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1. Introduction:

The Clinical Course and Exam Refund Scheme (CCERS) is part of the suite of educational supports for NCHDs provided by HSE-NDTP. The
scheme provides funding towards an approved list of clinical courses and exams. All doctors employed under the 2010 NCHD contract are eligible
to apply for refunds under the CCERS. For further information on the CCER Scheme, or the other supports offered by NDTP, please see link to
the CCERS policy: https://www.hse.ie/eng/staff/leadership- education-development/met/ed/fin/

2. CCERS on NER:

ND
TP

In order for the NCHD to create a CCERS Application, they must submit an application via the ClinicalCourse & Exam Refund Section on their
NER Account.

Education and Training Financial Supports =}

A0 Ao

TRAINING SUPPORT SCHEME (158) CLINICAL COURSE AND EXAM
REFUND SCHEME (CCERS)

Once they have selected the CCERS icon on their NER Dashboard they will be directed to the CCERShome page

The home page has five sections within, as described below:

e Section 1: Make New Application

e Section 2: Edit Application (only New, Further Info and Unprocessed applications can be edited)

e Section 3: Delete Application (only if it has not been submitted to Medical Manpower i.e.status New)
e Section 4: Log of Applications TSS and CCERS

e Section 5: Guidance Document

NATIONAL
DOCTORS
TRAINING
& PLANNING

If::



https://www.hse.ie/eng/staff/leadership-education-development/met/ed/fin/
https://www.hse.ie/eng/staff/leadership-education-development/met/ed/fin/

CLINICAL COURSE B NERPortal 18 Daccss P

AND EXAM
REFUND SCHEME

Welcome to the Clinical Course and Exam Refund Scheme section of NER

GUDANCE DOCUMENT

LOG OF APPLUCATIONS TSS AND CCERS

If the NCHD is not post matched they will not be able to make an application. They will see a padlocksymbol on the “Make New Application”
section and a toaster message should display saying:

,7- Healh Service Execulive NCHD must be mstchod 1o & post 10 intored Numbers | &, Changs Pawwwerd | i Melp | (@ Log OFF I
mate an apoecaton

CLINICAL COURSE B NERPortal 9 EDariosd 9
AND EXAM
REFUND SCHEME

Welcome to the Chnical Course and Exam Refund Scheme section of NER

B VAXE NEW APPLICATION LOIT APPLICATION DELETE APPLCATION

GUDANCE DOCUMENT

LOG OF APPLICATIONS TS5 AND CCERS
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2.1 Make New Application:

The NCHD will be required to complete three sections in the CCERS application form:

. Section 1: Application Details
o Section 2: Attach Documents
o Section 3: Declaration

2.1.1 Section 1: Application Details
The NCHD will click on the “Make New Application” button. This will open up the CCERS applicationform page below:

[CLINICAL COURSE AND EXAM REFUND SCHEME APPLICATION FORM
Application Details

When making 3 clzim

1. Please refer to the Guidanece Document on the home screen which provides information on what may be appled for under the terms of the Clinical of the Course and Exam
Refund Scheme (CCERS)

2 Applications for refund from NCHD's must be made to their current employer within 6 months of the dafe of the clinical course/s

2 Once you sre satisfied that your apy 1s eligible for ! t please ] the Clinical Course and Exam Refund Scheme (CCERS) application form below in order

to submit a clsim to Medicsl HRMAanpow:

ix * must be completed in order to progress fo the next stage of the apphcation process. which involves attaching documents e.g. procf

4 All mandatory fields marked with 3 r=
of atfendance, relevant receipts efc

5. Please use the further details field below if you wish to provide any further inf: tion regarding your

€ If you wish fo save this spplication to edit 3t a Iater stage, pnor fo submission. then click save and exit Your application will be stored in the Edit Applieation s=ction and will
not be visible by Medical Manpower until submitted.

7 With the exception of those examinations which have an sstenx beside them_ all identifi must be B in the Republic of Irsland, under the suspices of the
relevant Irish postgraduate fraining body Al clinical courses must be taken in the Republic of Ireland or Northem irsiznd.

Application types PPSN*

Application Category*

e tick this box if the training |3sta0 far mor than 3 day 3nd enter tha 2nd 0ats of the ¥aning

Date Attended From* Date Attended To (if training is for more than one day)

m
m

Further Details

A CCERS application can only be submitted to the Medical Manpower Department for verification aftercompletion of All Mandatory requirements of
each Section. Mandatory fields will be denoted by a Red Asterisk *
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NB: The NCHD should click “Save & Continue” to progress to the next stage of the application. Clicking
“Save & Exit” will save the application for editing later (“Edit Application” Section) but the application will
not be visible to the Medical Manpower Department until the online declaration is signed by the NCHD
and the application is submitted.
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2.1.2 Section 2: Attach Documents

CLINICAL COURSE AND EXAM REFUND SCHEME APPLICATION FORM

Attach Documents

1. Please upload receipt, proof of attendance and evidence of passing the examination below to support your clinical course and exam refund scheme application.
2. Documents must be saved in PDF, JPEG, PNG or ZIP format and cannot exceed a maximum file size of 5MB per document. Please upload required pages only.
3. Please ensure that all documents are legible and relevant to the submitted application.

4. You cannot progress to the next stage of viewing the oniine Declaration Form and submitting your application until at least 1 supporting document has been uploaded in this
section. You can however save and exit the application and edit it at a later date.

5. The CCER Scheme covers the cost of the relevant course/exam only. Travel costs associated with these courses/exams may be claimed via TSS.

Attachment(s)

o

Drag & Drop or Browse for a file

B SAVE & CONTINUE

To attach a document the NCHD can click on the “Browse” button, which will allow them to browse for a specific document on their PC and add it
to the application. Otherwise they can use the drop box to “drag & drop” the document they want to attach with their application. They can upload
multiple documents in this section. Please note the following regarding file uploads:

Validation & Mandatory Requirements for Document Uploads on NER:
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It is mandatory to upload at least one document.

The document should not exceed 5mb file size.

Only documents in PDF, JPEG or PNG format can be uploaded

The file compressed into a ZIP file can also be uploaded in the attach documentssection as a supporting document.




2.1.3 Section 3: Declaration

In order to submit an application to the Medical Manpower Department, the NCHD needs to ensure that they sign the online declaration form. To do
this they need to check the tick box shown in the below image and finally click the “Submit” button. If the NCHD clicks “Save and Exit” the application

will not be visible to the Medical Manpower Department. However, they can edit this application in the “Edit Applications” section.

CLINICAL COURSE AND EXAM REFUND SCHEME APPLICATION FORM

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 2 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.

[ 1 Jgre= to thie Infarmiatian being kept 2lactronicaly and conficentially

m VE & o susmIT
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2.2 Edit Application:

NCHDs can edit applications with the following status only: New, Further Information Required andUnprocessed
EDIT CCERS APPLICATION

You willl only be able to view and edit with the g status assigned:

New - You have initiated & new application however you have not yet d this to M I HR/%

Further Info Required - Medical HRManpower have returned your application as they require additional information in order 1o process your application,

Unprocessed - Medical HR'Manpower have not processed your application.

Action Claim Category Clinical Site Submitted Date Date of Action Status Further Info Reason Details

NB: In order for the NCHD to submit an Application that was in “Edit Application” section, they must
complete proceed through each of the 3 sections in the Application form and sign the declaration before
submitting to the Medical Manpower Department.

2.3 Delete Application:

NCHDs will only be able to delete applications they have not yet submitted to the Medical ManpowerDepartment i.e. “New” Applications.
Delete Application

You will only be able to delete applications that have not yet been submitted to Medical HRIManpower for review.

Created
Date

Action Claim Category Application Id Details

Approved Clinical Courses /
Immediate Care Course — CCERS3T 03/09/2020
Cardiac

i
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2.4 Log of TSS and CCERS Applications:

NCHDs will be able to view all applications that they have submitted to date under both the TSS andCCERS schemes in this section.

LOG OF APPLICATIONS TSS AND CCERS

You will be able to view a list of all your Training Support Scheme (TSS) & Clinical Course and Exam Refund Scheme (CCERS) applications in the table below.
You will also have the functionality to download each

and supporting documention by clicking on the Download option.

Status Explanations:

New: You have initiated a new application however you have not yet submitted this to Medical HR/Manpower.

Submitted: lication has been submitted to Medical HR/Manp: and is awaiting processing or further information has been provided by the NCHD and it is
awaiting processing from Medical HR/Manpower.

Further Info Required: Medical HR/Manp. have d your as they require additional information in order to process your application. Please
click on Edit Application to make any y to your applicati

Approved: application has been approved by Medical HR/Manpower.

Pr y App! pplication has been reviewed and is iting final approval by Medical HR/Manpower.

Rejected: The application is rejected if not in line with allowable expenses under this policy. Once an application has been rejected, no further action can occur. If
an application was rejected in error the NCHD will have to submit the application again.

Unprocessed: Medical HR/Manpower have not processed your application.

Claim o Clinical ~ Submission Action Amount Rejection  Download

App:\d Scheme Category Detats Site Date Sty Date Approved Reason  Ap
European

8697 TSS Courses / 05/11/2020 Submitted | 05/11/2020 & Download
Conferences

83 ccers | OPhthalmology 05/1112020 New | 05/1172020 & Dovinload
Exams
Approved

55 CCERS Clinical 06/10/2020 | Submitted | 05/11/2020 & Download
Coues
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3. DIME: CCERS on DIME ’f:
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3.1 Accessing the CCERS Module

The DIME system can be only accessed from a PC / Laptop.
Please note that Internet Explorer 11 (IE11) is the recommended browser for accessing the portal.
Once you have logged onto NDTP-DIME the CCERS Module will be displayed on the left hand side ofthe screen.

There are three options within the CCERS Module:

() Applications — this allows you to search for all CCERS Applications. The status isdefault to display any applications with status
submitted as these applications will still require action. But the status filter can be changed as required.

(i) Log of Applications — the Medical Manpower Department will be able to viewall previously approved applications (submitted
online) from the current and previous training years. You will also be able to download all documents relating to a previously
approved claim.

(i) Reports — There are a number of useful reports available in this section that you can use. For more details, please see section
3.4.

3.2 Applications
3.2.1 Searching for Applications

Applications — This tab allows you to search for all the CCERS applications submitted by NCHDs currently matched to your clinical site. It also
displays CCERS applications submitted by NCHDs for anadditional 28 days after they rotate from your clinical site to allow any pending applications
to be processed. After this time if the application has not been Approved/Rejected the application will become Unprocessed.

When the Medical Manpower Department opens the Applications Screen in the CCERS Module, the Application Status will be defaulted to
Submitted. Please note when a Medical Manpower Department actions an application (i.e. changes the status of an application); the NCHD wiill
receive an automated email informing them of the status update
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NCHD Post Matching Application Id: Mc Reg Number:  Forename: Surname: Application Type: Submitted Date: Date Actioned From:  Date Actioned To: Clinical Site Status
Consultant Post Matching | | I I i AL~ v v v v [All- v (Submitted
. 3 ; ; : : g [ [sslectall]
NER .:‘.pp McReg Number | Forename Surname Application Type | Submitted Date Date Attended Date Attendad To ?cssnb{e Duplicate l?cssd_:la DUD“ICA{E Clinical Ste
Id From Application Application Number
CAP
OH Module
No data to display red
Training Supports
CCERS
Applications
Lan S N

ND
TP

There is also a “Possible Duplicate Application” column available in this section. This should help when trying to establish if an NCHD has submitted

a duplicate application.

The system will highlight if there is a possible duplicate application made by this NCHD under TSS. It does this by checking if a previous application,
submitted by this NCHD, has a “Date Attended From” within 7 days before or 7 days after the current applications “Date Attended From”. If so, the
system will flag this as a possible duplicate application by displaying a tick in the “Possible Duplicate Application” Column and a link to the

application(s) that the system has identified as possible duplicates in the “Possible Duplicate Application Number” column.

For example, if you are reviewing CCERS Application ID 52 and in the “Possible Duplicate Application
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Number” column the TSS Application 8691 is visible then the application 8691 has a “Date AttendedFrom” within 7 days before or 7 days after

the “Date Attended From” for Application ID 52.

Applicationd: ~ Mc Reg Number:  Forename: Surname:

x|

Application

Surname Tipe

Application1d | Mc Req Number | Forename

Obstetrics &
52 Gynaecology
Exams

Obstetrics &
53 Gynaecology
Exams

3.2.2 Reviewing and Managing Application Status

Submitted Date

01/10/2020

05/10/2020

Date Attended  Date Attends

From

29/08/2020

20/08/2020

v

To

r

d Possible
Duplicate
Application

&

Application Type:  Submitted Date:  Date Actioned From: Date Actioned To:
| --ALL--

Possible
Duplicate
Application
Number

T55-8691

T55-8683

H-

Clinical Site Status i

v |-Al- o] [Submitter, _____..v| 2 %
Clinical Site~ Date Actioned  Status Download
0410/020  Submitted  Download

05/10/020  Submitted  Download

The Medical Manpower Department, you will be able to manage CCERS Application by selecting theoptions displayed in the Manage Application

Status window below.

How to get here:

ND
TP

Navigate to the CCERS Module and choose the Applications buttonPerform a search for the CCERS application

Double click on the application highlighting it in orange
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NCHD Post Matching Applicationld: ~ Mc Reg Number: Forename: Surname: Application Type:  Submitted Date: Date Actioned From: Date Actioned To:  Clinical Site
Consultant Post Matching | | I Il /[ |[--ALL-- [=] [aammmvyy Bl lddmmnyyy [l [ddmmioyy [ [--Al- =
= : Application Date Attended | Date Attended | OSSP Duplicate
CAP ApplicationId | Mc Reg Number | Forename Surname Submitted Date Duplicate 5 Clinical Site Date Actioned | Status Download
. Type From To pOs Application
e Application Nisrber
- OH Module 7
CCERS
f H‘? %2 Page 10f 3(23items) < 1.2 3 >
| vl
S Application Details
Application Id 25 Application Type Approved Clinical Courses
MC Reg Number R Application Category Acute Medical Emergencies: The Practical Approach
Log OF Apckcations Date Submitted 31/08/2020 Forename
Date Attended From 07/08/2020 Surname
? Date Attended To -—-Not Set- Status Submitted
Possible Duplicate —Not Set-
E Application
Reports
= = Mai lication Status | Email
nage App Logs
Logged in As VIEW EDIT Application Id  Date Time Sent By Status Message
= | R 25| 31/08/2020 15:59:18 Submitted -
a 25  31/08/2020 15:58:28 Further Info
VIEW Required
APPROVE
? GRLISE B 25 | 31/08/2020 15:49:20 Submitted
@ Logout
FURTHER
System Version REJECT INFO
REQUIRED
4.1.6.UAT CCERS L
CURRENCY GUIDANCE 3
CONVERTER DOCUMENT
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In the Manage Application Status section you will be able to do the following:

Manage Application Status

VIEW EDIT
APPLICATION APPLICATION
VIEW
ATTACHMENT s
FURTHER
REJECT INFO
REQUIRED
CURRENCY GUIDANCE
CONVERTER DOCUMENT
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3.2.2.1 View Application
The Medical Manpower Department will be able to view the PDF version of the CCERSApplication by clicking on the “View Application” button under

the “Manage Application Status” window.

Application Id: 28
Clinical Course & Examinations Refund Scheme Application
GENERAL PER5SON DETAILS

FOREMAME

MOEBILE NUMBER

PPS NUMEER
TRAIMING DETAILS

Application Category ACLS - Advanced Cardiac Life Support ACLS

FURTHER DETAILS e

DECLARATION

I 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 coursefexamiconference from the T55, CCERS, any HSE
funded scheme or any other source. | am aware that the provisions of the CCERS 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 & years and that these may be subject to audst

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

Submitted By- Approved By: Aimes Maguire

NaTION, Submitted Date Time: 01/08/2020 11:36:31 Approved Date Time: 04/08/2020 11:15:48
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You will also have the option to Print and Save the application.

3.2.2.2 Edit Application
The Medical Manpower Department will have the ability to edit some details that were entered by the NCHD on their
CCERS Application by clicking on the “Edit Application” button in the “Manage Application Status” window.

Edit Application Details x| |
Application Id: = ¥
Application Type: Application Category:
| Approved Clinical Courses [ | [ Acute Medical Emergencies:| |
Date Attend From: Date Attended To:

07/08/2020 x x

Further Details

Cancel Save

3.2.2.3 View Attachment
The Medical Manpower Department can view all supporting documentation submitted by the NCHD with their Application
by clicking on the “View Attachments” button under the “Manage Application Status” window
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View Attachment X

_.-;:_n-

Attachments

Mame File Name Action
Test Receipt Test Receipt. pdf Wiew Download Remove Rename

Test File Test File.pdf View Download Remove Rename

Add Attachments

Mame: | |

| Add attachment |

File: |[ Browse... | No file selected.

As well as viewing the attachments in this pop-up box, the Medical Manpower Department will have the option to Upload /
Download / Remove and Renamesupporting documents on to the application.
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3.2.2.4 Approve Application
The Medical Manpower Department can approve applications (with status Submitted orFurther Info Required), by clicking on the Approve button
under the Manage Application Status window.

The Approve Application window will appear below containing the following information:Name of NCHD and IMC Number:

The Medical Manpower Department should enter the total cost of the Course/Exam intothe active cell.
The Medical Manpower Department will have the option to Save & Approve or cancelthe request by clicking the “X”.
Approve Application x
IMC NOx:

Joe Bloggs
Please fill in the below details

otal Amount to be paic ~
Total Amount to be paid. € .00 £

Save and Approve

1. The CCERS Application status changes to Approved.
2. The status of the application will be updated in the NER Portal & DIME

3. Approval email will be sent to NCHD:
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Dear Doctor

Your Clinical Course and Exam Refund Scheme (CCERS) application has been approved by Medical HR/Manpower::

Application ID -40
Application Category - Anaesthesia
Clinical Site - Holles St.
Submission Date - 27/10/2020
Status - Approved
Action Date - 27/10/2020
Amount Approved - €150

Please note this e-mail confirms that your claim has been approved by Medical HR/Manpower, however it will take between 4 - 6 weeks on average to reach your bank account.

Kind Regards

Medical HR/Manpower Department

4. The amount approved will appear at the bottom of the PDF. The name of the approver and the date when it was approved

will also appear at the bottom of thePDF as shown below:

Taital Amount to be paid For the Course/Exam € 100.00
Submitted By- Joe Bloggs Approved By: Aimee Maguire
Submitted Date Time: 01/08:2020 11:38:31 Approved Date Time: 4022020 11:15:48

NATIONAL
DOCTORS
TRAINING

T p & PLANNING




3.2.2.5 Reject Application
The Medical Manpower Department can reject an application (with status Submitted, Approved or Further Info Required), by clicking
on the Reject button under the ManageApplication Status window.

‘The Reject Application window will appear as in the below image:

Reject Application x
Do you want to reject this application? v
Reason —-ALL-- [=]
Description
Mo Yes

When an application is rejected:
1. The status of the Application will be updated to Rejected.
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2. Arejection email will also be sent to the NCHD

Dear Doctor

The Clinical Course and Exam Refund Scheme (CCERS) application that you have submitted has not been approved for the following reason:

Application ID -38

Application Category - Anaesthesia

Clinical Site - Holles St.

Reason For rejection - Not covered under Clinical Course and Exam Refund Scheme

Description - Test
Kind Regards

Medical HR/Manpower Department

3. The NER Portal will be updated.
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3.2.2.6 Further Info Required va

The Medical Manpower Department can seek Further Information for an application byclicking on the “Further Info Required”
button under the “Manage Application Status” window.

The “Further Info Required Application” window will appear as in the below image:

Further Info Required x

Further Info Required

Further Info [—ALL-—- [~]
Required

Description

No Yes

When the Medical Manpower Department seeks Further Info Required,
4. The status of the Application will be updated to Further Info Required,
5. An email will be sent to the NCHD, informing them that further information isrequired,

Dear Doctor

Medical HR/Manpower require additional information in order to process your Clinical Course and Exam Refund Scheme (CCERS) application:

Application ID -39

Application Category - Emergency Medicine
Clinical Site - Holles St.

Further Info Reason - testl

Description - test
Please click on Edit Application in Clinical Course and Exam Refund Scheme section in your NER Portal Account to review your application.
Please make any necessary amendments to your application as soon as possible. All applications must be submitted in full prior to your contract end date.

Kind Regards

Medical HR/Manpower Department

6. They will be directed to make the necessary updates in their NER Portal (EditApplication section).
7. There will also be an Alert Symbol on the NER Portal, notifying theNCHD that action is required.
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3.2.2.7 Currency Converter ’-L

The Medical Manpower Department may want to use the currency convertor when dealing with an application that has been submitted
with receipts in a currency other than euro.

x®

HOME TOOLS, TRANSFERMONEY, CURRENCYDATA, APPS, RESOURCEY

The World's Trusted Currency Authority

|2 Live market rates o View our money transfer rates >

XE Currency Converter

Amount From

To
l &&= USD M < EUR ¥ >
= usDollar -> Euro

All figures are live mid-market rates, which are not available to consumers and are for informational purposes only. To see the rates we quote
for money transfer, please select Live Money Transfer Rates.

3.2.2.8 Guidance Document

The CCERS Policy can be accessed by clicking the Guidance Document link under theManage Application Status window

- NATIONAL
pp— N DI
ge) | TRAINING

-

&PLANNING

Clinical Course & Examination
Refund Scheme for NCHDs

Guidance Document for Employers & NCHDs

Title: NEHD Ciinical Course & Examination Refund Scheme
Lead author:  HSE National Dactors Training & Planning A Drew
Approvedby:  HSE National Doctars Training & Planning

Effective from: & uly 2024

3.2.2.9 Email Logs

A Log of Emails sent by the Medical Manpower Department will be shown in the Email Logs table.This will be visible beside the Manage
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Application Status section in the lower half of the screen in Applications.

The Medical Manpower Department will also be able to see the progress of the application as the status and the date the application status was
updated is also displayed here.

Email Logs

Application Id | Date Time Sent By Status Message
10 | 14/09/2020 11:33:33 amaguire Submitted -
10 | 14/09/2020 10:12:28 amaguire Rejected
10 | 08/09/2020 11:44:46 amaguire Submitted
10 | 28/08/2020 15:06:01 sa Rejected
10 | 26/08/2020 14:38:03 53 Approved
10 | 25/08/2020 15:40:46 Submitted

Page 1of 1 (5 items) i
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HSE NDTP - Clinical Course &
3.2.2.10 Downloading Attachments
There is an option to download all the supporting documents by clicking the Download button. This will download all the documents in a Zip Folder. The

zip folder will have the name of the NCHD and today’s date as the name (e.g. Jane Doe — 22092020). The download location shall vary accordingto the
default download folder location set on a PC.

How to get here:
1. Navigate to the CCERS Module and choose the Applications section

2. Perform a search for the application and double click on the application highlighting it inorange
3. Select the “Download” button as shown in the below image to download the zip file
NCHD Post Matching Application Id: Mc Reg Number: lication Type: i Date: Date Actioned From: Date Actioned To:  Clinical Site Status i
Consultant Post Matching | | I[ I[ [ | [-ALL-- - - - v [an- ~] [ Submitted, Provision... ~ | 2 ¥
= Applcati Date Attended | Date Attended | "0SSDI S
cap ApplicationId | Mc Reg Number | Forename Surname nge' Submitted Date |22~ = ﬁ;ﬁ:ﬁﬁ;ﬁi ) A:gljcamn Clinical Site Date Actioned | Status Download
OH Module e
Training Supports 42 wm 17/09/2020 01/09/2020 02/09/2020 HSE NDTP 17/09/2020 Submitted Download
CCERS Approved a 2 0 e a
=0, Cirical Gourses | 22/09/2020 | 08/09/2020 22/09/2020 | Submitted Download
E; 51 Psydiatry 28/09/2020 | 01/09/2020 v 28/09/2020 | Submitted Download
Applications Exams
@ %% Page3of 3(23items) < 1 2 3
Log Of Applications -
4, During the download application process, the below message will appear at thebottom of the screen
Doyouwanttosave CCERS  134-201906061349.zip (188 KB) from testexternalmps.hse.ie? Cancel
5. (Please click the Save option)
6. When the download has been completed, the below message will appear at thebottom of the screen and to view the application
select Open.
The CCERS  134-201906061352.zip download has completed. Open v Openfolder View downloads ‘

Emailing a Zip Folder

1. Toemail the zip folder, follow the above instructions and when the application downloadhas been completed, the below message will appear at
the bottom of the screen




The

CCERS

134-201906061352.zip download has completed.

HSE NDTP - Clinical Course &

Open |~

Open folder View downloads

Please click the Open Folder option) this will then direct you to the ZipFolder in your download items.

To email the Zip Folder (Please Right click on the folder and select Send To - MailRecipient as per below image)

1, TrainingSupport_115-201905291313
1, TrainingSupport_115-201805201314
1, TrainingSupport_134-201906051200 (1)
1, TrainingSupport_134-201906051200
1, TrainingSupport_134-201906061346
1, TrainingSupport_134-201906061349 (1)
1, TrainingSupport_134-201906061349
1, TrainingSupport_134-201906061351 (1}
1, TrainingSupport_134-201906061351 (2}
1, TrainingSupport_134-201906061351
1, TrainingSupport_134-201906061352
1, TrainingSupport_138-201906050900 (1}
1, TrainingSupport_138-201906050900
1, TrainingSupport_147-201906050900
1, TrainingSupport_147-201906050901 (1}
1) TrainingSupport_147-201906050901 (2)

sted: 29/05/2019 13:14

o
ool
2 A oS s oAls

cooag
5 4G &

Open
Open in new window

Extract All...

7-Zip

CRC SHA

Scan for threats

McAfee File and Removable Media Protection
Open with...

Share with

Restore previous versions

Cut

Copy

Create shortcut
Delete

Rename

Properties

|8
1, Compressed (zipped) folder
Bl Desktop (create shortcut)

) Mail recipient I

Bluetooth




3.2.2.11 Amending the Status of an Application Actioned in Error

If you happen to action an application in error, leading to an application having the incorrect status you can amend the application as described
below:

3.2.2.12 Amend an Approved Application

The Medical Manpower Department can amend a CCERS Application that has already been approved, if an error has been made. Applications
with the following status can be amended: Approved or Rejected

How to get here:
e Navigate to the CCERS Module

¢ Choose the Applications icon

¢ Perform a search for the application you want to amend

¢ Double click on the application highlighting it in orange

NCHD Post Matching Application Id: Mc Reg Number: ion Type: Date: Date Actioned From: Date Actioned To:  Clinical Site Status i
Consultant Post Matching | |[ I[ I J{ |[--ALL-- [+] v - - [--AN-- [+] [ Al selected 2 Ix
NER s Possble
caP ApplicationId | Mc Reg Number | Forename Surname Application Submitted Date Era;:‘ Attended ?ate Atterded |y iate 2;2::::;" Clinical Site Date Actioned | Status Download
Application
OH Module fEe, |
General
Training Supports 1 326757 di O 27/08/2020 Approved Download
Obstetrics &
2 Gynaecology | 25/08/2020 08/10/2020 04/09/2020 | Approved Download
E;y Exams
%2 Page 10f 5 (42items 123 450>
- < Pag § ) 23435
@ ]
Application Details
Log Of Applications Application Id 1 Application Type General Medicine Exams
MC Reg Number Application Category Occupational Medicine
Date Submitted 25/08/2020 Forename
Date Attended From 25/08/2020 Surname
Date Attended To —Not Set— Status Approved
B Possible Duplicate —~Not Set-
Application
Reports
Common
Logged in As Manage Application Status Email Logs
a VIEW VIEW Application Id | Date Time Sent By Status Message
[ AanyEny 1| 27/08/2020 14:21:49 sa Approved
m 1 25/08/2020 13:46:06 Submitted
© LogoOut AMEND
APPLICATION o2 S
System Version
CURRENCY GUIDANCE
ALEUAT-CCERS CONVERTER DOCUMENT




e Select Amend Application in the Manage Application Status Section and thebelow pop up will appear

Amended Application x

i
IMC NO: : o

Approved Amount: €1000,00

1. Total Amount for the coursefexam etc. 1000.00

CANCEL UPDATE & APPROVE

The Approved amount in the top left hand corner displays the amount that was originally approved. Edit the cell as
appropriate and click “Update and Approve”’when you are happy with the changes. The “Total Amount for the
course/exam etc.” that you enter is the total amount you are now awarding the NCHD for thisapplication.

e Once the Application has been amended, the Medical Manpower Department should send an email outsidethe system to the NCHD
advising of same, as no email will be automatically generated for this action

¢ Finance should be notified of this update, if the application hasalready been sent to them for processing.




3.2.2.13 Reject Approved Application

Similar to Amend Application, the Medical Manpower Department can Reject an application thathas already been approved, if previously
approved in error. Please note the Medical Manpower Department will need to notify their Finance team, should the application have been
originally sent to them for processing.

How to get here:
¢ Navigate to the CCERS Module
e Choose the Applications icon
e Perform a search for the approved application you now want to reject
¢ Double click on the application highlighting it in orange

NCO Post Matchng lication Id: Mc Reg b lication Type: sbmit Date: Date Actioned From: Date Actioned To:  (linical Site Status i,
Consultant Post Matchng | AL ] X x v AR [=] [Alselected D
NER Posshle Possbie
e Applicatonld  McRegNumber  Forename Surname T';; e Submitted Date i’;r‘ ?:!e.\.' Duplcate o ::or Cinical Site Date Actoned  Status Dowrioad
Apphcation
o Number
Training Supports 1 36757 AN, =0 e e BMBR00 250872020 . 208/20  Acproved  Dowriosd
CCERS 5
a 2 2 r 2 9/2020 Approved
s < Page 10f 5 {42 1tems) 1523481
& ;
Application Details
Log Of Appicatons Application Id 1 Application Type General Medicine Exams
MC Reg Nommber Application Category Occupations! Medicine
Date Submitted 25/08/2020 Forename
Date Attended From 25/08/2020 Surmame
Date Attended To ~Not Set-- Status Agproved
@ Possible Duplicate —Not Set-
Application
Reports
Common
Loggedin As Manage Application Status Email Logs
VIEW VIEW Appicatonid  Date Tme Sent By Stats Message
- APPLUICATION = | ATTACHMENT S Poad e 2
P s =]
o 5
Q@ LlogOut A0 S—
APPLICATION et € mi i
b 5. Select the “Reject” button and the below pop up will appear
Reject Application K
Do you want to reject this application? +
Reason —ALL-- EI

Description

Mo Yes



Enter the reason as to why you want to reject the application and a description ifnecessary. Then click “Yes” if you are
happy to reject the application

Once the Application has been rejected the NCHD should receive an emailadvising them that their application has been
rejected

The Medical Manpower Department will need to notify their Finance Team ofthis change, should the application have
been originally sent to them for processing




NCHD Post Matching
Consultant Post Matching
NER

CAP

OH Module

Training Supports

CCERS

Applications

e

Log Of Applications

®

Reports
Common
Logged in As
&

-
@ Logout

System Version

3.2.2.14

If an application is rejected in error, the status of the application can be returned to status“Submitted” so the status can be amended
accordingly.

Change Status of an Application

How to get here:

3.2.2.14.1 Navigate to the CCERS Module

3.2.2.14.2 Choose the Applications button

3.2.2.14.3 Perform a search for the rejected application you now want to amend
3.2.2.14.4 Double click on the application highlighting it in orange

Application Id: Mc Reg b ication Type: itted Date: Date Actioned From: Date Actioned To:  Clinical Site Status i
[ I[ I[ I | [-ALL- - - - v [-an- ~ il 2 I’
Possible Retie
Application Id Mc Reg Number | Forename Surname ?pphcam" Submitted Date Date Attended | Date Attended Duplicate Duplicate Clinical Site Date Actioned | Status Download
ype From To Application
Application Rha
45 21/09/2020 09/08/2020 . T55-8690 21j09/2020 Rejected Download
Medicine Exams feEme e ezl
2% Page 10of 1(1items) 1
MC Reg Number Application Category Membership of the Royal College of Physicians of ireland - Part Two — )
General Medicine Written Examination MRCPI2GMWIrit )
Date Submitted 21/09/2020 Forename
Date Attended From 09/08/2020 Surname
Date Attended To -Not Set— Status Rejected
Possible Duplicate TSS-8690
Application
Manage Application Status Email Logs
VIEW VIEW Application Id | Date Time Sent By Status Message
APPLICATION ATTACHMENT 45 | 21/09/2020 11:53:35 Rejected
CYE———— 4|2 Submitted
AMEND CURRENCY 2 Xt Tz
| APPLICATION CONVERTER 45 | 21/09/2020 11:39:50 Further Info
Required
45 | 21/09/2020 11:23:47 Submitted
GUIDANCE CHANGE
DOCUMENT STATUS

3.2.2.14.5 Click the Change Status button and the below pop up will appear. You can enter a description as to why you are amending the

status and click “Yes” if you are happyto amend the status back to submitted




Do you want to change status for this application from reject to
submitted?

Description

Mo Yes

3.2.2.14.6 You should advise the NCHD, that their application was rejected in error and now has been returned to status submitted as they
will not receive an automatic email generated by the system




INCHD Post Matching
Consultant Post Matching
NER

CAP

OH Module

Training Supports

CCERS

Applications

&

Log Of Applications

&

Reports

Common

Logged in As

3.3 Log of Applications

When the Log of Applications Screen is opened, the Application Status will be defaulted to Approved. The Medical Manpower Department
can view and download all previously approved applications for their clinical site in this section. The Application Status can be adjusted to
display all other application statuses.

How to get here:

1. Navigate to the CCERS Module
2. Choose the Log of Applications button
3. Perform a search for the application
4. Double click on the application highlighting it in orange
5. Downloading the Application to a Zip Folder may be done by selectingDownload in either of the below highlighted
download options
Application Id: Mc Reg Number: F lication Type: bmitted Date: Date Actioned From: Date Actioned To:  Status Clinical Site i
I[ I i |[--ALL- [=] - - | [Approved  ~][--Al- El_r
2 Possible
ApplcationTd’ |/ McReg Number | Forename riame ¢5§2cauun htied Date Era;:\ Attended 1D_°ate Attended §Z§E§in EEE‘:E;” Clinical Site Date Actioned | Status Download
1 i mm 25/08/2020  25/08/2020 S 27/08/2020  Approved Downioad |
Obstetrics &
2 (_Svnaeco\og-( 25/08/2020 08/10/2020 04/05/2020 Approved Download
%% Page 10f 1(9items) 1
i
Application Details
Application Id 1 Date Submitted 25/08/2020
MC Reg Number Date Attended From 25/08/2020
Forename Date Attended To --Not Set--
Surname Status Approved
Application Type General Medicine Exams Date of Action --Not Set--

Application Category Occupational Medicine

Download Ccers Application

6. During the download application process, the below message will appear at thebottom of the screen

Do you want to open or save FirstNameTest SurNameTest 201906101005.zip (359 KB) from testexternaimps.hse.le? Open Sove  v] Cancel

7. (Please click the Save option)
8. When the download has been completed, the below message will appear at thebottom of the screen and to view the
application select Open Folder




The CCERS  134-201906061352.ip download has completed. Open v | Openfolder View downloads

Application Status:
New: Application has been created by NCHD but not yet submitted to Medical Manpower

Submitted: Awaiting Medical Manpower processing

Approved: Application has been approved by Medical Manpower.

Rejected: The application is rejected if not in line with the current CCERS policy.

Further Info Required: The application has been returned to the NCHD for clarification / to getfurther information

Unprocessed: An application is considered unprocessed if Medical Manpower has not actioned anapplication within 4 weeks after the NCHD has
left their post.




3.4 Reports

To access the CCERS reports click the “Reports” section in the CCERS Module:

p| =
<« c ® © & =0 https//testexternalmps.hse.ie/DIME_UAT_CCERS/default.asps 90% Pre vNmD e =
NCHD Post Matching b
Consultant Post Matching | | Select Report: ‘ —Please Select— 1%
—-Please Select—
NER |
| ccers - Application Status Report
ni | CCERS — Breakdown of expenditure
OH Module | CCERS - Clinical Site Balance
Training Supports | CCERS - Funding Provided To Sites
CCERS — NCHD
CCERS ! EF Expenditure
| CCERS - Payment
Applications
Log Of Applications

(=N

Loggedin As

The Reports available can be used to display a variety of information which may be useful for the Medical Manpower Department.

There is a filtering functionality available with all reports which allow the user to choose the information that is displayed in these reports as
required. These filters vary, depending on the report chosen.

All reports can be exported and downloaded into an Excel file if necessary by selecting the blue floppydisk icon and click “Excel” as shown below:

i . E}ofl / i -] [ IFlnd]Next

Select the Save option
Y

Do you want to save balance_settings_132046364497004 708.ds (3.00 KB) from testexternalmpshsede? ( v ) Cancel

When the download has been completed, the below message will appear at the bottom of thescreen and to view the application select Open
this will open the excel file

Save
N

The balance settings 13X046368018086893 s download has completed. @ Open folder Yiew downloads




3.4.1 CCERS - Application Status Report
This report can be used to establish the amount of applications per status for each clinical site.

Select Report: 'CCERS - ion Status Repart ~ | ®

Clinica| Sites [HSE MDTP I~] Health Region [Cerporate, HSE Dublin & Midlands, HS|
Status [Approved, Further Info Required, Rejifv|  DatzFrom  [01/01/2024 00:00:00 |
Date To 08/10/2024 00:00:00

AR Jorzp pi ¢ [ Jrnditec -3

Number of Applications

Clinical site




3.4.2 CCERS - Breakdown of Expenditure Report

This report can be used to determine a breakdown on the number of each Application Type and eachApplication Sub Category per clinical site.
Select Report: | CCERS — Breakdown of expenditure |v| %

Application Type |Obstetrics & Gynaecology Exams, All_r_l Application Sub Category |* Fellowship of the Royal College oﬁll

Date From [08/09/2019 | Date To [06/10/2020 |

Clinical Sites |HSE NDTP [~]

4 A E:]ofl b2l @ :]chlr\laxt W 3
CCERS — Breakdown of expenditure

Application Type: All
Application Sub All
Category:
Date from: 08/09/2019
Date to: 06/10/2020
Clinical Site: HSE NDTP
Clinical Site Application Type Application Sub Number Amount
Category Attended Paid (€)
HSE NDTP Approved Clinical Courses APLS — Advanced 1 20.00
Paediatric Life Support
APLS
PALS - Paediatric 1 10.00
Advanced Life Support
PALS
Total: 2 30.00
General Practice Exams Membership of Irish 1 30.00
College of General
Practitioners — Clinical
Competency MICGPCCT1
Total: 1 30.00
Occupational Medicine Exams |Membership of the 1 100.00
Faculty of Occupational
Medicine of Ireland Part 1
MFOMI 1
Total: 1 100.00
Total: 4 160.00




3.4.3 CCERS - Clinical Site Balance Report
This report can be used to check the status of the funding that has been provided to your site byNDTP i.e. what your site has been given,
what your site has spent, what your site has remaining

Select Report: | CCERS - Clinical Site Balance v | B
Heslth Region  |Corporate, HSE Dublin & Midlands, HS|w |  Clinical Sites |HSE NDTP I~

Date OF Report [ 08,/10/2024 00:00:00 |

4 41 Jofr b ¥l @ [ |Fnd|Nex kb~ 3
CCERS - Clinical Site Balance

Clinical site: HSE HDTF
Date of report: 08/10/2024
Total Funding |Total Total
Heglun Provided [€) t Spent (€) |Remaining
(€)
HSE NDTP 100.00 1075.00 -975.00
Total : 100,00 1075.00 -975.00

3.4.4 CCERS - Funding Provided to Sites Report
This report can be used to check the amount of funding that was awarded to your site.

Select Report: | CCERS - Funding Provided To Sites =] ¥
Clinical Sites |HSE NDTP [v] Date From [o870772019 |
Date To |o6/10/2020 |

M 4 _Jofr b i @ [ JFindines Hr &
CCERS - Funding Provided to Sites

Date from: 0810712019
Date to: 061072020
Clinical Site: HSE NDTP

Clinical Site Date Funds |Amount Given (€) | Total (€)
Transferred

HSE NDTP 061072020 2000.00 2000.00




3.4.5 CCERS - NCHD Expenditure Report
This report can be used to view a NCHDs spending under the CCERS

Salact Report: | CCERS — NCHD Expenditure [«] ¥

HSE NDTP - Date of Report
| [~ p

Clinical Sites

|o6/10/2020

=

Medical Discipline |Anac5l:h15'mlngv, EM, General Pral:ti{[i]

Grade of Incumbant |Intern, Lecture, Reg, Reg IMGTI, REIVI

IMC No [ |
WoAE Jofr b i @ [ Jrmdine He &
CCERS — NCHD Expenditure
Clinical Site: HSE NDTP
Date of report: 06M10/2020
Medical Discipline: All
Grade of Incumbant: All

i Clinical Site Surname IMC Humber |Medical Grade of Spent (€)
Discipline Incumbent
) . Reg

HSE MDTP General 60.00
Practice

HSE MDTP Paediatrics Reg 100.00

HSE NDTP Total : 160.00

160.00

Grand Total :




3.4.6 CCERS - Payment Report

This report can be used to inform your appropriate finance department what is required to beprocessed and how much should be issued to the
NCHD relating to any approved applications.

Select Report: | ccers - =] %
Clinical Sites |HSE NDTP [i] Date From [08/07/2019 |
Date To [08/10/2020 |
[N
WA _Jefr b b @ [ rndines B &
CCERS Payment Report
Clinical Site: HSE NDTP
Date from: 08/07/2019
Date to: 06/10/2020
Clinical Site | Application ID PPSH Number| Medical Grade of Amount to be Paid | Date Approved
Discipline Incumbent Course/Exam (€)
HSE NDTP Paediatrics 100.00 31/08&/2020
HSE NDTP 23, General Reg 10.00 06/10/2020
Practice
HSE MDTP 32 General Reg 20.00 06/10/2020
Practice
HSE NDTP 38 General Reg 30.00 06/10/2020
Practice
HSE NDTP Total : 160.00

Grand Total : 160.00




HSE NDTP - Clinical Course &
3.5 PC Compatibility Settings

Some browsers have settings automatically selected which will not allow you upload or rotate documents. These settings can be changed within the
compatibility option of your browser. If youare having issues with this, please follow the below steps:

1. Select the Settings Cog or ‘Tools’ options:

/staff/Leadership_Education Develo © ~ €& H I MPS Post Management System ‘ @10166.82.23 j I3 View Tickets - Powered by Kay... | @ Welcome to National Doct... * | |
File Edit View Figrites [RERH Help )
5 [@ NCHD - Powered by Ka Delete browsing history... Ctrl+Shift+Del  forks Co... £]HSE.ie - Health Service Ex.. I https--nchd.hseie-mps- & pTools CMS - Login i HSENet - HSE National Int... [ NCHD - Powered by |
InPrivate Browsing Ctrl Shift+P "
Turn on Tracking Protection How can we help you?
ActiveX Filtering

Fix connection problems...

Reopen last browsing session

Add site to Start menu

Health A-Z Staff & Careers About Us

View downloads Ctrl+)
Pop-up Blocker »
SmartScreen Filter lanning
Manage add-ons
> Public Consultation External (“&., > Maternity Patient Safety
e Emergency Plan Statements
Feed discovery
Windows Update
> | peformance dashboard awsiw cOMe to National Doctors Training
F12 Developer Tools P Ia nn i ng Share: %% f vy <
Report website problems
Internet options Doctors Training and Planning (NDTP) incorporates Medical Education and Training, Consultant Appointments and
> Consultant Applications Medical Workforce Planning and was established in September 2014.
OR
(E=E[Rc1]
ww.hse.ie/eng/staff/Leadership_Education_Develo O v & ” H° MPS Post Management System | & 10.166.82.23 ‘ [ View Tickets - Powered by Kay... | (& Welcome to National Doct... * | l i L)
rites  Tools Help Print »
by Kaya.. 2] HSE.ie- Welcometo Nati.. & Government Networks Co... £ HSE.ie - Health Service Ex.. I https--nchd.hseie-mps- &) pTools CMS - Login ¢ HSENet - HSE National Ir File 1
Zoom (75%) »
We use cookies on this website. By using this site, you agree that we may store and access cookies on your device. Safety »
Add site to Start menu
View downloads Ctrl+)

o~ . .
C e TR o | [
l« Feidhmeannacht na Seirbhise Slainte F12 Developer Tools

Advanced Search

- alth Services Hea Staff & Careers About Us

Home > Training > National Doctors Training and Planning ‘

Go to pinned sites

Report website problems

Internet options

About Internet Explorer

[ PRV S S P v neo




HSE NDTP - Clinical Course &

2. When the compatibility menu opens ensure that the tick boxes areunchecked are per the screenshot below

| Compatibility View Settings

@ Change Compatibility View Settings

Add this website:
= add__|
Websites you've added to C ibility View:

Remove

Display intraRgt sites in Compatibility View

o 0~ C ‘  MPS Post Management System | (& 10.166.82.23 | [ View Tickets - Powered by Kay... | & Welcometo N

Government Networks Co... E] HSE.ie - Health Service Ex...  }f https--nchd.hse.ie-mps- e:] pTools CMS - Login i HSENet - HSE National In

h this website. By using this site, you agree that we may store and access cookies on your device.

athservce xecutive ovenereone [
hmeannacht na Seirbhise Sldinte

Advanced Search
R S .
National Doctors Training and Planning

isit Card for children
6

> Public Consultation External > Maternity Patient Safety
Emergency Plan -~ Statements

manngand  \Welcome to National Doctors Training

And Dlanninag i

25




