Training
and Career Structure Report’ (MacCraith
Report). This recommendation was based on
feedback received directly from NCHDs. The
system has been specifically designed to
minimise repetitive paperwork requirements
for NCHDs and eliminate as much duplication
as possible when rotating employers.

Your NER is completely private, confidential
and secure. The information contained within
your NER will only be available to you and
your relevant employer/prospective employer
or Occupational Health Department (OHD)/
prospective OHD. HR data will only be visible/
accessible by your Medical HR/Manpower
Department. Occupational Health data will
only be visible/accessible by your
Occupational Health Department. Full details
on access are available in the NER terms and
conditions, link at the bottom of this page

If you are a first time user of the system you
must register a new account - click on the
‘Register new account’ link below to begin,

If you have already registered an NER account
and wish to log on this will require three
pieces of information. These are E-mail
Address, Date of Birth and Password

It is the responsibility of each individual that
their password is in line with the requirement
of the HSE Password Standards Policy i.e
minimum of 8 character, containing
characters both uppercase and lower case,
numbers and 1 special charactereg. * £ S, %,
AnNELBL.82.€

Register new account

Figure 5: NER App Expanded Screen for Registration

NDIP



After tapping the “Register New Account” button, you will be re-directed to the registration
screen where you will be asked to select one of three options:

“ NER App: Register

-~ Register to the National
If— Employment Record
= (NER)

Registration o

Tap here to read more Option 1:

If you have received your
IMC number please select
the first option

O Medical Council Registration Number L

: Option 2:
| am an Intern who has not yet received P

their Medical Council registration If you are an intern that has
number yet to receive an IMC

O number please select the

(Reminder: Please update your account second option

with your Irish Medical Council number
when you receive it)

Option 3:
| am a Doctor who has not yet received If you are a NCHD that has
their Medical Council registration yet to receive an IMC
number < number please select the
O third option

(Reminder: Please update your account

with your Irish Medical Council number
when you receive it)

Figure 6: Registration Screen (part 1)

Once you have selected one of the options above, scroll down to where you will be required
to enter some mandatory details (denoted by an asterix*) such as first name, surname,
date of birth and email address.

Depending on the option chosen in Figure 6, you will either be required to enter:
1. Your IMC number (option 1) or
2. The clinical site you are currently working in or are due to commence in (option 2 & 3).

If you enter your IMC registration number, the First Name, Last Name and Clinical Site

fields will automatically populate with your details. These fields will be greyed out and you
will not be required to enter this data.
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If you have not yet been issued with an IMC registration number (e.g. you are a recently
appointed Intern and are awaiting registration) you will have to select the employment site
that you are currently working in or are due to commence in from the Clinical Site dropdown
field. NOTE: As soon as you receive your IMC Number, you must update your Hire Form

with this information.

Finally, you will have to create a password, which should be in line with the HSE Password

Standards Policy as shown in Figure 7.

NER App: Register

Last Name *

Please Select -

Date of Birth
;
Emalil Address *
onfirm Emalil Address *
Password *

onfirm Password *

-

-

-

I consent to the processing by the HSE
my current and future Employers, or any
other party, as part of the use of my NER
account, and In accordance with the
NER terms and conditions, of rmy
personal data including my health data
Ncliuding my occupational health
records *

I consent to the processing by the HSE
my current and future Employers, or any
other party. as part of the use of my NER
account and in accordance with the
NER terms and conditions, of rmmy
personal data that | input or permit the
input of. to my NER

I acceopt and agree 1o the Terrms and
Conditions

View Terms and Conditions e

L J=

I.

To view the Terms &
Conditions of the NER
portal tap the “View Terms
and Conditions” button

Figure 7: Registration Screen (part 2)
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I.E:

Once you are happy with the information you have entered you will need to consent to the
T&Cs by checking the three check boxes and tapping the green save button as shown in
Figure 7 above. This will save your details and create a new NER account.

If you want to return to the login screen press the green back arrow button or the white
arrow at the top left of the screen.

2.2 NER Account Login

If you already have an NER account or just registered an account as a New User, you can
login using your email, date of birth and password. Please note the date of birth field should
be in the following format DD/MM/YYYY.

NER App: Login

-~ Welcome to the National
’f- Employment Record
- (NER)

Not a registered user? o
Tap here to read more and register

Email
test@test.ie

Date of Birth

01/01/1980

dd/mm/YYYY format

Password

ooooooooooo

Forgot Password?

View Terms and Conditions

Figure 8a: NER App Login Screen

NDIP



If.::

As part of the Multi-Factor Authentication, You will also be asked to provide a 6-digit
code sent to a mobile phone number you provided at the time of NER account
registration.

. If you do not receive the text message within 30 seconds or your code has
already expired, select ‘Resend Code’ option shown in the image below.

. You can use the ‘Resend Code’ option twice. If you still do not receive the
message with the code after second trial, your account will be temporarily locked for 2
hours. Please, try logging in again after this time or contact the Support Team at
dime.team@hse.ie for assistance. (Please note the DIME Team are online between
9am -5 pm Monday to Friday)

16:07 8

NER App: Login

— Welcome to the National
If. Employment Record
—~ (NER)

- Please provide a 6-digit authentication code sent in a text
message to your phone number. The code you received is
only valid for 5 minutes.

- If you do not receive the text message within 30 seconds
or your code has already expired, select ‘Resend Code’
option below. ‘Resend Code’ will only activate 30 seconds
after the original code was sent.

- You can use the ‘Resend Code’ option twice. If you still do
not receive the message with the code after second
attempt, your account will be temporarily locked for 2
hours. Please try logging in again after this time or contact
the Support Team at dime.team@hse.ie.

Code*

Figure 8b: NER APP MFA Login Screen

The Multifactor Authentication is introduced to increase security of the system and data
stored within the system by providing additional level of user authentication at login.

10
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2.3 Forgot Password

If you have forgotten your password, you should tap on the ‘Forgot Password?’ button
beneath the login fields. You will be redirected to the below screen and will be asked
to enter your email address associated with your account and tap the green save
button (highlighted) to request a password reset email.

& NER App: Forgot Password

Request Password

Please note that password re-set emails can
take up to 2 hours to deliver. If you have not
received an email with password reset details,
please check your Spam /Junkmail folders.
Do not resubmit your request as multiple
resets can cause your account to lock.
Apologies for the inconvenience this may
cause.

Email Address

Figure 9: Forgotten Password Screen

An email will be sent to the user with a link to a ‘Change Password’ screen within 2 hours
IMPORTANT: Please ensure to check Spam / Junk mail folders as the email may appear
here. Please do not tap reset password more than once as this will result in your
account being locked.

Please note if your account has been locked as a result of multiple failed password entries
please contact the DIME team at dime.team@hse.ie.

11
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I.

3. Hamburger Menu
The Hamburger Menu contains a number of useful documents and information as well as
providing contact details, a link to the terms and conditions, an option to change your
password and a log out button.

31| NER If: ND P

Payroll Guidance for NCHDs Rotating
Change Password =
App Button Icons

Document status icons

View OHD Service Providers and
Contact Details

| €=

View Terms & Conditions

Account Settings

Help

Log Out a

CONTACT Us

National Doctors Training & Planning
Block 9E, Sancton Wood Building
Heuston South Quarter

Saint John's Road West

Dublin 8

A

Dashboard

Figure 10: Hamburger Menu

12
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3.1 Payroll Guidance for NCHDs Rotating
This button will display the Payroll Guidance Document for NCHDs in a PDF format for you

on your phone.

1608 P

Payroll Guidance for

& Guidance for NCHDs Rot...

NCHDs during Rotation

Link to guidance on HSE New Starters: https://tinyur

m/bdb:

As an NCHD, you may move on a regular basis within the HSE and HSE Funded hospitals and this will fall

into ane of the following scenarios listed below. We are including guidance on how to deal with Revenue in

each scenario depending on your circumstances. T

re three different scenarios applicable to NCHDs.

Please see details below for particular circumstances and follow guidance provided

the following statement is very important.

You do not need to register your job with
Revenue if you have previously worked in Ireland

1. Starting work in the HSE or a HSE
Funded hospital and have not
worked in Ireland before.

(Please ignore if you have previously

worked in Ireland)

You will need to register your first employment in
Treland with Revenue at registering for myAccount
(select the 'update job and pension details’)
https://tinyurl.com/2pcep8cm

Before you can register your job with Revenue you
will need your:

« Personal Public Service Number (PPSN)

» Employer's Registered Number (ERN)

» Start date of your employment

» Employee number

Please find link for full list of employer's
registered numbers here

2. Changing hospital from one
statutory hospital to another
statutory hospital but remaining
within the same HSE payroll area.
Refer to Appendix T

3. Changing hospital from:

A statutory hospital to another
statutory hospital in a different
payroll area

+ A statutory hospital to a voluntary hospital

+ A voluntary hospital to a statutory hospital

If this scenario applies, do not contact Revenue.
Payroll systems Inform Revenue that an NCHD has
commenced in the new area through Payroll
Submissions and It retrieves the Revenue Payroll
Notification (RPN) (Tax Details) for the NCHD

directly from Revenue.

In Statutory Hospitals, you will be required to
complete the Leaving form (HR106) before changing
hospital to ensure payroll is updated appropriately.

Figure 11: Employer Registered Numbers

DTP

If ario applies to you, you do not need to
contact Revenue unless adv
Department. A Leaving form (HR106) is no

required for any NCHD who is staying in th

ospital
eral Hospital
bot ERN 00270100 in the same
HSE area so there Is no need f
ake your Medical Manpower D
aware if this scenario applies to yo
h the appropriate form to com,
tly 9 Payroll Departments in HSE
Finance Shared Services,

National Finance Division

HSE Employers Registered Numbers (ERN|
s Eastern Region: 0043024G
1 Portiuncula: 357666 1QH
« Midlands: 0002000]
1 South-East: 0027010D
fid-West: 0030888U
 South-West: 0007497
« North-East: 00729580

as your final payment has not been made in the
ous area, an RPN w
e indicating dcurrent
employment efore \g without cre
and cut-offs b d, Emerge
attracts credits 2 ¢ is more beneficial tc
the employe the Cumulative RPN issues

ur PAYE and USC will be
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3.2 Change Password

To change your password for accessing your NER Account tap the “Change Password”
button. The below screen will appear. You will need to enter your current old password into
the first field. You will then have to enter your new password into the second field and
confirm the new password in the third field.

Once you are happy press the green padlock button to save your changes. NOTE: This
password change will apply to both the app and web portal login.

If you want to return to the dashboard press the green back button however, please note
any details you have entered will not be saved.

& Change Password

It is the responsibility of each individual that
their passwords is in line with the
requirements of the HSE Password Standards
Policy i.e. minimum of 8 characters,
containing characters both uppercase and
lowercase, numbers and 1 special character
eg."£5%18&"'@4#72\€.

Old Password

Password

Confirm Password

Figure 12: Change Password Screen
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3.3 App Button Icons

This section will display the various icons that you will see throughout the app, giving a
description of the functionality of each one.

App icons guide

Back

Continue

Save & Exit

Save

Submit

Take Photo

Clear

Info

00000700

Figure 13: App Icons Descriptions

3.4 Document Status Icons

For a description of the various document statuses in the Employment Documents,
Training Certificates, Occupational Health and Personal Details and Other Documents
sections please tap the “Document Status Icons” button.

&« Document Icons

Document status icons guide

Missing or Expired (-]
Rejected a1
Submitted @

Warning: document nearing expiry

Verified v

Figure 14: Document Status — Description of the Icons

NDIP
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3.5 View OHD Service Providers & Contact Details

This section will display the contact details for Occupational Health Staff and other Admin
staff in each Clinical Site. This document will need to be downloaded in order to view it on
your phone. To do this, tap the “View OHD Service Providers and Contact Details” button
on the Hamburger Menu. The below blue banner will appear at the bottom of your screen
stating that the download is underway.

Generating download

Figure 15: Download Underway

Once the download is complete you will see the below green banner appear at the bottom
of your screen stating that the download was successful. Tap “View” to open the document.

Downloaded successfully View

Figure 16: Download Complete

Once you tap “View”, the document may open automatically. Otherwise, you may need to
select what app you would like to use to open the document. Select the appropriate option
from the options given (we would advise to open this document as a PDF if possible). See
an example below:

Open with

Drive PDF Viewer Save to Huawei Drive

JUST ONCE ALWAYS

Figure 17: Opening a Downloaded Document

- 2020122210474.. [@ &

Figure 18: OHD Contact Details Document Downloaded

16
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3.6 View Terms & Conditions

To view the Terms and Conditions of the NER portal please tap “View Terms and
Conditions” from the Hamburger Menu. This will direct you to the Terms and Conditions on
a web page as shown below:

) @ nchderie/Account/Term (@)

— NER Portal

~= Health Service Executive

Welcome to your secure
National Employment
Record

& Register new account | i Help

National Employment Record

Terms & Conditions of Service

A. GENERAL TERMS AND CONDITIONS

Use of the National Employment Record (NER) is

subject to the following terms and conditions. You
must read, agree to and accept all of the terms and
conditions prior to registration and use of the NER.

In these terms and conditions, the following terms
and expressions shall have the meanings given to
them in the Definitions section below:

1. Definitions

“DIME" means the Doctors Integrated Management
L_E-System

Figure 19: NER Terms and Conditions
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3.7 Account Settings (Delete NER Account)
Should you wish to delete your NER Account you can do so by submitting a Delete Account
Request to the DIME Team via the NER App. To navigate to the Delete NER Account
request please select the Account Settings button available on the Hamburger Menu. You
will then be presented with Delete NER Account button. Once this option is selected you
will be guided with the following on screen instructions.

Fi

NDTP

1551 4

& Delete NER Account

NER Account Deletion Process

1. To delete your NER Account, please click on the
Delete NER Account button below

2. Please note that this will delete your NER Account
permanently and all uploaded documentation

NOTE: This action is not reversible.

3. Please download all required documentation
prior to NER Account deletion as this information
cannot be retrieved at a later date

4. When you click on the Delete NER Account
button, you will be prompted to input the email
address associated with your NER Account in order
to confirm your intention to delete. Please ensure the
information provided is correct

5. The DIME Team will be notified of your NER
Account deletion request and will respond to you
within 7 days of receipt to confirm and action the
deletion

DELETE NER ACCOUNT

Il @) <

gure 20: DELETE NER Account

15:51 B

Delete NER Account Confirmation

Please input the email address
associated with your NER Account in
order to confirm your intention to
delete.

NOTE: This action is not reversible.

Email

CANCEL CONFIRM

Figure 21: DELETE NER Account Confirmation

I.
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3.8 Help
Should you require assistance with using the app, the Help button is available on the
Hamburger Menu. This will bring you to our webpage where you will find our user guides
and FAQs.

3.9 Log out

You can use the “Log Out” button to log out of the App. Please note that you will be
automatically logged out of the App either after a period of 30 minutes inactivity or after 1
hour.

3.10 Contact Details
The DIME teams contact details and address can be found
on the bottom of the Hamburger menu should you need to
contact us regarding any issues you experience with the App

19
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4. Navigating the App - NER Dashboard

Once you have logged in you will be directed to the dashboard (unless you have an incomplete
Hire Form in that case you will be directed to your Hire Form). The dashboard screen is shown

below:
N
Hamburger — NER Dashboard
Menu
V.
My Details
To view your
personal and contact m To update your
details that you have U Hire Form tap
entered on your Hire Personal & Hire Form here
Form tap here Contact Details
My Documents
. ) -
To view /upload your ( . )
Hire Form, Garda 9 ﬂ To_v!ew /upload any
Vetting or Work < gi'g'an ce(:t; AC,:LS’
. , Han iene
Permit, please tap Employment Training tc. ol ¢ ygh
here Documents Certificates \_ elc. please tap here Yy,
J k. S P
' N\ (
To view /amend any - To view /upload your
occupational health a CV, Passport, Birth
details please tap ) . Cert etc. please tap
h Occupational Personal Details & here
ere Health Other Documents \_ Y,
\ ) \. J . J

Financial Supports

To view /submit a

o
TSS application or to ‘ @

To view /submit a

check your TSS CCERS application
balance, please tap TSS CCERS please tap here
here

E-Portfolio / Logbook

" To add a new record
ey : I

to your E-Portfolio or
download a Logbook
please tap here

E-Portfolio

Dashboard

Figure 22: Dashboard Screen

20
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4.1 Personal & Contact Details

This section displays the personal and contact details that you have entered in your Hire

Form.

Figure 23: Personal & Contact Details Screen

NDTP

I Details

MC Ref #
123456

First Name

Jane

Surname

Doe

Title

Dr.

Date of Birth

111980

Nationality

Irish

Gender
Female

Marital Status

Single

Email Address

test.test@hse.ie

Phone numbers

0123456789 - Mobile

Address
Test
12345A
Other

21



4.2 Hire Form
The NER Hire form can be accessed via either of the below two buttons.

= NER Dashboard

My Details

2.¢

Personal & Hire Form
Contact Details

My Documents

Employment Training
Documents Certificates
. SN J
e N7 N
2
Occupational Personal Details &
Health Other Documents
. LN, J

Financial Supports

1 e

TSS CCERS

E-Portfolio / Logbook

Sl

E-Portfolio

]

Dashboard

Figure 24: Accessing the NER Hire Form from the NER App Dashboard
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4.2.1 Completing/Editing your Hire Form
There are four sections in the Hire Form that you will need to complete.

a) Personal Details:
Once you have tapped the Hire Form button, the first section that needs to be completed

is the “Personal Details” section. Here you will have to complete all Mandatory Fields i.e.
denoted by an asterix.

Please Select -

Please Select -

Please Select -

0VON980

Please Select a Nationality -

Please Select an Organisation v

Figure 25: Personal Details Section of the Hire Form

IMPORTANT: To progress to the next section of the Hire Form and save your entry you
need to tap the green forward icon as highlighted in Figure 23.

NDTP
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b) Contact Details
The next section you will have to complete is the “Contact Details” section. Here you
will have to complete all Mandatory Fields i.e. denoted by an asterix. To add more than

one telephone number, tap the blue “Add Telephone Number” button as shown below
in Figure 24.

Contact

Please enter your contact detalls and click the
Save icon located on the Bank screen of the
NER Hire Form

Mobile v

Address Details

Other -

Figure 26: Contact Details Section of the Hire Form

Ireland

IMPORTANT: To progress to the next section of the Hire Form and save your entry you
need to tap the green forward icon as highlighted in Figure 24.
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c) Next of Kin Contact Details
The next section you will have to complete is the “Next of Kin Contact Details” section.
Here you will have to complete all Mandatory Fields i.e. denoted by an asterix. To add

more than one telephone number, tap the blue “Add Telephone Number” button as
shown below in Figure 25.

MNext of Kin

Pleaswe Select

| Mobile =

Address Details

nther

reland

Figure 27: Next of Kin Contact Details Section of the Hire Form

IMPORTANT: To progress to the next section of the Hire Form and save your entry you
need to tap the green forward icon as highlighted in Figure 25.
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d) Bank Details

The next section you will have to complete is the “Bank Details” section. There are no
mandatory fields in this section so you can save your Hire Form without entering Bank
Details. However, in order to be paid, you will need to update your Hire Form to include
your Bank Details. Please note only Irish banks details are accepted by the NER Portal
and App.

B and I1BAN information o

Figure 28: Bank Details Section of the Hire Form

IMPORTANT: To save the details you have entered in each of the previous four
sections you must tap the green “Save” icon as highlighted in Figure 26. Please note
that in order to save your updated Hire Form you need to use the green forward
arrows and the green save icons as shown in the previous steps.
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4.2.2

NDTP

Downloading the Hire Form

You will be able to download your completed Hire Form into a PDF document should
you wish. To do this tap the Hamburger Menu when you are in the Hire Form section of
the App as shown in Figure 27.

@k H= NDTP

View Employer's Registered Numbers
Change Password a

App Button lcons

Download Hire Form i
View Terms & Conditions

Help

Log Out :‘3
CONTACT US

National Doctors Training & Planning
Block 9E, Sancton Wood Building

Hire Form

Figure 29: Downloading NER Hire Form

Once the download is ready to view, a green banner will appear at the bottom of your
screen stating that the download was successful and you will have the option to view
the download by tapping the “View” button as shown in Figure 28.

Hire Form downloaded successfully View

Figure 30: Successfully Downloaded Hire Form
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Once you tap “View”, the document may open automatically. Otherwise, you may have
to choose what app you would like to open the document in. Select the appropriate
option from the options given (we would advise to open this document as a PDF if
possible). See an example below:

Open with
Drive PDF Viewer Save to Huawei Drive  OneDrive PDF Viewer
JUST ONCE ALWAYS

Figure 31: Select Document Viewer Type
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Figure 32: PDF NER Hire Form
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4.3 Employment Documents

The NER Employment Documents section will display a link to the NER Hire Form, Garda
Vetting Documents and Work Permit. You will be able to edit your Hire Form from this screen
by tapping the “Edit” button. See section 4.2 for further details on the Hire Form.

To view the meaning of the
&« Employment Documents icons above tap the blue
information icon
€ HireForm Edit

Document status icons guide

v Garda Vetting View
Missing or Expired (-]
i Rejected at
Work Permit
Submitted (2]

Warning: document nearing expiry
Of) < —
Verified v

Figure 33: Employment Documents Screen with description of the icons

IMPORTANT: Your Medical HR Department will upload the Garda Vetting and Work Permit
documents for you. You will not have the ability to upload these documents on the NER

Portal or App.
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4.4 Training Certificates
In this section you will find a list of various training certs that you will be required to upload.
If you would like to upload a training cert that is not visible on the below screen you can
always upload via the “Other” option as shown in section 4.6 in the “Personal Details & Other
Documents”section of the App. To view a description of the document icons, tap the blue “”
icon as shown in Figure 32.

< Training Certificates

v ACLS Edit
@ APLS Add
& BLS Edit
@  Compass/NEWS Add
@ Fire Training Add
@ GDPR Add
©@  Haemovigiliance Training Edit
(-] Hand Hygiene Edit

To view the meaning of the
icons above tap the blue

@  Open Disclosure Add information icon

e patient Handling Add

Document status icons guide

@ Sepsis Add
Missing or Expired (-]
Children First Training Rejected fs]l
(-] s Add
Certificate
Submitted 7]

Professional n
° rofessional Competency Add

Scheme Enrolment (PCS) Warning: document nearing expiry

Verified v

Figure 34: Training Certificates Screen

30

NDTP



If you are adding a new training cert or updating a previously updated certificate, the

layout will look slightly different:

a) Add New Training Certificate

If.}'

To attach a document to a specific section, you should tap on the “Add” button beside the
certificate you want to add as shown in Figure 32. You will be able to either take a photo
of the certificate, upload the certificate from your phones gallery or upload a document from

your phones file section.

Take Photo:

To take a photo of your training cert for upload tap the “Take Photo” Cherry Picker as
located on the purple banner. You can then tap the blue camera icon as shown below in
Figure 33. (Please note you may have to allow the app access to your gallery and camera
to use this functionality). If you need to re-take the photo tap the “Clear Image”, button to
remove the photo you have just taken and then you can re-take the photo using the blue

camera icon, as shown below.

Haemovigiliance Training

Take Photo

When taking a photo
Tap here to read more

No Image Taken

@

Haemovigiliance Training

Take Photo

When taking a photo o

Tap here to read more

o

Figure 35: Take photo of a new Training Certificate

For more information on this section tap the grey

in Figure 33.

NDTP

“r
|

button at the top right of the screen.
Once you are happy with the photo you have taken, tap the green forward arrow as shown
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Upload Image:

Instead of taking a photo, you can also browse your phones photo gallery under the
“Upload Image” cherry Picker located on the purple banner. To find the appropriate image
of the certificate(s) that you wish to add, select the “Upload” button as shown in Figure 34.

For more information on this section tap the grey “i” button at the top right of the screen.

You can upload multiple images in this section. However, it is advised that a maximum of
six images be uploaded at any one time to avoid delays in upload time for images.

Please note the following regarding file uploads:

" It is mandatory to upload at least one image.
" The image should not exceed 5MB file size.
" Only images in PNG or JPEG can be uploaded

£ Haemovigiliance Training £ Haemovigiliance Training

Upload Image Take A : ; ' Upload Image Take Photo Upload Docume

When adding an attachment 0 When adding an attachment o
Tap here to read more Tap here to read more

mages
0/6 % upload 1/6 . 4 Upload

“ Hm" A

® []

Figure 36: Upload new Image of Training Certificate

Once you have selected the images for upload, you will see a preview image of what
images you have selected. If you have accidentally uploaded an incorrect image and no
longer want to include this, tap the “x” button beside the previewed image, as shown in
Figure 34.

To the left of the screen you will see how many images you have currently attached. If you
need to attach more images, you can tap the upload button again and select the images
you require. Once you are happy with the images you have chosen you should tap the
green forward button as shown in Figure 34.

Note: In this section, it is only possible to upload images from your phones Gallery. Should
you need to upload a file please use the “Upload Document” section

NDTP
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Upload Document:

You can also browse your phones file gallery under the “Upload Document” section located
on the purple banner. Here you can search to find the appropriate certificate(s) that you
wish to add by selecting the “Upload” button as shown in Figure 35.

You can upload multiple documents in this section. However, it is advised that a maximum
of six documents be uploaded at any one time to avoid delays in upload time for
documents.

Please note the following regarding file uploads:

" It is mandatory to upload at least one document.
" The document should not exceed 5MB file size.
" Only documents in PDF format can be uploaded

Haemovigiliance Training

Haemovigiliance Training

Upload Document

Upload Document

When adding an attachment o When adding an attachment o
Tap here to read more Tap here to read more
0/6 1 Upload 1/6 % upload

Figure 37: Upload new Document of Training Certificate

Once you have selected the documents for upload, you will see a preview image of what
documents you have selected. If you have accidentally uploaded an incorrect document
and no longer want to include this as part of the application tap the “x” button beside the
previewed image, as shown in Figure 35.

To the left of the screen you will see how many documents you have currently attached.
If you need to attach more documents, you can tap the upload button again and select
the documents you require. Once you are happy with the attachments you have chosen
you should tap the green forward button as shown in Figure 35.

Note: In this section, it is only possible to upload Documents from your phones File
Gallery. Should you need to upload an image please use the “Upload Image” section.
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b) Save Photo/Attachment

Once you have either taken a photo or uploaded an image/document and tapped the green
forward button, you will be re-directed to the screen as shown in Figure 36, where you will
be asked to fill in the validity dates of the certificate. Many of the validity periods are pre-
set so you may only need to enter the “Valid From” date, as the “Valid To” date should pre-
populate. Once complete, tap the green floppy disk button to save any uploads.

< APLS

Name *

APLS

Document Type

APLS

Valid From *

Valid To *

- 2

Figure 38: Validity Dates and Saving the Certificate
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c) View/Edit a Previously Uploaded Certificate

If you have previously uploaded a training certificate, you will be able to view these by
tapping the “Edit” button on the “Training Certificates” home page. You will then be re-
directed to the “Details” screen, as shown in Figure 37, which will display the details of the
last certificate you uploaded. Please note you will not be able to make changes on this
screen. To update these details you will need to add a new training certificate record by
using the “Take Photo”, “Upload Image” or “Upload Documents” sections, which can be
found on the purple banner.

The “Attachments” section will display any attachments that you have previously uploaded.
By tapping the dropdown arrow, as shown in Figure 37, you will have the option to
“‘Download” or “Remove” a document (provided it has not been verified by your medical
manpower department).

£ Fire Training Fire Training

Details Attachments

2021TM7N45637 __image.png
Uploaded: 17/11/2021 14.56 49

Fire Training

Document details

Fire Training
o4/Mm/zo

04/M/2023

©

Figure 39: Viewing previously uploaded documents
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4.5 Occupational Health Documents

When you have completed the mandatory fields in the NER Hire Form you will be directed
to the Occupational Health Section of the App. Otherwise you can update your OH
Information by navigating to the below screen via the Dashboard.

& Occupational Health Documents

Occupational Health Documents o

Tap here to read more

The Occupational Health Section of your
Dashboard is only accessible by your
Occupational Health Department. Information
contained within the Occupational Health

Form and documents uploaded to this section To view the meaning of the
of the NER qutal are confidentigl between you icons above tap the blue
and Occupational Health and will not be . . .

accessible or visible by Medical HR. information icon

View OHD Service Providers and Contact

Details
& Document Icons

v Occupational Health Form Edit Document status icons guide

Missing or Expired (-]
@  Immunisation Status Edit

Rejected a1
v EPP Certificate View Submitted @

Warning: document nearing expiry

Verified v
Of) <«

Figure 40: Occupational Health Documents Home Page

As part of this section you will need to update your Occupational Health Form, upload your
immunisation documents and you can view your EPP Cert.
IMPORTANT: Please note your Medical HR Department will upload your EPP Cert.
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4.5.1 Occupational Health Form

(a) Section 1: Employment History

In this section, you should enter your previous Employment Details or alternatively tap on
the checkbox ’I have not been employed in the last five years’. To view previously entered
Employment History tap the “History” section on the purple banner as shown in Figure 39.
Further details about a record can be seen by tapping the expand arrow as highlighted
below. You also have the option to “Edit” or “Remove” any previously entered details about
your employment by tapping the History section as shown below, as long as your Medical
HR Department has not verified the record.

& NER OH FORM &~ NER OH FORM

Employment Sickness Health & Ability Employment Sickness Health & Ability

Details History History

Employer: University Hospital

Section 1: Employment History
Please provide details of all employment over
the last five years, including your current post.
Please do not include any future posts.

Limerick A

Job Title: Obs & Gynae Obs & Gynae
Start Date: 30/03/2018

End Date: 30/03/2019
| have not been employed in the last & e f0s/2

five years
m

Clinical Site (or Other Employer) *

Please Select v Employer: Bantry General Hospital
Job Title: Intern Academic Track N
Academic

Medical Discipline *

Please Select - Employer: Bantry General Hospital
Job Title: Intern Academic Track NG
Academic

Start Date *
Employer: Bantry General Hospital o
Job Title: Medicine Gastroenterology

End Date *

Employer: test, test
Job Title: Medicine Cardiology

Employer: HSE NDTP Test
Job Title: Medicine Cardiology

000]

Figure 41: Employment History section of the Occupational Health Form

To continue to the next stage of the Occupational Health Form you should first tap the
green save button and then tap the green forward button as highlighted in Figure 39.
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(b) Section 2: Sickness Absence Details

In this section, you should enter details of any Sickness Absence you have had in the last
Five Years or alternatively tap the checkbox for ‘| have not had any sickness in the last five
years’. To view previously entered Sickness Absence History tap the “History” section on
the purple banner as shown in Figure 40. Further details about a record can be seen by
tapping the expand arrow as highlighted below. You also have the option to “Edit” or
‘Remove” any previously entered details about your sickness absence by tapping the
History section as shown below, as long as your Medical HR Department has not verified
the record.

“« NER OH FORM &« NER OH FORM

Employment i :
mploymer Sickness Employment Sickness Health & Ability

Details History History

Section 2: Sickness Absence Reason for Absence: Test
Please provide details of any time you have Days Absent: 1
lost from work or education in the last 5 years i

Start Date: 05/01/2022
End Date: 06/01/2022

| have not had any Sickness Absence
in the last 5 years.

Reason for Absence *:

Start Date *
End Date *

Number of working days absent *:

ec

Figure 42: Sickness Absence History section of the Occupational Health Form

To continue to the next stage of the Occupational Health Form you should first tap the
green save button and then tap the green forward button as highlighted in Figure 40.
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(c) Section 3: Heath and Ability
In the final section of the Occupational Health form, you will be asked to answer a set of
yes/no Health and Ability questions. The questions will relate to any information that affects
your ability to perform your duties or if there is a requirement to adjust the work
environment.
If you select “No” to the very first question, the remaining General Health Questions are
collapsed and you will not be required to complete the rest of these questions. (The TB
and Covid related questions however are all mandatory). Some questions may also require
additional information. If this is the case, another field will display called “Additional Details”
where you can enter free text.

< NER OH FORM

Health & Ability

Section 3: Health and Ability
Declaration

Please provide details of any health condition or
disability

Are you aware of any health condition and/or
disability that might affect your ability to
undertake effectively the duties of the position
that you have been offered, and that might
require special adjustments to your work or your
place of work?

® ves O No

Please answer all questions below. If you answer
yes to any of these questions below, please
provide further details.

Are you currently, or have you recently, received
treatment for a medical, surgical or mental
health condition including drug and/or alcohol
abuse or any other addiction? *

O Yes @ No

Have you suffered a previous injury or iliness that
may have required changes in your duties and/or
work environment? *

— Q@

Figure 43: Health & Ability section of the Occupational Health Form

Once you have completed all the mandatory questions you should tap the green forward
button to progress to the declaration section. Before you reach the declaration section the
below screen will appear advising if you have any outstanding questions to answer or if
you have completed all sections. Once all sections are complete, you can tap the green

forward button.

OH Form Submission

You are about to submit the OH Form. If
you are happy to proceed please click

the Continue button to move on to the
next stage. Or if you want to make
changes please click the Back button.

Fig 44: Recap of the Occupational Health Form
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(d) OH Form Submission and Signing Declaration
Once you are happy with the information you have included you will have to sign the online
declaration form by using the toggle button as shown in Figure 43 and then tapping the
upload arrow.

& NER OH FORM

Declaration Acceptance

Applicant please read the declaration below
carefully

| accept that | have an ethical and professional
obligation to inform the Occupational Health
professionals, in confidence, if | have any
illness which could be a risk to patients or
which could seriously impair my judgement in
accordance to the Medical Council's Guide to
Professional Conduct and Ethics for
Registered Medical Practitioners

| understand that | may be required to
undergo an assessment by the Occupational
Health services if considered necessary.

To the best of my knowledge:

1. The information that | have given is true and
complete

2. | have not intentionally held back any
material facts

3.1 am responsible for the accuracy of this
information

| am aware that my employer may reject my
application and/or terminate my employment
if | have made a false statement or
misrepresented myself in this statement.

| agree to this information being kept
electronically and confidentially.

| agree to my medical information being
shared with other Occupational Health
services on a need-to-know basis. |

| understand that my medical information will
not be shared with other persons without my
written consent.

The information | have given will form the
basis of a fitness to work statement that will
be provided to my medical manpower.

View Guide to Professional Conduct
and Ethics for Registered Medical
Practitioners

By submitting this form for
verification, | am accepting the above
Declaration.

1

Figure 45: Declaration section of the Occupational Health Form
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4.5.2 Immunisation Status Documentation

When you have submitted your Occupational Health Form for the first time you will be directed to
the Immunisation Status section of the App. Otherwise you can update your Immunisation Status
by navigating to the below screen via the Dashboard.

a) Add New Immunisation Document

You will be able to either take a photo of the Immunisation Document, upload an image or
upload a document from your phone.

Take Photo:

To take a photo of your Immunisation Document for upload, you can tap the blue camera
icon as shown below in Figure 44. (Please note you may have to allow the app access to
your gallery and camera to use this functionality). If you need to re-take the photo tap the
“Clear Image”, button to remove the photo you have just taken and then you can re-take
the photo using the blue camera icon, as shown below.

Immunisation Status

Immunisation Status

Take Photo

Take Photo

When taking a photo o When taking a photo o

Tap here to read more Tap here to read more

No Image Taken

olo o

Figure 46: Immunisation Document Take Photo

For more information on this section tap the grey “i” button at the top right of the screen.
Once you are happy with the photo you have taken, tap the green forward arrow as shown
in Figure 44 to save your information.
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Upload Image:

Instead of taking a photo, you can also browse your phones photo gallery to find an image
of the Immunisation Document that is saved on your phone. You can do this by selecting
the “Upload Image” button as shown in Figure 45. For more information on this section tap

“ey

the grey “i” button at the top right of the screen.

You can upload multiple images in this section. However, it is advised that a maximum of
six images be uploaded at any one time to avoid delays in upload time for images.

Please note the following regarding image uploads:
= [tis mandatory to upload at least one image.

=  The image should not exceed 5mb file size.
=  Onlyimages in PNG or JPEG format can be uploaded

Immunisation Status Immunisation Status

Upload Image Take Phot Attachment Upload Image

When adding an attachment 0 When adding an attachment o
Tap here to read more Tap here to read more
0/6 £ upload 1/6 % upload

L__

o o

Figure 47: Immunisation Document Upload Document

Once you have selected the image(s) for upload, you will see a preview image of what
images you have selected. If you have accidentally uploaded an incorrect image and no
longer want to include this, tap the “x” button beside the previewed image, as shown in
Figure 45.

To the left of the screen you will see how many images you have currently attached. If you
need to attach more images, you can tap the upload button again and select the images
you require. Once you are happy with the images you have chosen you should tap the
green save button as shown in Figure 45.

Note: In this section, it is only possible to upload images from your phones Gallery. Should
you need to upload a file please use the “Upload Document” section.

NDTP
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Upload Document:

Instead of taking a photo, you can also browse your phones file gallery to find the
Immunisation Document that is saved on your phone. You can do this by selecting the
“Upload Document” button as shown in Figure 46. For more information on this section tap

“ey

the grey “i” button at the top right of the screen.

You can upload multiple documents in this section. However, it is advised that a maximum
of six documents be uploaded at any one time to avoid delays in upload time for
documents.

Please note the following regarding file uploads:
= |tis mandatory to upload at least one document.

=  The document should not exceed 5mb file size.
=  Only documents in PDF format can be uploaded

Immunisation Status

Immunisation Status

Upload Document

Upload Document

When adding an attachment o When adding an attachment o

Tap here to read more Tap here to read more

0/6 _’_ Upload 1/6 ! Upload

0O

o

Figure 48: Immunisation Document Upload Section

Once you have selected the documents for upload, you will see a preview image of what
documents you have selected. If you have accidentally uploaded an incorrect document
and no longer want to include this, tap the “x” button beside the previewed image, as shown
in Figure 46.

To the left of the screen you will see how many documents you have currently attached. If
you need to attach more documents, you can tap the upload button again and select the
documents you require. Once you are happy with the attachments you have chosen you
should tap the green save button as shown in Figure 46.

Note: In this section, it is only possible to upload documents from your phones File Gallery.
Should you need to upload an image please use the “Upload Image” section.

NDTP
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b) View a Previously Uploaded Immunisation Documents

If you have previously uploaded an Immunisation Document, you will be able to view this
by tapping the “Edit” button on the Occupational Health home page. You will then be re-
directed to the “Details” section, as shown in Figure 47, which will display the details of the
latest Immunisation Document you have uploaded. Please note you will not be able to
make changes on this screen. To update these details you will need to add a new
Immunisation Document by using the “Take Photo” or “Upload” sections, which can be
found on the purple banner.

The “Attachments” section will display any previous Immunisation Documents that you had
uploaded. By tapping the dropdown arrow, as shown in Figure 47, you will have the option
to “Download” or “Remove” a document (provided it has not been verified by your
Occupational Health Department).

Immunisation Status Immunisation Status

Attachments
IMG_9546.png .
Immunisation Status o Uploaded: 11/05/2022 13:12.54
Tap here to read more
1/05/2022 13:12:55
IMG_8477.png

- | Uploaded: 07/04/2022 165344
Immunisation Status

f IMG_77V4 png
Immunisation Status Uploaded: 11/03/2022 16:58:12

CAP_AS53C9C63-96E6-4AF6-9DFB-14A
2A2CAC942jpg

Uploaded: 1512/2021 21.08:54

2021M71509__image.png
Uploaded: 17/11/2021 15.00:10

IMG_5042 jpeg

° Uploaded: 17/11/2021 124848
6b824dle-86b3-4€29-8d80

—@INTrTRLOARD s

Figure 49: Immunisation Document Previously Uploaded Attachments and Details Sections
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4.5.3 EPP Certificate

Your EPP Certificate will be uploaded by your Occupational Health Department. You will not
have the ability to upload an EPP Cert. You will be able to view this document and its details
in the EPP section of the Occupational Health Module.

& EPP Certificate & EPP Certificate

Details Attachments

Document details Download EPP Certificate

Date uploaded

11/07/2018 14:28:13

| Document Name

EPP Certificate

Document Type

EPP Certificate

Figure 50: EPP Certificate Details and Download Section

By tapping the blue “Download EPP Certificate” Button the following notification will appear.

Generating download

Figure 51: Download Underway

Once the download is complete you will see the below green banner appear at the bottom
of your screen stating that the download was successful. Tap “View” to open the document.

Downloaded successfully View

Figure 52: Download Complete
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4.6 Personal Details & Other Documents

This section allows you to upload additional documentation such as your Passport, Birth
Cert, GNIB etc. There is also an ‘Other’ option for uploading documents that do not have an
exact title on the NER App.

e Personal Details & Other ...

v Scanned Passport Edit
() Birth Certificate Add
@ CNB Add

International English
° Language Testing System Add
(IELTS) Certificate

To view the meaning of the
icons above tap the blue
information icon

& Document Icons

Document status icons guide

e Evidence to Support

z Add
Incremental Credit i o et e
Rejected ’I

() Other Add
Submitted 7]

Warning: document nearing expiry

Verified v
® B

Figure 53: Personal Details and Other Documents Screen
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a) Add New Personal Document
To attach a document to a specific section, you should tap on the “Add” button beside the

document you want to add as shown in Figure 51. You will be able to either take a photo
of the document or upload the document from your phones gallery.

Take Photo:

To take a photo of the document for upload you can tap the blue camera icon as shown
below in Figure 52. (Please note you may have to allow the app access to your gallery and
camera to use this functionality). If you need to re-take the photo tap the “Clear Image”,
button to remove the photo you have just taken and then you can re-take the photo using
the blue camera icon, as shown below.

Scanned Passport Scanned Passport

Take Photo Take Photo

When taking a photo 0 When taking a photo ©

Tap here to read more Tap here to read more

No Image Taken

Figure 54: Take Photo Screen — Personal Documents Section

For more information on this section tap the grey “i” button at the top right of the screen.
Once you are happy with the photo you have taken, tap the green forward arrow as shown
in Figure 52.
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Upload Image:

Instead of taking a photo, you can also browse your phones photo gallery to find the
appropriate image(s) that you wish to add by selecting the “Upload” button as shown in

Figure 53. For more information on this section tap the grey “i” button at the top right of the
screen.

You can upload multiple images in this section. However, it is advised that a maximum of
six images be uploaded at any one time to avoid delays in upload time for images.
Please note the following regarding file uploads:

" It is mandatory to upload at least one image.
" The image should not exceed 5mb file size.
" Only documents in PNG or JPEG format can be uploaded

£ Scanned Passport £ Scanned Passport

Upload Image Take Phot pload Upload Image

When adding an attachment o When adding an attachment 0

Tap here to read more Tap here to read more

0/6 _! Upload 1/6 ! Upload

&

@ @

Figure 55: Upload Image Screen — Personal Documents Section

Once you have selected the image(s) for upload, you will see a preview image of what
image(s) you have selected. If you have accidentally uploaded an incorrect image and
no longer want to include this, tap the “x” button beside the previewed image, as shown
in Figure 53.

To the left of the screen you will see how many images you have currently attached. If
you need to attach more images, you can tap the upload button again and select the
images you require. Once you are happy with the images you have chosen you should
tap the green forward button as shown in Figure 53.

Note: In this section, it is only possible to upload images from your phones Gallery.
Should you need to upload a file please use the “Upload Documents” section.
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Upload Document:

Instead of taking a photo, you can also browse your phones file location to find the
appropriate document(s) that you wish to add by selecting the “Upload” button as shown

in Figure 54. For more information on this section tap the grey “i” button at the top right of
the screen.

You can upload multiple documents in this section. However, it is advised that a maximum
of six documents be uploaded at any one time to avoid delays in upload time for
documents.

Please note the following regarding file uploads:

" It is mandatory to upload at least one document.

" The document should not exceed 5mb file size.

" Only documents in PDF format can be uploaded

Scanned Passport Scanned Passport

Upload Document 1 Image Take Phot Upload Document

When adding an attachment o When adding an attachment o

Tap here to read more Tap here to read more

0/6 % upload 1/6 4 upload

s

Figure 56: Upload Document Screen — Personal Documents Section

Once you have selected the documents for upload, you will see a preview image of what
documents you have selected. If you have accidentally uploaded an incorrect document
and no longer want to include this, tap the “x” button beside the previewed image, as
shown in Figure 54.

To the left of the screen you will see how many documents you have currently attached.
If you need to attach more documents, you can tap the upload button again and select
the documents you require. Once you are happy with the attachments you have chosen
you should tap the green forward button as shown in Figure 54.

Note: In this section, it is only possible to upload documents from your phones File
Gallery. Should you need to upload a file please use the “Upload Documents” section.
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b) Save Photo/Attachment

Once you have tapped the green forward button you will be re-directed to the below screen

where you will be asked to name the document. Once complete, tap the green floppy disk
button to save any uploads.

4 Scanned Passport

Nan

Scanned Passport

Scanned Passport

Q00

Figure 57: Rename and Save Attachments
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c) View/Edit a Previously Uploaded Personal Document

If you have previously uploaded a document, you will be able to view it by tapping the “Edit”
button on the “Personal Details & Other Documents” home page. You will then be re-
directed to the “Details” screen, as shown in Figure 56, which will display the details of the
last document you uploaded. Please note you will not be able to make changes on this
screen. To update these details you will need to add a new file by using the “Take Photo”,
“Upload Image” or “Upload Document” sections, which can be found on the purple banner.

The “Attachments” section will display any attachments that you have previously uploaded.
By tapping the dropdown arrow, as shown in Figure 56, you will have the option to
“Download” or “Remove” a document (provided it has not been verified by your medical
manpower department).

< Birth Certificate Birth Certificate

Details Attachments

Document details IMG_4264 jpeg
Uploaded: 06/10/2021 16:39.03

2021006163925 image.png
Uploaded: 0610/202116:39.02

06/10/202116:39:04
Birth Certificate
Birth Certificate

20211006163925__image.png
Uploaded: 0610/2021 163847

@

Figure 58: Details and Attachments Section — Personal Documents & Other Documents Section
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[ TSS Hamburger

4.7 Financial Supports
In this section of the NER App, you will be able to submit both Training Support Scheme
(TSS) and Clinical Course and Exam refund Scheme (CCERS) applications to your Medical
Manpower Department. Both TSS and CCERS are part of a suite of educational supports
for NCHDs provided by HSE-NDTP. Should you require further information regarding these
schemes both policies can be found on our website https://www.hse.ie/eng/staff/leadership-
education-development/met/ed/fin/

4.7.1 Training Supports Scheme (TSS)

If':'

The Training Supports Scheme (TSS) section of the NER App consists of the following

six subsections:

Menu

To submit a new
application to your
medical manpower

department please use
this section

s

To view all your
applications made to
date please use this

section

\.

To view the latest TSS
Policy/Guidance
Document please use
this section

Training Supports

Make New
Application

/Q

Edit Application

=

Log of
Applications

O

Delete Application

J

Figure 59: Training Supports Home Page

NDTP

Cuidance
Document

€

Check Balance

N

To edit an application
with status “New”,
“Submitted”, “Further
Info Required” or
“Unprocessed” please
use this section

To delete an
application with
status “New”, please
use this section

\.

J

(

To check your
remaining TSS
balance for the
current period
please use this

section
\

N

J
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4.7.1.1 Make a New Application

(a) Claim Details:
To create a new TSS application you should tap on the “Make New Application” button
on the TSS Home Screen. This will open up the TSS application form as shown below:

€<  Make New Application

Manual Input —
To change to the date picker
select the calendar icon

Claim Details Take Photo Attach Docume

highlighted

When making a claim: 6
Tap here to read more
PPS Number * Tue, 13Jan

Enter date

01/011980
Claim Category *
Please Select v Siss. B
Sub-Claim Category * Date picker —
Please Select v To change back to the

manual entry date select the

pencil icon highlighted
Date Attended From *

Please tick this box if the training Tue, 1 Jan
lasted for more than a day and enter )
the end date of the training. January1980 ~

Further Details

CANCEL OK

Figure 60: Claim Details Section of the TSS Application form

You must complete all mandatory fields (marked with an asterix) in order to proceed to
the next stage of the application. If not all mandatory fields are complete you will see one
of the below messages:

The application must be created before you You cannot submit an application until the
can upload a document claim details have been provided

OR
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Once all mandatory fields are complete, you can progress to the next stage of the
application by tapping the green forward button.

—

NB: You should tap the green forward button to progress to the next stage of the application.
Tapping the yellow “Save & Exit” button will save the application for editing later but the
application will not be visible to the Medical Manpower Department until the online declaration
is signed and the application has been submitted for review

Please note you will be unable to submit a TSS application for any of the following
reasons:

You are currently not matched to a post — Please contact your local Medical Manpower
Department

Your current training supports allocation has already been spent

You have not included your IMC number in your NER account — Please update on your
Hire Form

Your current balance is €0.00 — Please contact your local Medical Manpower Department
New applications cannot be made for approximately 4 weeks after the end of the Training
Year. You will be notified by e-mail when applications can be submitted.

You will be unable to submit an application if any of the above applies and one of the

below messages will display as a result:
e rere e Appncation
No access to making

No access to making cces
application: application:

NDTP

You are currently unable to make a new
application for one or more of the following
reasons

- Your current training supports allocation has
already been spent

+ You have not included your IMC number in
your NER account - Please update on your
Hire Form.

- Your current balance is €0.00 - Please
contact your local Medical HR/Manpower
Department.

- New applications cannot be made for
approximately 4 weeks after the end of the
Training Year

You will be notified by e-mail when
applications can be submitted.

OR

Figure 61: No Access to Training Supports

You are not able to edit/submit an application
as you are currently not matched to a post
Please liaise with your Medical Manpower
Department in this case.
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b) Upload Image

To attach an image you should tap on the “Upload” button. You will be able to browse
your phones photo gallery to find the appropriate image(s) that you need to add to your
application.

< Make New Application

Upload Image Take Phot For instructions or
further information
about this section, tap
the information button

When adding an attachment o . to reveal more
Tap here to read more information )
0/6 % upload

Figure 62: Upload Images Section of the TSS Application Form

You can upload multiple images in this section. However, it is advised that a maximum of
six images be uploaded at any one time to avoid delays in upload time for images.

Please note the following regarding file uploads:

»= |tis mandatory to upload at least one image.
= The image should not exceed 5mb file size.
=  Only documents in PNG or JPEG format can be uploaded

Once the images you have selected are uploaded, you will see a preview image of what
images you have selected. If you have accidentally uploaded, an incorrect image and no
longer want to include this as part of the application tap the “x” button beside the preview
image.

Note: In this section, it is only possible to upload images from your phones Gallery.
Should you need to upload a file please use the “Upload Documents” section.

NDTP
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To the left of the screen you will see how many images you have currently attached to
your application. If you need to attach more images, you can tap the “Upload” button
again and select the documents you require.

Once you are happy with the images you have chosen you should tap the green forward
button as highlighted in Figure 61.

< Make New Application

4 )

For instructions or
further information
about this section, tap
the information button

Upload Image

When adding an attachment 0 < to reveal more
Tap here to read more information
1/6 3 Upload

n

Figure 63: Upload Images Section of the TSS Application Form

Please note that if you tap the yellow floppy disk button to “Save and Exit’ a green banner
will appear stating that your application has been saved as shown in Figure 62:

Application Saved

Figure 62: Application Saved

NB: You should tap the green forward button to progress to the next stage of the application.
Tapping the yellow “Save & Exit” button will save the application for editing later but the
application will not be visible to the Medical Manpower Department until the online declaration
is signed and the application has been submitted for review
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c)

HE
Upload Document

To attach a document you should tap on the “Upload” button. You will be able to browse
your phones photo gallery or file location to find the appropriate document(s) that you
need to add to your application.

¢ Make New Application

( For instructions or
t Upload Document i In

further information
about this section, tap
the information button

to reveal more
When adding an attachment information

Tap here to read more

0/6 ! Upload

Figure 64: Upload Documents Section of the TSS Application Form

You can upload multiple documents in this section. However, it is advised that a maximum
of six documents be uploaded at any one time to avoid delays in upload time for
documents.

Please note the following regarding file uploads:

»= Itis mandatory to upload at least one document.
» The document should not exceed 5mb file size.
= Only documents in PNG, JPEG or PDF format can be uploaded

Once the documents you have selected are uploaded, you will see a preview image of
what documents you have selected. If you have accidentally uploaded, an incorrect
document and no longer want to include this as part of the application tap the “x” button
beside the preview image.
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To the left of the screen you will see how many documents you have currently attached
to your application. If you need to attach more documents, you can tap the upload button
again and select the documents you require.

Once you are happy with the attachments you have chosen you should tap the green
forward button as highlighted in Figure 64.

¢ Make New Application

Upload Document : For instructions or
further information
about this section, tap
the information button
When adding an attachment < to reveal more

0 information

Tap here to read more

J

1/6 1 Upload

EStatement
2 pdf

Figure 65: Upload Documents Section of the TSS Application Form

Please note that if you tap the yellow floppy disk button to “Save and Exit’ a green banner
will appear stating that your application has been saved as shown in Figure 65:

Application Saved

Figure 65: Application Saved

NB: You should tap the green forward button to progress to the next stage of the application.
Tapping the yellow “Save & Exit” button will save the application for editing later but the
application will not be visible to the Medical Manpower Department until the online declaration
is signed and the application has been submitted for review.

NDIP
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d) Take Photo
If you would prefer to take a photo of the document, you can navigate to the “Take Photo”
section of the application form by using the cherry pickers on the purple banner as shown
in Figure 66.
Tap the blue camera button to open your camera (You may have to allow the app access
to your gallery and camera to use this functionality). You can then take a photo of the
document
If you need to re-take the photo tap the “Clear Image”, button to remove the photo you
have just taken and then you can re-take the photo using the blue camera icon, as shown
below.

€« Make New Application Make New Application

Take Photo Take Photo

When taking a photo 0 When taking a photo Y
Tap here to read more Tap here to read more

No Image Taken

Figure 66: Take Photo Section of TSS Application form

Once you are happy with the photo you have taken, tap the green forward arrow as shown
in Figure 66.
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e) Declaration

In order to complete your application you must agree and sign the online declaration. To
do this tap the toggle button (highlighted in Figure 67) before tapping the submit button
(green envelope).

Only when you have signed the online declaration and tapped the submit button will the
application be visible to your Medical Manpower Department.

elE T OM @ N)10153% @ 1 08:10

Make New Application

Declaration

Declaration Acceptance

Applicant please read the declaration below
carefully:

| declare that:

1. The information that | have provided as part
of my TSS application is accurate and
complete

2. That supporting documentation uploaded
are electronic versions of original documents

3. | have not already claimed and been
reimbursed for this course/exam/conference
from the TSS, any HSE funded scheme or any
other source. | am aware that the provisions of
the TSS may be suspended or withdrawn if
the terms of the scheme are breached.

4. | will retain a copy of the original receipts for
a period of 6 years and that these may be
subject to audit

| am aware that my employer may reject my
application if it is not eligible under the TSS
policy.

| agree to this information being kept
electronically and confidentially.

O
IR

Figure 67: TSS Declaration Screen

Once you have submitted your application, a green banner should appear at the bottom of
your screen stating that your application has been submitted. Only at that point will your
application be visible to your Medical Manpower Department.

Application Submitted

Figure 68: Application Submitted
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4.7.1.2 Edit Applications
You can only edit applications with one of the following status:
e New
e Submitted
e Further Information Required
e Unprocessed

To edit an application and return it to your local Medical Manpower Department, you need
to tap the expand arrow (highlighted in Figure 69) and then tap the blue “Edit Application”
button. This will open the TSS application form and display any details you had entered
previously or attachments uploaded. You can amend these details as appropriate. See
section 4.7.1.1 for more information about the TSS application form.

(For further information or\
& Edit an Application a description of the
application statuses that

are relevant to this
Edit Application Notes ;

: o ¢ . sectlo_n, tap the
Click here to read more |nf0rmat|on button to

reveal more information

TSS 8834 g J

National Courses / Conferences
Status: Submitted
Last Date of Action: 18/12/2020

Details: No details provided
Clinical Site: No details provided
Submission Date: 18/12/2020

Edit Application

TSS 8748

European Courses / Conferences
Status: Submitted

Last Date of Action: 17/11/2020

TSS 8734

Membership Revision Courses
Status: Further Info Required
Last Date of Action: 17/12/2020

TSS 8825

Membership Revision Courses
Status: New

Last Date of Action: 17/12/2020

Figure 69: Edit Applications Screen

Note: Please note that in order for these changes to become visible to your Medical
Manpower Department you need to progress through the entire application again and make
sure you sign the declaration form before tapping the submit button.
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4.7.1.3 Log of Applications

If.}'

This section will display all your TSS and CCERS applications that you have created to
date. You can view the main details associated with a particular application by tapping the
expand arrow (highlighted in Figure 70). If you want to see further details about your
application, you can tap the blue “Download’ button to download the application to your

phone.

& Log of Applications

4 )

For further information or
a description of the
application statuses that

About the Log of Applications o E
Click here to read more

TSS 8836

International Courses / Conferences
Status: New

Last Date of Action: 21/12/2020

A

Details: No details provided
Clinical Site: No details provided
Submission Date: Not Yet Submitted

TSS 8835

Meetings of Irish Professional Bodies
Status: New

Last Date of Action: 21/12/2020

TSS 8834

National Courses / Conferences
Status: Submitted

Last Date of Action: 18/12/2020

TSS 8833

European Courses / Conferences
Status: New

Last Date of Action: 17/12/2020

Figure 70: Log of Applications TSS and CCERS

NDTP

are relevant to this
section, tap the
information button to
reveal more information

- J
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4.7.1.4 Delete Application

You can only delete an application that you have not yet sent to your Medical Manpower
for review i.e. only applications with status “New” can be deleted.

To delete an application you need to tap the expand arrow button (highlighted in Figure 71)
and then the blue “Delete Application” button.

&« Delete an Application

Delete Application Notes o
Click here to read more

TSS 8825

Membership Revision Courses
Status: New

Last Date of Action: 17/12/2020

Details: No details provided
Clinical Site: No details provided
Submission Date: Not Yet Submitted

Delete Application

TSS 8762

Membership Revision Courses
Status: New

Last Date of Action: 19/11/2020

TSS 8826

Membership Revision Courses
Status: New

Last Date of Action: 17/12/2020

TSS 8820

International Courses / Conferences
Status: New

Last Date of Action: 16/12/2020

Figure 71: Delete Application Screen

v
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4.7.1.5 Guidance Document
In this section, you can view the latest version of the TSS Policy document. This document
provides details regarding NCHD eligibility for the scheme and outlines what is eligible for
reimbursement via the Training Supports Scheme.

& training-support.. [@ &%

H-

NCHD Training Supports Scheme
(TSS)

Guidance Document for
Employers & NCHDs

Training Supports for NCHDs

Context

The Progr fora provides to fully implement the
recommendations of the Strategic Review of Medical Training and Career Structures (MacCraith Report).
To assist in the recruitment and retention of key medical stalf, MacCraith acknowledged the need for
enhanced training supports for all NCHOS.

In 2017 the IMO, HSE and Department of Heaith reached agreement in a High Court Settiement in
respect of the legal challenge taken by the IMO on the restoration of the Living Out Alowance for
NCHDs. A review of Traiming and Education supports, which the IMO and both the HSE and Department
of Health acknowledge is & key concern for NCHDs, formed part of this High Court Settlement
Agreement

Taking this into account and following substantial consultation with the parties listed above the
2pproach set out below to Training SuppOrts for NCHDS & being adopted with effect from 8™ July 2019

—-—
—
—

Figure 72: TSS Guidance/Policy Document

NDTP
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4.7.1.6 Check Balance

In this section, you can view what TSS balance you have remaining as well as view the
details relating to the applications that have been approved during the current training year
period.

& Check Current Balance

Tap here to read more @

Balance Assigned: €1250.00
Amount Spent: €350.00
Balance Remaining: €900.00

Approved Applications

Application ID 9222

International Courses / Conferences A
Date Approved 26/05/2022
Amount €100.00

Application ID 9221

International Courses / Conferences A
Date Approved 26/05/2022
Amount €250.00

Figure 73: TSS Check Balance Screen
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4.7.2 Clinical Course and Exam Refund Scheme (CCERS)
The Clinical Course and Exam Refund (CCERS) section consists of the following five

sections:

CCERS S
Hamburger Menu

To submit a new
application to your
medical manpower

department please use
this section

To view all your
applications made to
date please use this

section

\.

é .
To view the latest

CCERS Policy
/Guidance Document
please use this section

.

J

Clinical Course & Exam Refund ...

If.::

Make New
Application

,Q

Edit Application

To edit an application
with status “New”,
“Further Info
Required” or
“Unprocessed” please
use this section

=

S Log of

Applications

O

Delete Application

—> Guidance

Document

Figure 74: CCERS Home Screen

NDTP

To delete an
application with
status “New”, please
use this section
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4.7.2.1 Make a New Application

a) Application Details:

To create a new CCERS application you should tap on the “Make New Application” button
on the CCERS Home Screen. This will open up the CCERS application form as shown
below:

< Make New Application

Application Details Take Photo Attach D

Manual Input —
To change to the date picker
select the calendar icon
highlighted

When making a claim: o
Tap here to read more

Application Type *
Please Select v Tue, 1Jan

Enter date

Application Category * 01/01/1980

Please Select

CANCEL OK

Date picker —

PPS Number * To change back to the

manual entry date select the
pencil icon highlighted

Date Attended From *
Tue, 1Jan

Please tick this box if the training
lasted for more than a day and enter )
the end date of the training.

Further Details

CANCEL OK

Figure 75: Application Details Section of the CCERS Application form
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You must complete all mandatory fields (marked with an asterix) in order to proceed to
the next stage of the application. If all mandatory fields are not complete you will see one
of the below messages:

The application must be created before you You cannot submit an application until the
can upload a document claim details have been provided

OR

Once all mandatory fields are complete you can progress to the next stage of the
application by tapping the green forward button.

NB: You should tap the green forward button to progress to the next stage of the application.
Tapping the yellow “Save & Exit” button will save the application for editing later but the
application will not be visible to the Medical Manpower Department until the online declaration
is signed and the application has been submitted for review

Please note you will be unable to submit a CCERS application for any of the following
reasons:

= You are currently not matched to a post — Please contact your local Medical Manpower
Department

= You have not included your IMC number in your NER account — Please update on your
Hire Form

You will be unable to submit an application if any of the above applies and the below
message will display as a result:

& Make New Application

No access to making
application:

NCHD must be matched to a post to make an
application

Figure 76: No Access to CCERS
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b) Upload Image

To attach an image you should tap on the “Upload” button. You will be able to browse
your phones photo gallery to find the appropriate image(s) that you need to add to your
application.

< Make New Application

For instructions or
Uploadimage  Take Phot further information
about this section tap
the information button

When adding an attachment 0 < to reveal more
Tap here to read more information
0/6 2 Upload

Figure 77: Attach Image Section of the CCERS Application Form

You can upload multiple images in this section. However, it is advised that a maximum of
six images be uploaded at any one time to avoid delays in upload time for images.

Please note the following regarding file uploads:

»= |tis mandatory to upload at least one image.
= The image should not exceed 5mb file size.
= Only images in PNG or JPEG format can be uploaded

Once the images you have selected are uploaded, you will see a preview image of what
images you have selected. If you have accidentally uploaded an incorrect image and no
longer want to include this as part of the application tap the “x” button beside the preview
image.

To the left of the screen you will see how many images you have currently attached to
your application. If you need to attach more images, you can tap the upload button again
and select the images you require.

Once you are happy with the images you have chosen you should tap the green forward
button as highlighted in Figure 78.

NDTP
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. Make New Application (
R For instructions or
Upload Image further information

about this section, tap

the information button

When adding an attachment o to reveal more
Tap here to read more @ information
1/6 £ upload

=l

Figure 78: Attach Image Section of the CCERS Application Form

Please note that if you tap the yellow floppy disk button to “Save and Exit” a green banner
will appear stating that your application has been saved as shown in Figure 79:

Application Saved

Figure 79: Application Saved

NB: You should tap the green forward button to progress to the next stage of the application.
Tapping the yellow “Save & Exit” button will save the application for editing later but the
application will not be visible to the Medical Manpower Department until the online declaration
is signed and the application has been submitted for review

You will then be presented with the below pop-up. If you are happy with your attachments,
tap “OK”

Please ensure that you have
included all relevant
documentation with your
application (evidence of
attendance, proof of passing
your examination and
payment receipts) before
final submission to Medical
HR/Manpower. Failure to do
this may result in a delay in
processing your application.

OK

Figure 80: Pop-Up Regarding Attachments

Note: In this section, it is only possible to upload images from your phones photo Gallery.
Should you need to upload a file please use the “Upload Document” section.

NDTP
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c) Upload Document

To attach a document you should tap on the “Upload” button. You will be able to browse
your phones photo gallery or file location to find the appropriate document(s) that you
need to add to your application.

¢ Make New Application

Upload Document For instructions or
further information

about this section, tap
the information button

When adding an attachment o 2 to reveal more
Tap here to read more information
0/6 ! Upload

Figure 81: Attach Documents Section of the CCERS Application Form

You can upload multiple documents in this section. However, it is advised that a maximum
of six documents be uploaded at any one time to avoid delays in upload time for
documents.

Please note the following regarding file uploads:

»= Itis mandatory to upload at least one document.
= The document should not exceed 5mb file size.
= Only documents in PDF format can be uploaded

Once the documents you have selected are uploaded, you will see a preview image of
what documents you have selected. If you have accidentally uploaded an incorrect
document and no longer want to include this as part of the application tap the “x” button
beside the preview image.

To the left of the screen you will see how many attachments you have currently attached
to your application. If you need to attach more documents, you can tap the upload button
again and select the documents you require.

NDTP
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Once you are happy with the attachments you have chosen you should tap the green
forward button as highlighted in Figure 82.

€ Make New Application (
S — For instructions or
Upload Document further information
about this section, tap
the information button

When adding an attachment

Tap here to read more o é tO- I’eveal more
information

1/6 1 Upload

EStatement pdf

Figure 82: Attach Documents Section of the CCERS Application Form

Please note that if you tap the yellow floppy disk button to “Save and Exit” a green banner
will appear stating that your application has been saved as shown in Figure 83:

Application Saved

Figure 83: Application Saved

NB: You should tap the green forward button to progress to the next stage of the application.
Tapping the yellow “Save & Exit” button will save the application for editing later but the
application will not be visible to the Medical Manpower Department until the online declaration
is signed and the application has been submitted for review

You will then be presented with the below pop-up. If you are happy with your attachments
tap “OK”

Please ensure that you have
included all relevant
documentation with your
application (evidence of
attendance, proof of passing
your examination and
payment receipts) before
final submission to Medical
HR/Manpower. Failure to do
this may result in a delay in
processing your application.

OK

Figure 84: Pop-Up Regarding Attachments

Note: In this section, it is only possible to upload documents from your phones File Gallery.
Should you need to upload an image please use the “Upload Image” section
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d) Take Photo

If you would prefer to take a photo of the document, you can navigate to the “Take Photo”
section of the application form by using the cherry pickers on the purple banner as shown
in Figure 85.

Tap the blue camera button to open your camera (You may have to allow the app access
to your gallery and camera to use this functionality). You can then take a photo of the
document

If you need to re-take the photo tap the “Clear Image” button to remove the photo you
have just taken and then you can re-take the photo using the blue camera icon, as shown
below.

< Make New Application IS Make New Application

Take Photo Take Photo

When taking a photo o When taking a photo o
Tap here to read more Tap here to read more

No Image Taken

00 ©O 00 ©
VRN BV

Figure 85: Take Photo for CCERS Application

Once you are happy with the photo you have taken, tap the green forward arrow as shown
in Figure 85.

73

NDTP



—-—
I. =
—
e) Declaration

In order to complete your application you must agree and sign the online declaration. To
do this tap the toggle button (highlighted in Figure 86) before tapping the submit button.

Only when you have signed the online declaration and tapped the submit button will the
application be visible to your Medical Manpower Department.

Make New Application

Declaration

Declaration Acceptance

Applicant please read the declaration below
carefully:

| declare that:

1. The information that | have provided as part
of my Clinical Course and Exam Refund
Scheme Application is accurate and complete

2. That supporting documentation uploaded
are electronic versions of original documents

3. | have not already claimed and been
reimbursed for this course/exam from the
CCERS, TSS, any HSE funded scheme or any
other source. | understand that if | claim twice
for the same exam/course | will be required to
repay the amount in full. | am aware that the
provisions of any HSE funded scheme may be
suspended or withdrawn if the terms of the
scheme are breached.

4. | will retain a copy of the original receipts for
a period of 6 years and that these may be
subject to audit

| am aware that my employer may reject my
application if it is not eligible under the
CCERS policy.

| agree to this information being kept
electronically and confidentially.

)

@
VNN

Figure 86: TSS Declaration Screen

Once you have submitted your application a green banner should appear at the bottom of
your screen stating that your application has been submitted. Only at that point will your
application be visible to your Medical Manpower Department.

Application Submitted

Figure 87: Application Submitted
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4.7.2.2 Edit Application

You can only edit applications with one of the following status:
e New
e Further Information Required
e Unprocessed

To edit an application and return it to your local Medical Manpower Department, you need
to tap the expand arrow (highlighted in Figure 88) and then tap the blue “Edit Application”
button. This will open the CCERS application form and display any details you had entered
previously or attachments uploaded. You can amend these details as appropriate. See
section 4.7.2.1 for more information about the CCERS application form.

& Edit an Application

Edit Application Notes o
Tap here to read more

~N

For further information or
a description of the
application statuses that

CCERS 199 are relevant to this

Status: New A < section, tap the

Last Date of Action: 12/01/2022 information button to
reveal more information

Application Type: General Medicine \ j

Exams

Details: No details provided
Clinical Site: No details provided
Submission Date: Not Yet Submitted

Edit Application

CCERS 198
Status: New v
Last Date of Action: 12/01/2022

CCERS 187
Status: Unprocessed v
Last Date of Action: 12/01/2022

CCERS 169
Status: Unprocessed v

Last Date of Action: 01/01/2022

CCERS 143
Status: Unprocessed v

Figure 88: Edit Applications Screen

Note: Please note that in order for these changes to become visible to your Medical
Manpower Department you need to progress through the entire application again and make
sure you sign the declaration form before tapping the submit button.
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4.7.2.3 Log of Applications
This section will display all your TSS and CCERS applications that you have created to
date. You can view the main details associated with a particular application by tapping the
expand arrow (highlighted in Figure 89). If you want to see further details about your
application you can tap the blue “Download” button to download the application to your
phone.

& Log of Applications

-

About the Log of Applications

Tap here to read more o <
CCERS 199

Status: New A

Last Date of Action: 12/01/2022

Details: No details provided
Application Type: General Medicine
Exams

Clinical Site: No details provided

CCERS 198
Status: New v
Last Date of Action: 12/01/2022

TSS 9099
Status: Submitted v
Last Date of Action: 12/01/2022

1SS 9079
Status: Unprocessed v
Last Date of Action: 12/01/2022

CCERS 187
Status: Unprocessed v

Last Date of Action: 12/01/2022

Figure 89: Log of TSS and CCERS Applications Screen
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For further information or

a description of the
application statuses that
are relevant to this
section, tap the
information button to
reveal more information
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J
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4.7.2.4 Delete Application

You can only delete an application that you have not yet sent to your Medical Manpower
for review i.e. only applications with status “New” can be deleted.

To delete an application you need to tap the expand arrow button (highlighted in Figure 90)
and then the blue “Delete Application” button.

& Delete an Application

Delete Application Notes o
Tap here to read more

CCERS 199
Status: New A
Last Date of Action: 12/01/2022

Application Type: General Medicine
Exams

Details: No details provided
Clinical Site: No details provided
Submission Date: Not Yet Submitted

Delete Application

CCERS 198
Status: New v
Last Date of Action: 12/01/2022

CCERS 195
Status: New v
Last Date of Action: 17/12/2021

CCERS 194
Status: New v
Last Date of Action: 17/12/2021

CCERS 190
Status: New v

Figure 90: Delete Application Screen
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4.7.2.5 CCERS Guidance Document

—-—
—
—

In this section you can view the latest version of the CCERS Policy document. This
document provides details regarding NCHD eligibility for the scheme and outlines what is

eligible for reimbursement via the Clinical Course and Exam Refund Scheme.

&  clinical-course-... [@ %

If:’

Fedhmeannachy na Seirbhise Sisme
Heakh Service Executive

Clinical Course & Examination
Refund Scheme for NCHDs

Guidance Document for Employers & NCHDs
Effective from 17"!&8193)20

raie WCHO Climl Course & Erarmnation Anfund Schesne
Leadouthor.  HSE Netiondl Dactors Trawng & Monning A Drew
Acproved by HSE Nationst Dactors Traming & Poneig

| effective from. 17 Augunt 2030

I et G Yoomrog e e CCE93 Ange 2020

Clinical Course & Examination
Refund Scheme for NCHDs

MSE NOTP provide 3 suite of educational supports for NCHDs. The MSE NDTP Clinical Course and Exam Refund Scheme
ICCERS) is one of these sugports e and exams. Al doctors
employed under the 2010 NCHD contract are ekgible to apply for refunds under the CCERS.

The list of MSE Appendix One. The full cost of an spproved
examination/course is ebglbie (0 be refunded

Commencng 17" August eligibie NO<Ds Can apply for 3 refund Upon successtully passing of the exam or completing
of the course. by holders of the HSE NCHD contract (2010} empts at exams are 0 .
retund under the CCERS, however & may be pOSSbIE 10 Cum for these atempts via the Trainng Support Scheme.

Only exammirations which are unavalable in reland are eigithe for refund if undertaken abroad Please note that such
examinations are identied in Apoendis One by means of an astenx.

Currently, the process for this refund scheme is as follows.

1 The NCHD must make an application directly 10 their employer using the Chake! Course and

Examination Refund Scheme NCHD Agplicotion Form, 3 copy of which i attached at Appendix

Figure 91: CCERS Guidance/Policy Document
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4.8 E-Portfolio

The E-Portfolio module was developed to give NCHDs who are not associated with a
Postgraduate Medical Training Body and do not have access to a formal Logbook, the
opportunity to record any clinical or professional development activities they have
undertaken and have, where applicable, this experience validated. You may seek
validation of relevant records from a Supervising Clinician/Consultant, once this activity
has occurred within the last six months. Information on these records will be visible to the
nominated Supervising Clinician/Consultant you choose to send this data to. The
Supervising Clinician/Consultant will access the data via a secure link sent by email. The
Supervising Clinician/Consultant will be able to view this data until it has been processed
by them or six months has elapsed since the activity date, whichever is the sooner. It is
your responsibility to ensure you select the correct IMC number and email address for the
nominated Supervising Clinician/Consultant.

This module is available to all NCHDs who have an NER account, however it is not intended
to replace the Logbooks developed by Training bodies and therefore should not be used
in place of those provided by your training body. Within the E-Portfolio there are no
mandatory or specific sections required for completion. NCHDs are responsible for the
content contained within their E-Portfolio. This E-Portfolio is not endorsed by a
Postgraduate Medical Training Body and thus does not lead to certification or guarantee
eligibility to the Irish Medical Council’s Specialist Division of the Register.

For further details on how to use the E-Portfolio, user guides, FAQs and its terms and
conditions please visit www.hse.ie/doctors

Imprortant!

Please note that the inclusion of any patient information on the E-Portfolio is
strictly prohibited. When completing details on your ePportfolio it is essential that
no information is included which might identify a patient / client / colleague etc
such as names / DOBs / patient medical record numbers etc. Information should
remain amonymous at all times. Users are reminded to be mindful of Data
Protection legislation. Please refer to point 5 of the NER Terms and Conditions,
available on the NER Logon screen.
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—
—

The E-Portfolio module can be accessed from the Dashboard home screen menu of the
app and has the following six options available:

E-Portfolio

[ To create a new or
view a previous
Clinical Experience
record, please use
this section. This
section does not
support Supervisor

Hamburger Menu l

\ Review. /
4 )

To create a new or

E-Portfolio

view a previous
Assessment record,
please use this
section. This section
does support

4 )

To create a new or
view a previous
Procedure record,

please use this
section. This section
does support

Supervisor Review.

[ To create a new or \

view a previous
Education & Personal
Development record,

please use this
section. This section
does support
Supervisor Review in

\ certain cases. /

3 o
T4
> Clinical Procedures <€
Experience
\ J
e N
<
> Assessments Training Plan &
Review
\_ J
e N
N
- ducation & Logbook
Educa
Personal <
. v,

| —

Figure 92: E-Portfolio Home-screen
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\ Supervisor Review. j
[To create a new or\

view a previous
Training Plan &
Review record,
please use this
section. This
section does
support Supervisor

\ Review. /

(" )

To create a Logbook
displaying all or
some of the records
you have entered,
please use this
section.

J
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4.8.1 Clinical Experience
In the Clinical Experience home screen you will be able to manage existing records
created in this section as well as add new records.

a) Clinical Experience — Home Screen

As shown in the Figure 93, you can view all records under this category that you have
input to date. Records are listed in order of activity date, in descending order, and each
record will have a unigue reference number. Tapping the expand arrow allows you to
view further details about that record. You may also delete or edit an existing record
using the action buttons located beneath the records details provided the record has
not been validated.

— Clinical Experience

+ Add New Clinical Experience

| Ref 1330: Emergencies
test

Activity Date: 18/03/2022
Activity End Date: 27/03/2022
Speciality: Cardiothoracic
Grade: Lecture

No. of Years: 4

Details: test

Ref 1319: Emergencies
February v
Activity Date: 27/02/2022

Ref 1318: Patient Related Meetings
hello v
Activity Date: 15/02/2022

Ref 1301: Rare/Unusual Cases
test on app

Activity Date: 25/11/202)
Activity End Date: 24/12/202)

Ref 14: Rare/Unusual Cases

Figure 93: Clinical Experience Records
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You may use the filter button (magnifying glass as shown in Figure 93) located in the
top right to refine your search for a specific record or display a group of similar records.

You can apply one or more filter from below. Once you have selected the filters you
require, tap the blue magnifying glass button as highlighted Figure 94.

< Filter Records

Activity Type N2
Speciality N2
Sub Speciality N2

Activity Date - From

Activity Date - To

Figure 94: Clinical Experience Filters
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b) Add New Clinical Experience Record

Once you tap on the “Add New Clinical Experience’ button a screen displaying the different
Activity Types will appear:

& Emergencies
L~ A * .
<« Select Activity Typ«

Select Activity Type When creating or editing record. o

Tap here to read more

Please be aware that dependent on the chosen
Activity Type you may be asked to fill additional Title *
information

Activity Date *
Emergencies

Activity End Date

Patient Related Meet'ngs If activity is for more than one day
Details *
Patients Reviewed
Speciality *
Please Select v
Rare/Unusual Cases
Sub Speciality

Please Select v
Work Schedule P
Please Select v

Number of years at this grade & specialty *

Figure 95: Clinical Experience Activity Types and Adding a New Record

Select the appropriate Activity Type from the above blue buttons. Depending on the Activity
Type chosen, the fields you will have to fill in for each Activity Type will differ. Complete all
the relevant information, noting that fields marked with a red * are mandatory fields and
must be completed in order to save the record. The “Title” field has a maximum character
limit of 250 and the “Details” field has a maximum character limit of 3000.

Once you have completed all the relevant fields tap the green “Save” button to save this
record which will be displayed on the Clinical Experience home screen. Tap “Cancel” to
disregard changes and return to the clinical experience screen.

Note: Clinical Experience Records cannot be sent to a Supervising Clinician/Consultant
for their review
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4.8.2 Procedures
In the Procedures home screen you will be able to manage existing records created in
this section as well as add new records.

a) Procedures —Home Screen

As shown in the Figure 96, you can view all records under this category that you have
input to date. Records are listed in order of activity date, in descending order, and each
record will have a unique reference number. Tapping the expand arrow allows you to
view further details about that record. You may also delete or edit an existing record
using the action buttons located beneath the records details provided the record has
not been validated.

& Procedure

' Ref 1020: Cardioplasty of stomach
Procedure Type: Emergency e
Activity Date: 01/03/2022

Level of Supervision: Independent
with supervision
Status: Awaiting Review

Clinical Supervisor / Consultant Email:

Clinical Supervisor / Consultant IMC:

Ref 1019: Cardioplasty of stomach
Procedure Type: Emergency v
Activity Date: 01/03/2022

Level of Supervision: Independent

with supervision

Status: Awaiting Review

Ref1007: CT of brain perfusion
Procedure Type: Emergency i
Activity Date: 28/02/2022

Level of Supervision: Independent

with supervision

Figure 96: Procedures Records

You may use the filter button (magnifying glass as shown in Figure 96) located in the
top right to refine your search for a specific record or display a group of similar records.
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You can apply one or more filter from below. Once you have selected the filters you
require, tap the blue magnifying glass button as highlighted in Figure 97.

&« Filter Records

Title N2
Procedure Type N2
Status J

Activity Date - From

Activity Date - To

Figure 97: Procedures Filters
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b) Add New Procedure Record
Once you tap on the “Add New Procedure’ button the following screen will appear:

When creating or editing record. o

Tap here to read more When creating or editing record o
Tap here to read more
Title Search (SNOMED Procedure Name)
Title Search (SNOMED Procedure Name) * Q
appendix
nput at least 5 characters to search
Procedure Type *
Please Select v
Please Select -
Activity Date *
Level Of Supervision * please Select -
Please Select v
Activity Da
Details *
Please Select v

Clinical Supervisor / Consultant Email

Clinical Supervisor / Consultant IMC

Figure 98: Add New Procedure Record

The “Title Search (SNOMED Procedure Name)” field will allow users to search for a
procedure name from the SNOMED dictionary. You must enter a minimum of five
characters to perform the search. Once this has happened, the “Select SNOMED
Procedure Name” field will appear with the list of dropdown options associated with the
item you were searching for as shown in Figure 98. You will need to select the appropriate
procedure title from this dropdown.

Complete all the relevant information, noting that fields marked with a red * are mandatory
fields and must be completed in order to save the record. The “Details”field has a maximum
character limit of 3000.

It is possible to seek validation for a Procedure record from a Supervising
Clinician/Consultant however; the Activity Date must be less than 6 months ago from
today’s date. The user should input the email address and IMC number of the Supervising
Clinician/Consultant that they would like their record validated by. Please ensure accuracy
when completing these details. Supervising Clinician/Consultant email addresses must be
from a recognised academic institution or clinical site. No personal emails will be
accepted.
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To discard the entry and return to the Procedures home screen tap the red ‘Cancel’ button.
To save the entry and not submit to a Supervising Clinician/Consultant for validation tap
the green ‘Save’ button (shaped like a floppy disk). This will mean that the record will have
status “Logged”.

c) Submitting a Procedure Record to a Supervising Clinician/Consultant for Review
To save the entry and submit to the selected Supervising Clinician/Consultant for validation
tap the green ‘Save & Submit’ button (shaped like an envelope).

The following validation message will appear on screen:

Your record will be sent for
review to:

Clinical Supervisor /
Consultant Name

Clinical Supervisor /
Consultant IMC
Clinical Supervisor /
Consultant Email
test.test@hse.ie

Clinical Supervisor /
Consultant Registration
Type Specialist
Registration

Clinical Supervisor /
Consultant Specialty
Anaesthesiology

Clinical Supervisor /
Consultant Division
Anaesthesiology

Are those details correct and
you wish to proceed?

Select "No" if the Clinical
Supervisor / Consultant

NO YES

Figure 99: Pop-Up — Submit a Procedure Record to a Supervising Clinician/Consultant for Review

Ensure the Supervising Clinician/Consultant details displayed in the pop up are the details
of the Supervising Clinician/Consultant you wish to validate the record. If these details are
correct then tap ‘Yes’to submit for validation. If the details are incorrect tap ‘No’ and you
will be returned to the Procedure input screen.

Records which have been sent to a Supervising Clinician/Consultant for validation will have
the status “Awaiting Review” displayed.
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Records which have been validated by a Supervising Clinician/Consultant will have the
status “Reviewed — Validated”. You will be able to view their feedback under “Comments”
by expanding the record by using the expand arrow. You will also see the date that the
record was validated. Records that have been validated cannot be edited or deleted.

Records which a Supervising Clinician/Consultant cannot validate will have a status of
“‘Reviewed — Unable to Validate”. You will be able to view the consultant’s feedback under
“Comments” by expanding the record by using the expand arrow. You will also see the date
that the record was reviewed on, as well as the reason as to why the Supervising
Clinician/Consultant cannot validate the record. Records that have been selected as
“Unable to Validate-Information was not accurate” cannot be edited or deleted.

Records that have been logged by you but have not been sent to a Supervising
Clinician/Consultant for review will have status “Logged”. Records that have also been
returned by a Supervising Clinician/Consultant for one of the following reasons will also
appear as logged:

1. Supervising Clinician/Consultant requires further information

2. Supervising Clinician/Consultant does not recognise your IMC

3. Supervising Clinician/Consultant thinks the record was sent to them in error

If you have accidently sent your record to the incorrect Supervising Clinician/Consultant,
you can amend this by tapping “Edit” on an “Awaiting Review” record where you can update
the details correctly and tap “Save and Submit’.
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4.8.3 Assessments

In the Assessments home screen, you will be able to manage existing records created
in this section as well as add new records.

a) Assessments — Home Screen

As shown in the Figure 100, you can view all records under this category that you have
input to date. Records are listed in order of activity date, in descending order, and each
record will have a unigue reference number. Tapping the expand arrow allows you to
view further details about that record. You may also delete or edit an existing record
using the action buttons located beneath the records details provided the record has
not been validated.

+ Add New Assessment

Ref 1387: Mini CEX

'x ~
Activity Date: 04/05/2022

Status: Logged

Details: rcg

Number of Attachments: O

Clinical Supervisor / Consultant Email:
Clinical Supervisor / Consultant IMC:

View/Manage Attachments

Ref 1363: Mini CEX
hw v
Activity Date: 04/04/2022
Status: Logged

Ref 1361: Case Discussion
test b
Activity Date: 01/04/2022

Status: Logged

Ref 1354: Case Discussion
test =

Figure 100: Assessments Records
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You may use the filter button (magnifying glass as shown in Figure 100) located in the
top right to refine your search for a specific record or display a group of similar records.
You can apply one or more filter from below. Once you have selected the filters you
require, tap the blue magnifying glass button as highlighted Figure 101.

< Filter Records

Activity Type N2
Status N2

Activity Date - From

Activity Date - To

Figure 101: Assessments Filters
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b) Add New Assessment Record
Once you tap on the “Add New Assessment’ button the following screen will
appear:

<« Select Activity Type “— Case Discussion

Select Activity Type Details

Please be aware that dependent on the chosen

Activity Type you may be asked to fill additional When creating or editing record.

information
Tap here to read more o

Case Discussion

Title *
Directly Observed Procedures Activity Date *
Mini CEX ‘
Details *

Teaching Assessment
Clinical Supervisor / Consultant Email ...

Clinical Supervisor / Consultant IMC ...

Q0O
- B

Figure 102: Adding a New Assessment Record

Select the appropriate Activity Type from the above blue buttons. Depending on the Activity
Type chosen, the fields you will have to fill in for each Activity Type will differ. Complete all
the relevant information, noting that fields marked with a red * are mandatory fields and
must be completed in order to save the record. The “Title” field has a maximum character
limit of 250 and the “Details” field has a maximum character limit of 3000.

It is possible to seek validation for an Assessment record from a Supervising
Clinician/Consultant however; the Activity Date must be less than 6 months ago
from today’s date. The user should input the email address and IMC number of the
Supervising Clinician/Consultant that they would like their record validated by. Please
ensure accuracy when completing these details. Supervising Clinician/Consultant
email addresses must be from a recognised academic institution or clinical site. No
personal emails will be accepted.
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To discard the entry and return to the Assessments home screen tap the red ‘Cancel’
button.

To save the entry and not submit to a Supervising Clinician/Consultant for validation
tap the green ‘Save’ button (shaped like a floppy disk). This will mean that the record
will have status “Logged”.

To attach a document or take a photo of the document, tap the green forward button.

c) Submitting an Assessment Record to a Supervising Clinician/Consultant for
Review

To save the entry and submit to the selected Supervising Clinician/Consultant for

validation tap the green ‘Save & Submit’ button (shaped like an envelope).

The following validation message will appear on screen:

Your record will be sent for
review to:

Clinical Supervisor /
Consultant Name

Clinical Supervisor /
Consultant IMC

Clinical Supervisor /
Consultant Email
test.test@hse.ie

Clinical Supervisor /
Consultant Registration
Type Specialist
Registration

Clinical Supervisor /
Consultant Specialty
Anaesthesiology

Clinical Supervisor /
Consultant Division
Anaesthesiology

Are those details correct and
you wish to proceed?

Select "No" if the Clinical
Supervisor / Consultant

NO YES

Figure 103: Pop-Up — Submit an Assessment Record to a Supervising Clinician/Consultant for
Review

Ensure the Supervising Clinician/Consultant details displayed in the pop up are the
details of the Supervising Clinician/Consultant you wish to validate the record. If these
details are correct then tap ‘Yes’to submit for validation. If the details are incorrect tap
‘No’ and you will be returned to the Assessments input screen.

Records which have been sent to a Supervising Clinician/Consultant for validation will
have the status “Awaiting Review” displayed.

Records which have been validated by a Supervising Clinician/Consultant will have the
status “Reviewed — Validated”. You will be able to view their feedback under
“Comments” by expanding the record by using the expand arrow. You will also see the
date that the record was validated. Records that have been validated cannot be edited
or deleted.
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Records which a Supervising Clinician/Consultant cannot validate will have a status of
‘Reviewed — Unable to Validate”. You will be able to view the consultant’s feedback
under “Comments” by expanding the record by using the expand arrow. You will also
see the date that the record was reviewed on, as well as the reason as to why the
Supervising Clinician/Consultant cannot validate the record. Records that have been
selected as “Unable to Validate-Information was not accurate” cannot be edited or
deleted.

Records that have been logged by you but have not been sent to a Supervising
Clinician/Consultant for review will have status “Logged”. Records that have also been
returned by a Supervising Clinician/Consultant for one of the following reasons will also
appear as logged:

1. Supervising Clinician/Consultant requires further information

Supervising Clinician/Consultant does not recognise your IMC

3. Supervising Clinician/Consultant thinks the record was sent to them in error

N

If you have accidently sent your record to the incorrect Supervising
Clinician/Consultant, you can amend this by tapping “Edit’ on an “Awaiting Review”
record where you can update the details correctly and tap “Save and Submit’.

d) Attaching Images/Files or Taking a Photo for an Assessment Record
Supporting images may be attached to any Assessment record by tapping the “Upload
Image” button on the purple banner. The below screen will appear:

Case Discussion

When adding an attachment o

Tap here to read more

0/6 %2 upload

000

f |

Figure 104: Uploading Images to an Assessment Record
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You can upload multiple images in this section. However, it is advised that a maximum of
six images be uploaded at any one time to avoid delays in upload time for images.

Please note the following regarding file uploads:
= The document should not exceed 5mb file size.
= Only documents in PNG or JPEG format can be uploaded

Once the images you have selected are uploaded, you will see a preview image of what
images you have selected. If you have accidentally uploaded an incorrect image and no
longer want to include this as part of the record tap the “x” button beside the preview
image.

To the left of the screen you will see how many images you have currently attached to
your record. If you need to attach more images, you can tap the “Upload” button again
and select the images you require.

Once you are happy with the images you have chosen you should do one of the following

as shown in Figure 105:

1. Tap the green floppy disk button to save your record as “Logged”

2. Tap the green envelope button to save and submit your record to the Supervising
Clinician/Consultant you entered details for in the first section

3. Tap the green forward button to move to the “Take Photo” section

& Case Discussion

Upload Image

When adding an attachment 0

Tap here to read more

1/6 ! Upload

=

an »a

QL6

fi ]

Figure 105: Attaching Images to an Assessment Record

Note: In this section, it is only possible to upload images from your phones photo Gallery.
Should you need to upload a file please use the “Upload Documents” section.
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Supporting documents may be attached to any Assessment record by tapping the
“Upload Document” button on the purple banner. The below screen will appear:

Case Discussion

Upload Document

When adding an attachment o
Tap here to read more

0/6 ! Upload

Figure 106: Uploading Documents to an Assessment Record

You can upload multiple documents in this section. However, it is advised that a maximum
of six documents be uploaded at any one time to avoid delays in upload time for
documents.

Please note the following regarding file uploads:
» The document should not exceed 5mb file size.
= Only documents in PDF Format can be uploaded

Once the documents you have selected are uploaded, you will see a preview image of
what documents you have selected. If you have accidentally uploaded an incorrect
document and no longer want to include this as part of the record tap the “x” button beside
the preview image.

To the left of the screen you will see how many documents you have currently attached

to your record. If you need to attach more documents, you can tap the “Upload” button
again and select the documents you require.
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Once you are happy with the images you have chosen you should do one of the following
as shown in Figure 107:
1. Tap the green floppy disk button to save your record as “Logged”
2. Tap the green envelope button to save and submit your record to the Supervising
Clinician/Consultant you entered details for in the first section
3. Tap the green forward button to move to the “Take Photo” section

Case Discussion

Upload Document

When adding an attachment o

Tap here to read more

1/6 1 Upload

EStatement pdf

00
I

Figure 107: Attaching Documents to an Assessment Record

Note: In this section, it is only possible to upload documents from your phones File
Gallery. Should you need to upload a file please use the “Upload Document” section.
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If you would prefer to take a photo of the document, you can navigate to the “Take Photo”
section of the application form by using the cherry pickers on the purple banner as shown
in Figure 108.

Tap the blue camera button to open your camera (You may have to allow the app access
to your gallery and camera to use this functionality). You can then take a photo of the
document

If you need to re-take the photo tap the “Clear Image” button to remove the photo you
have just taken and then you can re-take the photo using the blue camera icon, as shown
below.

Case Discussion Case Discussion

Take Photo Take Photo

When taking a photo o When taking a photo o
Tap here to read more Tap here to read more

l‘
e tmage|

00000 00000
N

Figure 108: Taking a photo for an Assessment Record

No Image Taken

Once you are happy with the attachments you have chosen you should do one of the
following as shown in Figure 108:
1. Tap the green floppy disk button to save your record as “Logged”
2. Tap the green envelope button to save and submit your record to the Supervising
Clinician/Consultant you entered details for in the first section
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4.8.4 Training Plan & Review
In the Training Plan & Review home screen you will be able to manage existing records
created in this section as well as add new records.

a) Training Plan & Review — Home Screen

As shown in the Figure 109, you can view all records under this category that you have
input to date. Records are listed in order of activity date, in descending order, and each
record will have a unique reference number. Tapping the expand arrow allows you to
view further details about that record. You may also delete or edit an existing record
using the action buttons located beneath the records details provided the record has
not been validated.

& Training Plan And Review Q

+ Add New Training Plan And Review

Ref 71: Cardiothoracic - End of post
review

Activity Date: 12/03/2022

Activity End Date: 31/03/2022
Status: Logged

Details: yeah

Clinical Supervisor / Consultant Email:
Clinical Supervisor / Consultant IMC:

Ref 64:; Dermatology - End of post
review ¥
Activity Date: 04/11/2021

Activity End Date: 09/12/2021

Status: Logged

Ref 58: Cardiothoracic - Midpoint

review v
Activity Date: 03/11/2021

Status: Logged

Ref 52: Cardiology - Midpoint review
Activity Date: 04/10/2021 v
Status: Logged

Figure 109: Training Plan & Review Records
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You may use the filter button (magnifying glass as shown in Figure 109) located in the
top right to refine your search for a specific record or display a group of similar records.
You can apply one or more filter from below. Once you have selected the filters you
require, tap the blue magnifying glass button as highlighted Figure 110.

&« Filter Records

Speciality N2
Stage N2
Status J

Activity Date - From

Activity Date - To

Figure 110: Training Plan & Review Filters
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b) Add New Training Plan & Review Record
Once you tap on the “Add New Training Plan & Review’ button the following
screen will appear:

& Training Plan And Review

When creating or editing record. 0
Tap here to read more

Speciality *

Please Select v
Stage*

Please Select v

Activity Date *

Activity End Date

If activity is for more than one day

Details *

Clinical Supervisor / Consultant Email ...

Clinical Supervisor / Consultant IMC ...

000

Figure 111: Add New Training Plan & Review Record

Complete all the relevant information, noting that fields marked with a red * are mandatory
fields and must be completed in order to save the record. The “Details”field has a maximum
character limit of 3000.

It is possible to seek validation for a Training Plan & Review Record from a Supervising
Clinician/Consultant however; the Activity Date must be less than 6 months ago
from today’s date. The user should input the email address and IMC number of the
Supervising Clinician/Consultant that they would like their record validated by. Please
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ensure accuracy when completing these details. Supervising Clinician/Consultant
email addresses must be from a recognised academic institution or clinical site. No
personal emails will be accepted.

To discard the entry and return to the Training Plan & Review home screen tap the red
‘Cancel’ button.

To save the entry and not submit to a Supervising Clinician/Consultant for validation
tap the green ‘Save’ button (shaped like a floppy disk). This will mean that the record
will have status “Logged”.

c) Submitting a Training Plan & Review Record to a Supervising Clinician/Consultant
for Review
To save the entry and submit to the selected Supervising Clinician/Consultant for
validation tap the green ‘Save & Submit’ button (shaped like an envelope).

The following validation message will appear on screen:

Your record will be sent for
review to:

Clinical Supervisor /
Consultant Name

Clinical Supervisor /
Consultant IMC
Clinical Supervisor /
Consultant Email
test.test@hse.ie

Clinical Supervisor /
Consultant Registration
Type Specialist
Registration

Clinical Supervisor /
Consultant Specialty
Anaesthesiology

Clinical Supervisor /
Consultant Division
Anaesthesiology

Are those details correct and
you wish to proceed?

Select "No" if the Clinical
Supervisor / Consultant

NO YES

Figure 112: Pop-Up — Submit a Training Plan & Review Record to a Supervising
Clinician/Consultant for Review

Ensure the Supervising Clinician/Consultant details displayed in the pop up are the
details of the Supervising Clinician/Consultant you wish to validate the record. If these
details are correct then tap ‘Yes’to submit for validation. If the details are incorrect tap
‘No’ and you will be returned to the Training Plan & Review input screen.

Records which have been sent to a Supervising Clinician/Consultant for validation will
have the status “Awaiting Review” displayed.
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Records which have been validated by a Supervising Clinician/Consultant will have the
status “Reviewed — Validated”. You will be able to view their feedback under
“Comments” by expanding the record by using the expand arrow. You will also see the
date that the record was validated. Records that have been validated cannot be edited
or deleted.

Records which a Supervising Clinician/Consultant cannot validate will have a status of
“‘Reviewed — Unable to Validate”. You will be able to view the consultant’'s feedback
under “Comments” by expanding the record by using the expand arrow. You will also
see the date that the record was reviewed on, as well as the reason as to why the
Supervising Clinician/Consultant cannot validate the record. Records that have been
selected as “Unable to Validate-Information was not accurate” cannot be edited or
deleted.

Records that have been logged by you but have not been sent to a Supervising
Clinician/Consultant for review will have status “Logged”. Records that have also been
returned by a Supervising Clinician/Consultant for one of the following reasons will also
appear as logged:

1. Supervising Clinician/Consultant requires further information

2. Supervising Clinician/Consultant does not recognise your IMC

3. Supervising Clinician/Consultant thinks the record was sent to them in error

If you have accidently sent your record to the incorrect Supervising
Clinician/Consultant, you can amend this by tapping “Edit’ on an “Awaiting Review”
record where you can update the details correctly and tap “Save and Submit’.
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4.8.5 Educational & Personal Development
In the Educational & Personal Development home screen you will be able to manage
existing records created in this section as well as add new records.

a) Educational & Personal Development — Home Screen

As shown in the Figure 113, you can view all records under this category that you have
input to date. Records are listed in order of activity date, in descending order, and each
record will have a unigue reference number. Tapping the expand arrow allows you to
view further details about that record. You may also delete or edit an existing record
using the action buttons located beneath the records details provided the record has
not been validated.

& Education & Personal

+ Add New Education & Personal
Development

Ref 864: Leadership & Management R
Experience

hey

Activity Date: 04/04/2022
Status: Logged

Details: hey

Clinical Supervisor / Consultant Email:
Clinical Supervisor / Consultant IMC:
Number of Attachments: O

View/Manage Attachments

| Ref 863: Presentations
hey o
Activity Date: 04/04/2022
Status: Logged

Ref 823: In house educational

meetings -
test

Activity Date: 14/03/2022

Status: Logged

Figure 113: Educational & Personal Development Records

You may use the filter button (magnifying glass as shown in Figure 113) located in the
top right to refine your search for a specific record or display a group of similar records.
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You can apply one or more filter from below. Once you have selected the filters you
require, tap the blue magnifying glass button as highlighted Figure 114.

& Filter Records

Activity Type N2

Status v

Activity Date - From

Activity Date - To

Figure 114: Educational & Personal Development Filters

104

NDTP



b) Add New Educational & Personal Development Record
Once you tap on the “Add New Educational & Personal Development’ button the
following screen will appear:

&« Select Activity Type & Conferences / Courses (External)

Select Activity Type

Details

Please be aware that dependent on the chosen

Activity Type you may be asked to fill additional X .
information When creating or editing record. ©

Tap here to read more

Conferences / Courses (External)

Title *
In house educational meetings Activity Date *
Leadership & Management Experience Activity End Date

If activity is for more than one day
Presentations

Details *

Qualifications Obtained

Research / Audit / Publication

000
LB

Figure 115: Adding a New Educational & Personal Development Record

Teaching Delivered

Depending on the Activity Type chosen, the fields you will have to fill in for each Activity
Type will differ. Complete all the relevant information, noting that fields marked with a
red * are mandatory fields and must be completed in order to save the record. The
“Title” field has a maximum character limit of 250 and the “Details”field has a maximum
character limit of 3000.

It is possible to seek validation for a Leadership & Management Experience Record
from a Supervising Clinician/Consultant however; the Activity Date must be less
than 6 months ago from today’s date. The user should input the email address and
IMC number of the Supervising Clinician/Consultant that they would like their record
validated by. Please ensure accuracy when completing these details. Supervising
Clinician/Consultant email addresses must be from a recognised academic institution
or clinical site. No personal emails will be accepted.

To discard the entry and return to the Educational and Personal Development home
screen tap the red ‘Cancel’ button.
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To save the entry and not submit to a Supervising Clinician/Consultant for validation
tap the green ‘Save’ button (shaped like a floppy disk). This will mean that the record
will have status “Logged”.

To attach a document or take a photo of the document, tap the green forward button.

c) Submitting a Leadership & Management Experience Record to a Supervising
Clinician/Consultant for Review

Please note not all Educational & Personal Development Records can be sent to a
Supervising Clinician/Consultant for review. Only Leadership & Management Records
have this functionality. To save the entry and submit to the selected Supervising
Clinician/Consultant for validation tap the green ‘Save & Submit’ button (shaped like
an envelope).

The following validation message will appear on screen:

Your record will be sent for
review to:

Clinical Supervisor /
Consultant Name

Clinical Supervisor /
Consultant IMC
Clinical Supervisor /
Consultant Email
test.test@hse.ie

Clinical Supervisor /
Consultant Registration
Type Specialist
Registration

Clinical Supervisor /
Consultant Specialty
Anaesthesiology

Clinical Supervisor /
Consultant Division
Anaesthesiology

Are those details correct and
you wish to proceed?

Select "No" if the Clinical
Supervisor / Consultant

NO YES

Figure 116: Pop-Up — Submit a Leadership & Management Record to a Supervising
Clinician/Consultant for Review

Ensure the Supervising Clinician/Consultant details displayed in the pop up are the
details of the Supervising Clinician/Consultant you wish to validate the record. If these
details are correct then tap ‘Yes’to submit for validation. If the details are incorrect tap
‘No’ and you will be returned to the Educational & Personal Development input screen.

Records which have been sent to a Supervising Clinician/Consultant for validation will
have the status “Awaiting Review” displayed.

Records which have been validated by a Supervising Clinician/Consultant will have the
status “Reviewed — Validated”. You will be able to view their feedback under
“Comments” by expanding the record by using the expand arrow. You will also see the
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date that the record was validated. Records that have been validated cannot be edited
or deleted.

Records which a Supervising Clinician/Consultant cannot validate will have a status of
“‘Reviewed — Unable to Validate”. You will be able to view the consultant’'s feedback
under “Comments” by expanding the record by using the expand arrow. You will also
see the date that the record was reviewed on, as well as the reason as to why the
Supervising Clinician/Consultant cannot validate the record. Records that have been
selected as “Unable to Validate-Information was not accurate” cannot be edited or
deleted.

Records that have been logged by you but have not been sent to a Supervising
Clinician/Consultant for review will have status “Logged”. Records that have also been
returned by a Supervising Clinician/Consultant for one of the following reasons will also
appear as logged:

1. Supervising Clinician/Consultant requires further information

2. Supervising Clinician/Consultant does not recognise your IMC

3. Supervising Clinician/Consultant thinks the record was sent to them in error

If you have accidently sent your record to the incorrect Supervising
Clinician/Consultant, you can amend this by tapping “Edit” on an “Awaiting Review”
record where you can update the details correctly and tap “Save and Submit’.
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d) Attaching Images/Files or Taking a Photo for an Educational & Personal
Development Record

Supporting images may be attached to any Educational & Personal Development

record by tapping the “Upload Image” button on the purple banner. The below screen

will appear:

& Conferences / Courses (External)

Upload Image

When adding an attachment o
Tap here to read more

0/6 4% upload

Figure 117: Attaching Images to an Educational & Personal Development Record

You can upload multiple images in this section. However, it is advised that a maximum of
six images be uploaded at any one time to avoid delays in upload time for images.

Please note the following regarding image uploads:
» The image should not exceed 5mb file size.
= Only images in PNG or JPEG format can be uploaded

Once the image(s) you have selected are uploaded, you will see a preview image of what
image(s) you have selected. If you have accidentally uploaded an incorrect image and no
longer want to include this as part of the record tap the “x” button beside the preview
image.

To the left of the screen you will see how many images you have currently attached to
your record. If you need to attach more images you can tap the upload button again and
select the images you require.
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Once you are happy with the images you have chosen you should do one of the following
as shown in Figure 118:
1. Tap the green floppy disk button to save your record as “Logged”
2. Tap the green envelope button to save and submit your record to the Supervising
Clinician/Consultant you entered details for in the first section (Only for Leadership
& Management Records)
3. Tap the green forward button to move to the “Take Photo” section

< Conferences / Courses (External)

Upload Image

When adding an attachment o
Tap here to read more

1/6 ! Upload

ana
9589 .pne

000
.t =

Figure 118: Attaching Images to an Educational & Personal Development Record

Note: In this section, it is only possible to upload images from your phones photo Gallery.
Should you need to upload a file please use the “Upload Document” section.
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Supporting documents may also be attached to any Educational & Personal
Development record by tapping the “Upload Document” button on the purple banner.
The below screen will appear:

< Conferences / Courses (External)

Upload Document

When adding an attachment o

Tap here to read more

0/6 4 upload

00

Figure 119: Attaching Documents to an Educational & Personal Development Record

You can upload multiple documents in this section. However, it is advised that a maximum
of six documents be uploaded at any one time to avoid delays in upload time for
documents.

Please note the following regarding file uploads:
= The document should not exceed 5mb file size.
=  Only documents in PDF format can be uploaded

Once the document(s) you have selected are uploaded, you will see a preview image of
what document(s) you have selected. If you have accidentally uploaded an incorrect
document and no longer want to include this as part of the record tap the “x” button beside
the preview image.

To the left of the screen you will see how many documents you have currently attached
to your record. If you need to attach more documents you can tap the upload button again
and select the documents you require.
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Once you are happy with the documents you have chosen you should do one of the
following as shown in Figure 120:
1. Tap the green floppy disk button to save your record as “Logged”
2. Tap the green envelope button to save and submit your record to the Supervising
Clinician/Consultant you entered details for in the first section (Only for Leadership
& Management Records)
3. Tap the green forward button to move to the “Take Photo” section

< Conferences / Courses (External)

Upload Document

When adding an attachment 0
Tap here to read more

1/6 £ upload

EStatement pdf

00
IV

Figure 120: Attaching Documents to an Educational & Personal Development Record

Note: In this section, itis only possible to upload documents from your phones File Gallery.
Should you need to upload a file please use the “Upload Documents” section.
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If you would prefer to take a photo of the document, you can navigate to the “Take Photo”
section by using the cherry pickers on the purple banner as shown in Figure 121.

Tap the blue camera button to open your camera (You may have to allow the app access
to your gallery and camera to use this functionality). You can then take a photo of the
document

If you need to re-take the photo tap the “Clear Image” button to remove the photo you have
just taken and then you can re-take the photo using the blue camera icon, as shown below.

f |
o Conferences / Courses (External) € Conferences / Courses (External)

Take Photo

Take Photo

When taking a photo o

When taking a photo
. 0 Tap here to read more

Tap here to read more

No Image Taken

Figure 121: Taking Photos of an Educational & Personal Development Record

Once you are happy with the attachments you have chosen you should do one of the

following as shown in Figure 121:
1. Tap the green floppy disk button to save your record as “Logged”
2. Tap the green envelope button to save and submit your record to the Supervising
Clinician/Consultant you entered details for in the first section. (This will only be
visible for Leadership & Management Records)
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4.8.6 Logbook
The “Logbook” section will allow you to create a summary of logged activities, in a PDF
format, from your own records. You can refine what records are included in the PDF
by using the filters provided. The “Date From” and “Date To” filters will display all
records with activity dates within this time period. The following filter options are visible
on the screen:

— Logbook

Generate Logbook PDF E-Portfolio Attachme

Activity Date - From

Activity Date - To

Clinical Experience N
Activity Type Nz
Procedures ]

Education And Personal
Development

Assessments

Training Plan And Review )

Figure 122: Filters for Generating the Logbook
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To filter the sections further you can also filter by Activity Type. To do this, tap the toggle
button and you will see a dropdown arrow appear as shown in Figure 122. This will display
the Activity Types for that section as shown in Figure 123. This is a multi-select section.
You can select one or more of the Activity Types and tap “OK” when you are happy with

the filters you have chosen.

Activity Type

AcC

Pr¢

Ed
De

As

Tre

O
O
O
O
O

Emergencies

Patient Related Meetings
Patients Reviewed
Rare/Unusual Cases

Work Schedule

)

. CANCEL OK .

Figure 123: Activity Type Filters for Generating the Logbook

If you want to clear all the filters you have applied, tap the red “X” button as shown in Figure

122.

Once you have selected the filters you want to apply tap the green “PDF” button to generate
your Logbook as shown in Figure 122.
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Your Loghook will be generated and downloaded for you to view in a screen similar to the
below:

& 20220114134827.. [@ 4% ¢

H: Cooboo Genarared Date: 14/01/2022

The NER E-Portfolio provides a tool for all NCHDS 1o log their clinical and professional development activities. Within the E-
Portfolio, NCHDs can seek validation from their Supervising Clinician / Consultant for specific clinical experience where
applicable. Validated activities will display the daetails and feadback of the Suparvising Clinician / Consultant. Only records in the
following sections can be sent for review provided they have an activity date within the last 6 months:

* Procadures

+ Assessments

* Training Plan & Review

. and Clinical ~ Leadership &

Records within the logbook will be labelled with one of the following statuses:
+Logged - The record has bean saved by the NCHD but has not baan sent for review by a Supervising Clinidian /
Consultant. The NCHD has the ability to edit these records with status logged.

+ Awaiting Review ~ The record has been sent to the Supervising Clinician / Consultant for review and the NCHD is awaiting

their teadback

* Reviewed - Validated - The record has been reviewed by the Supervising Clinician / Consultant and the information has
been verified and by the Clinician / The NCHD will not be able to make any further
changes to this record. Validated records will display the dotails of the Supervising Clinician / Consultant and will ba
highlightad in light blua with an italic font to easily the g Clinicians / feadback from tha
NCHDs record.

* Reviewad ~ Unable to Validate - The record has been reviewed by the Supervising Clinician / Consultant and the
information has not been verified or by the g Chinician / They have the

Information 10 be inaccurate, NCHDs will no longer be able to edit thase records.
This E-Portfolio does not replicate those offered by the Irish Postgraduate Medical Training Bodies. Within the E Portfolio there
are no mandatory of specific sections required for completion. NCHDs are responsible for the content contained within their E-
Portfolio, This E-Portfolio is not endorsed by a Postgraduate Medical Training Body or the Insh Medical Council.

For further details on how 10 use the E-Portiolio and its terms and conditions please visit hitps.//www.hse.ie/doctors

"~ E-Portfolio Logbook:
E Logbook Generated Date: 14/01/2022

Clinical Experience
Emergencies

Figure 124: Downloaded Logbook
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In this section you can also view any attachments that you have uploaded to any records.
To so this you can navigate to the “E-Portfolio Attachments” section on the purple banner
as shown in Figure 125. For further details on an attachment you can expand the details
by tapping the expand arrow as shown below. You can also download the attachment by
using the blue download button.

& Logbook

erate Logbook PDF E-Portfolio Attachments

Filter Attachments

Screenshot_20220114_094635_je.os

ky.nerapp.jpg

Upload Date: 14/01/2022
Section: Education & Personal
Development

Activity Type: Conferences / Courses
(External)

Activity Date: 14/01/2022

Screenshot_20220113_120255_je.osk
y.nerapp.jpg v
Upload Date: 13/01/2022

20211129102330__image.png

Upload Date: 29/11/2021 v
11 NER Portal Quick Step User Guid
(Aug 2019).pdf v
Upload Date: 18/08/2021

Figure 125: E-Portfolio Attachments
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If you need to locate a specific attachment, you can use the blue filter button to select the
appropriate filters you want to apply as shown in Figure 126.0nce you have selected the
filters you should tap the blue magnifying glass button to filter the attachments.

& Filter Records

Activity Date - From

Activity Date - To

Assessments

Education And Personal
Development

Figure 126: E-Portfolio Attachments Filters

To clear the filters applied you can tap the red “X” button.

5. Contact Details
Should you experience any issues with the app please contact dime.team@bhse.ie
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