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1. Introduction to Training Supports Scheme on NER

The Training Support Scheme (TSS) can be used to claim for exam, course or conference costs which satisfy the TSS Eligibility criteria. Please see the
TSS policy for further information

https://www.hse.ie/eng/staff/leadership-education-development/met/ed/fin/tss-training-supports-policy-jan-23.pdf

The NCHD must submit an application via the Training Supports Scheme Section on their NER Account.

You can find the NER User Guides on the following link should you require to send to your NCHDs
https://www.hse.ie/eng/staff/leadership-education-development/met/database/userquides/
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2. Introduction to Training Supports Module (TSM): If'

The DIME system can be only accessed from a PC / Laptop
Link to DIME: https://ndtp-dime.hse.ie/default.aspx

Once you have logged onto NDTP-DIME the Training Supports Module can be located on the left hand sideof the screen.

There are four options within this module:

() Applications — this allows you to search for all Training Supports Applications. The status is default to display any applications with status submitted
or provisionally approved as these applications will still require action. But the status filter can be changed as required.

(i) Log of Applications — you will be able to view all previously approved applications from the current and previous training years. You will also be
able to download all documents relating to a previously approved claim.

(iii) Balance Setting —you will be able to update the balances for the NCHD either individually or via a Bulk Upload. They will also be able to view the
balance set by the previous Clinical Site in this page.

(iv) Reports — There are a number of useful reports available in this section that you can use. For more details, please see section 7.

3. Applications

3.1 Searching for Applications

Applications — This tab allows you to search for all the TSS applications submitted by NCHDs matched to your clinical site. It also displays applications
submitted by NCHDs for an additional 4 weeks after they rotate from your clinical site to allow any pending applications to be processed.

When the Medical Manpower Department opens the Applications Screen, the Application Status will be defaultedto Submitted and Provisionally Approved.
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https://ndtp-dime.hse.ie/default.aspx

Please note when the Medical Manpower Department actions an application (i.e. changes the status of anapplication); the NCHD will receive an automate :
email informing them of the status update

—

INCHD Post Matching Application Id: Mc Reg Number: Forename: Surname: Claim Category: Submitted Date: Date Actioned From: Date Actioned To:  Clinical Site Status 1)

Consuitant Post Matching | | I[ I[ I J[-ALL- ~ - - - [ [~] [Submitted, Provision... ~ | 2 ¥

NER Possble Possible

Mc Reg Claim Submitted Date Attended ' Date Attended Duplicate Remaining S
CAP Application Id G Forename Surname Category Date 2 To 2:&\:22:30’1 Appication Clinical Site Date Actioned | Status s Download
OH Module Number
No data to display
Log Of Applications %% Page 10of 0 (0 items)

@ Nothing Selected

Balance Setting

=

Reports

*Please note the above screen may appear differently due to local PC Setting! It is recommended that no higher than 100% zoom setting for PC’s and 65%
when using a laptop. Zoom setting can be adjusted in the Tools section, highlighted in the very top right corner of the above image. *
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Application Statuses
All TSS Applications will have one of the following statuses:

* New — Application has been created by NCHD but not yet submitted to the Medical Manpower Department

* Submitted - Application has been submitted to the Medical Manpower Department and is awaitingMedical Manpower action

* Provisionally Approved — Application has been actioned by Medical Manpower, however is awaitingfinal approval.

* Approved — Application has been approved by Medical Manpower. It must be sent to Finance to ensurethe NCHD receives payment for this
application

* Further Info Required — The application has been returned to the NCHD for clarification / to get furtherinformation

* Rejected - Application has been rejected if not in line with the current CCERS policy

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

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 CCERS. It does this by checking if a previous application,
submitted by this NCHD, has a “Date Attended From” within 7days 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 tothe application(s)
that the system has identified as possible duplicates in the “Possible Duplicate Application Number” column.

For example, if you are reviewing TSS Application ID 8613 and in the “Possible Duplicate Application Number” column the CCERS Application 40 is
visible then the application 40 has a “Date Attended From” within 7 days before or 7 days after the “Date Attended From” for Application ID 8613.

Application Id: Mc Reg Number: Forename: Surname: Claim Category: Submitted Date: Date Actioned From: Date Actioned To: Clinical Site Status i
[ 1 [ I | [=ALL—- - . . v [—An- | [ Submitted, Provisionally ... +| 2 ¥
. Possible
Date Attended | Date Attended || | PO=SE% Duplicate Remaining
Application Id | Mc Reg Number | Forename Surname Claim Category | Submitted Date R | smneraec N Foniokeate - i Fiinical Site Date Actioned | Status T Dowmload
From To Application Balance

8613
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3.2 Manage Application Status

The Medical Manpower Department will be able to manage the applications by selecting the optionsdisplayed in the “Manage Application Status”
window below.

How to get here:

Navigate to the Training Supports Module and choose the Applications IconPerform a search for the application
Double click on the application highlighting it in orange

NCHD Post Matching Application Id: McReg Number:  Forename: Surname: Claim Category: Submitted Date: Date Actioned From:  Date Actioned To:  Clinical Site Status b
Consultant Post Matching | || 1 1[ 1 | [~AL—- = v = ~ [HsEnDTP [<] [Submitted, Provisionally ... § | =,
NER T Possible
Applicstion 1d | Mc Reg Number | Forename | Surname Claiy Catngory | Submatid Date |, s Attnced 5 Date Atmndact Sy Sog-s Duplica Clinical Site Date Actioned | Status Rensinng Downlozd
CAP
From To Application Application Balance
OH Module kit

Training Supports

(&

Applications

&

Log Of Applications

&

Balance Setting

&

Reports
CeErs
Logged in As
@
)
© Logout
System Version

4.1.7.UAT CCERS

ND
TP

National
8604 Courses [ 05/06/2020 04/06/2020 HSE NDTP 05/06/2020 ‘Submitted €2120.00 Download
Conferences

%% Page 1 of 1 (10 items) 1

Application Details
Application Id 2604

Claim Category National Courses / Conferences
MC Reg Number Sub-Claim Category Anaesthesiz
Date Submitted 05/06/2020 Forename
Date Attended From 04/06/2020 Surname
Date Attended To ~Not Set— Status Submitted
Possible Duplicate Application  —-Not Set—
Manage Application Status Email Logs
VIEW EDIT Application Id | Date Time Sent By Status Message
APPLICATION APPLICATION 8604 | 05/06/2020 15:18:47 Submitted
8604 | 05/06/2020 15:16:05 Submitted
VIEW
ATTACHMENT SEEHONVE
FURTHER
REJECT INFO
REQUIRED
CURRENCY GUIDANCE =
CONVERTER DOCUMENT
Page 1 of 1 {2 tems) 1
TRAVEL AND
SUBSISTENCE
RATES

In the Manage Application Status section you will be able to do the following:

Manage Application Status

VIEW EDIT VIEW
APPLICATION APPLICATION ATTACHMENT

FURTHER
APPROVE REJECT INFO
REQUIRED

ﬁ

CURRENCY GUIDANCE TRAVEL &
NATIONAL CONVERTER DOCUMENT SUBSISTEMNCE
DOCTORS
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3.2.1 View Applications If:

The Medical Manpower Department will be able to view the PDF version of the application by clicking on the View Application button under the
Manage Application Status window. You will also have the option toPrint and Save the application as shown below.

2
@» Application Id: 138
B Training Supports Application Form
@ GENERAL PERSON DETAILS
SURNAME
: E-_ FORENAME
= | me o
) MOBILE NUMBER 3333
EMAIL ADDRESS stephen odonnel2@hseje
PPS NUMBER
TRAINING DETAILS
CLAIM CATEGORY National Courses / Conferences
SUB-CLAIM CATEGORY General Medicine
DATE ATTENDED FROM - TO 18/05/2019
FURTHER DETAILS m

3.2.2 View Attachments

The Medical Manpower Department can view all supporting documentation submitted by the NCHD with theirapplication by clicking on the View Attachments
button under the Manage Application Status window

As well as viewing the attachments in this pop-up box, the Medical Manpower Department have the option toUpload / Download / Remove and
Rename supporting documents associated with the application.
View Attachment x

Attachments
Mame File Mame Action
MDTP DIME TEST Document. pdf MOTP NME TEST Docurnent. pdf view Download Remove Rename
MDTP LOGC.jpe MOTP LOGO.jpe view Download Remove Rename

Add Attachments

Mame: | |

| Add attachment |

File: |[ Browse... ] No file selected.
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3.2.3 Edit Application If‘:

The Medical Manpower Department will have the ability to edit details that were submitted by the NCHD on their application by clicking on the “Edit
Application” button in the “Manage Application Status” window. Please note that the PPSN will not be an editable option.

3.2.4 Approve Application
The Medical Manpower Department can approve applications by clicking on the “Approve” button underthe “Manage Application Status” window.

When | click on Approve button and the following pop-up appears:

ApDrT ApDdasation
Is this a Laptop/Tablet application?

TES (2]

If I click ‘No’, | am directed to the usual pop-up window where | can approve the application. However, if | click ‘Yes’, | will get the following error

message:

ADITAl AP

You cannot approve a Laptop, Tabbet
Application under this Claim Type. Please
reject the application selecting "Incorrect

Claim Type as the rejection réason.

The Approve Application window will appear below containing the following information: Name of NCHD,IMC NO: and Current Balance for this

training year.

1. The Medical Manpower Department should enter the total cost of the Course/Exam/Conference intothe first cell.
2. The Medical Manpower Department should enter the total cost of the travel (if applicable) into thesecond cell.
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3. The total amount that the NCHD will receive can be seen in the last cell (highlighted yellow) which isautomatically totalled by the system.

Approve Application X

Joe Bloggs mcNO: 123456 v

Please fill in the below details

The figures in Fields 1 = 3 should be the amount of funding being sought by the NCHD
for this application even f this exceeds their current balance. This is not the amount to

be paid.
1. Total Amount for the course/exam etc 1 300.00 <
2, Total Amount for travel & subsistence 2 31.00 e
3 Total A

Fields 4 - € will be automatically populated based on the amount available to the NCHD,
f there are insufficient funds available for the total claim, funds will be directed to the
course/exam/conference fees and subsequently any remaining balance will be directed
10 travel & subsistence. This is the amount that should actually be paid.

4. Totai Amount to be paid for the course/exam etc 300 o
~ 1 - N
Total Amount to be pald for travel & subsistence 31 -

5. 10ta mount 10 5S¢ paid

SAVE & PROVISIONALLY APPROVE SAVE & APPROVE

The Medical Manpower Department have the option to Save & Provisionally Approve or Save & Approve theapplication.
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3.2.5 Approve Laptop/Tablet Applications

The Medical Manpower Department can approve TSS Laptop/ Tablet applications by clicking on the “Approve” button underthe “Manage
Application Status” window.

The Approve Application window will appear below containing the following information: Name of NCHD,IMC NO: and Current Balance for this
training year.

1. The Medical Manpower Department should enter the total cost of the Laptop/Tablet into the first cell.
2. The Medical Manpower Department should update the purchase date (if appropriate) into the second cell.
3. The total amount that the NCHD will receive can be seen in the last cell which is automatically totalled by the system dependant on what

the Current TSS Balance Remaining is.

Approve Application x

Karl Foster-5mith IMC NO: 009732

Please fill in the below details

The figure in Field 1 should be the amount of funding being sought by the NCHD for this
application even if this excesds their current balance or the maximum amount to be
clzimad for a Laptop / Tablet. This is not the amount to be paid.

ok

1. Total Amount fio! tﬁila::: p/tablet 0.00

2. Laptop/Tablet Py cn? Date (25 per receipt): 08/01/2023 hd

Field 3 will ke automatically populated based on the amount availzble to the NCHD. If
the total claim exceeds the amount of EUR 1000.00, the Total Amount to be paid will by
default sat at EUR 1000.00. If there are insufficient funds availzble for the claim, all the
remazining balance will be assigned to the claim. This is the amount that should actually
be paid.

3. Total Amount to e 33 for the laptop/tablet

SAVE & PROVISIOMNALLY APPROVE SAVE & APPROVE

The Medical Manpower Department have the option to Save & Provisionally Approve or Save & Approve the application.
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Save and Provisionally Approve If:

This option may be used if Travel & Subsistence expenses need to be calculated outside the System. The Medical Manpower Department can Provisionally
Approve an application and then grant Final Approval once allinformation is available.

The status of the application changes to Provisionally Approved

Status will be updated on the NER Portal & DIME

No email will be sent to NCHD

The Medical Manpower Department should search under Provisionally Approve status in Applications section inorder to locate and input additional info
before final approval.

pPONPE

Save and Approve
1. The status of the application changes to Approved.

2. The status of the application will be updated on the NER Portal & DIME

3. Approval email will be sent to NCHD

From: dime@hse.ie
Ta: Stephen QDonnell
(o

Subject: Approve
Dear Doctar,
Your Training Supports application has been approved by Medical Manpower:
European Courses / Conferences , 'no details', €331, Beaumont, Approved
Please note that payment should be expected within a 46 week period.
Balance Remaining for this training year after approval of this claim: €0.00
Kind Regards

NATIONAL .
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4. Balance remaining for NCHD will also be updated in NER Portal and DIME

5. All the fields in the approval window will appear as a small table at the bottom of the PDF. The name of theapprover and the date when it was
approved will also appear at the bottom of the PDF as shown below:

1 Total amount for the course/exam € 300.00
2 Total amount for travel & subsistence €31.00
3 Total amount € 331.00
4 Total amount to be paid for the course/exam € 300.00
5 Total amount to be paid for travel & subsistence €31.00
6 | Total amount to be paid €331.00
Submitted By: Joe Bloggs Approved By. User
Submitted Date Time: 27/09/2019 12:06:31 Approved Date Time: 13/07/2020 11:54:45
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3.2.6 Reject Application
The Medical Manpower Department can reject applications by clicking on the “Reject” button under the*“Manage Application Status” window.

Reject &pplication

Do you want to reject this application?

Reason —ALL--

Description

Mo Wes

When the Medical Manpower Department rejects an application
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1. The status of the application will be updated to Rejected.
2. Arejection email will also be sent to the NCHD
3. The NER Portal will be updated




Fram: dime @hse.ie va

To: Stephen OConnel

fc

Subject: Reject Application
The Training Supports application that you have submitted has not been approved for the following reasons:
test test rejection
Balance Remaining for this training year: €425.00

Kind Regards

Medical Manpower Department
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3.2.7 Further Info Required
The Medical Manpower Department can seek further information from an NCHD for a particular application by clicking on the “Further Info required”
button under the “Manage Application Status” window.

Further Info Reguired 2]
i)

Further Info Required ~
Further Info | --ALL-- v
Required
Description

P
No Yes
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When the Medical Manpower Department seeks Further Information,

1. The status of the application will be updated to Further Info Required,

2. An email will be sent to the NCHD, informing them that further information is required,

3. They will be directed to make the necessary updates in their NER Portal (Edit Application section).

From: dime @hse.ie
To: Stephen ODonnell
Cc

Subject: Further info required

Medical Manpower require additional information in order to process vour Training Supports application:
test test fir

Please click on Edit Application in your NER Portal Account to make the necessary updates

Balance Remaining for this training vear: €331.00

Kind Regards

Medical Manpower Department

4. There will also be an Alert Symbol on the NER Portal, notifying the NCHD that action isrequired.
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3.2.8 Currency Converter

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

xe HOME TOOLS, TRANSFERMONEY, CURRENCYDATA, APPS, RESOURCEY

The World's Trusted Currency Authority

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

XE Currency Converter

Amount

To
M < EUR i >
S Dollar -> 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.

3.2.9 Guidance Document

The Medical Manpower Department can access the TSS Policy by clicking the Guidance Document link underthe “Manage Application Status” window

3.2.10 Travel & Subsistence

The Medical Manpower Department can access the Travel & Subsistence page of the HSE website byclicking on the Travel & Subsistence option
under the Manage Application Status.
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3.3 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 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 =3 Approved
10 | 25/08/2020 15:40:46 Submitted

Page 1of 1 (5 items) i

3.4 Downloading Attachments

There is an option for the Medical Manpower Department 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 havethe name of the NCHD and today’s date as the name (e.g. Jane Doe —
22022019). The download location shall vary according to the default download folder location.
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How to get here: If'

1. Navigate to the Training Supports Module and choose the Applications icon
2. Perform a search for the application
3. Double click on the application highlighting it in orange
NCHD Post Matching Application Id: Mc Reg Number: Forename: Surname: Claim Category: ‘Submitted Date: Date Actioned From:  Date Actioned To: Clinical Site Status V]
Consultant Post Matching ][ I | | [-AL— = v - + [HsEnDTP <] [Submitted, Provisionally ... || & r
i Possible i &
- Application Id | Mc Reg Number | Forename = | Suname Claim Category | Submitted Date Ef;"“a”ded ?z‘e Attended | g ds ::gi::‘;n Ciinical Site Date Actoned | Status ::‘:‘;‘"9 Dovmioad
Application P e
OH Module .
g EUppaas 8604 g:s:[ 05/06/2020 04/06/2020 HSE NDTP 05/06/2020 Submitted €2120.00 g
=
Applications 8605 05/06/2020 08/06/2020 HSE NDTP 0 Submitted € 2120.00
Eﬁ %2 Page 10of 1 (10 items) 1 -
Log Of Applications
4, Downloading the Application to a Zip Folder may be done by selecting Download inthe below highlighted download option
5. During the download application process, the below message will appear at the bottom of the screen
(Please click the Save option)
Do you want to save TrainingSupport_134-201906061349.zip (188 KB) from testexternalmps.hse.ie? Cancel
6. When the download has been completed, the below message will appear at the bottom of the screen and to view the application select Open

The TrainingSupport_134-201906061352.zip download has completed. Open | ¥ || fOpenfolder View downloads
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Emailing the Zip Folder

1.

To email the zip folder, follow the above instructions and when the application download has been completed, the

below message will appear atthe bottom of the screen

The TrainingSupport_134-201906061352.zip download has completed.

Open

¥l Openfolder

View downloads

]
E]
i
i
]
E]
i
i
]
E]
i
i
]
E]
i
i

2.

3.

TrainingSupport_115-201905291313

) TrainingSupport_115-201905291314
) TrainingSupport_134-201906051200 (1)

TrainingSupport_134-201906051200
TrainingSupport_134-201906061346

i TrainingSupport_134-201906061349 (1)

TrainingSupport_134-201906061349
TrainingSupport_134-201906061351 (1)
TrainingSupport_134-201906061351 (2}

) TrainingSupport_134-201906061351

TrainingSupport_134-201906061352
TrainingSupport_138-201906050900 (1)
TrainingSupport_138-201306050200

) TrainingSupport_147-201906050300

TrainingSupport_147-201806050901 (1)
TrainingSupport_147-201906050901 (2)

sted: 29/05/2019 13:14
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(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)

Open

Open in new window

Extract All..
7-Zip

CRC SHA

4 [E] Scan for threats

Open with...

Share with

Restore previous versions

Cut

Copy

Create shortcut
Delete

Rename

Properties

J  McAfee File and Removable Media Protection

»

€3 Eluetooth
1, Compressed (zipped) folder

Bl Desktop (create shorteut)

5__Documents
Mail recipient




NCHD Post Matching
Consultant Post Matching
NER

cap

OH Module

Training Supports

Log Of Applications

&

Balance Setting

&

Reports
CCERS
Common

Logged in As

o

Rt
@ LogOut

System Version

Application Id: McReg Number:  Forename: Surname: Claim Category: Submitted Date: Date Actioned From:  Date Actioned To:

3.5 Amending Approved Application

The Medical Manpower Department can amend a TSA that has already been approved, if an error has been made.

How to get here:

1. Navigate to the Training Supports Module and choose the Applications icon
2. Perform a search for the application by filtering status to Approved
3. Double click on the application highlighting it in orange

Clinical Site

[

Status ,i/
: ! ! L TER— 2 - ST e e —
Possible
2;,3&:32" Ciinical Ste Date Actioned | Status gjg::;ng D dct
Number

Possible
Application Id | Mc Reg Number | Forename Surname Gt Catugocy | Subsmithed Date: | S fandac’| | Date Atmnded S 0e el
From To S
Application
Professional
=
4999 < 20/04/ HSE NDTP. €0.00 Douwnload
o) 05/12/2019 Approved
Registration

4139 Other 21/11/2019 18/11/2019 HSE NDTP 21/11/2019 Approved €2120.00 Dowmnlozd

Membershio
%% Pagelof(10fems) - 1

Application Details
Application Id 4999
MC Reg Number

Claim Category Professional Competency Scheme (PCS) Registration
Sub-Claim Category Other

Date Submitted 05/12/2019 Forename

Date Attended From
Date Attended To
Possible Duplicate Application

Manage Application Status

VIEW VIEW
APPLICATION ATTACHMENT

AMEND

01/05/2019
20/04/2020
--Not Set--

Email Logs
Application Id | Date Time
4999 | 05/12/2015 11:14:59

4999 | 05/12/2019 11:03:54

Surname

Status Approved

Sent By Status Message
Approved

Submitted

APPLICATION REXCT

CURRENCY GUIDANCE
CONVERTER DOCUMENT

TRAVEL AND
SUBSISTENCE

Page1of1(2tems) - 1
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If':'

Select Amend Application in the Manage Application Status Section and the belowpop up will appear.

In the top right corner, the Medical Manpower Department can see the currentApproved Amount (highlighted yellow).

The Medical Manpower Department can amend the first two cells to award the NCHD the correct amount. The new amount
that the Medical Manpower Departmentis awarding the NCHD can be seen in the last cell “Total Amount to be Paid”

7. The Medical Manpower Department should click “Update and Approve” once theyare happy.

o oA
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Amended Application x

IMC NO:

Approved Amocunt: €20.06

Please fill in the below details

The figures in Fields 1 — 3 should be the amaunt of funding being sought by the NCHD
for this application even if this exceeds their current balance. This is not the amount to

be paid.
1. Total Amount for the course/exam etc. 50,00 o
2. Total Amount for trawvel & subsistence. 0,00 =

3. Total Amount.

Fields 4 — 6 will be automatically populated based on the amount available to the NCHD.
If there are insufficient funds available for the total claim, funds will be directed to the
course/examconference fees and subsequently any remaining balance will be directed
to travel & subsistence. This is the amount that should actually be paid.

B

. Total Amount to be paid for the coursefexam etc. L) =

5. Total Amount to be paid for trawvel & subsistence. 0,00

£ ¥

6. Total Amount to be paid.

CAMNCEL UPDATE & APPROVE

Once the Application has been amended,

1. The Training Supports Balance will be updated accordingly into the NCHDs current balance.
2. The Medical Manpower Department should send an email outside the system to the NCHDadvising of same, as no email will be
automatically generated for this action
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3. Finance should be notified of this update, if the application has already been sent to them forprocessing.




3.6 Reject Approved Application

Similar to Amend Application, the Medical Manpower Department can reject an application that has already
in error. Please note the Medical Manpower Departmentwill need to notify their Finance team, should th¢

them for processing.

How to get here:

1. Navigate to the Training Supports Module and choose the Applications icon

2. Perform a search for the application
3. Double click on the application highlighting it in orange
4. Click the “Reject” button and the below pop up will display

Reject Application x

Do you want to reject this application?
Reason —ALL— EI

Description

No Yes

When the Medical Manpower Department rejects an application,
1. The status of the application will be updated to Rejected,
2. Arejection email will also be sent to the NCHD
3. The NCHDs current TSS Balance will be updated accordingly.

4. The Medical Manpower Department will need to notify their Finance Team of this change, viaemail, should the application have been

originally sent to them for processing
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been approved, if previously approved
> application have been originally sent to

If':’
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Fram: dime@hse.ie
To: Stephen ODonnel
{c

Subject: Reject Application
The Training Supports application that you have submitted has not been approved for the following reasons:
test test rejection
Balance Remaining for this training year: €425.00
Kind Regards

Medical Manpower Department
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4. Loqg of Applications

When the Medical Manpower Department opens the Log of Applications Screen, the Application Status wil
Manpower can view and download all previously approved applicationsfor their clinical site in this section. T

display all other application statuses also if required.

How
to 1. Navigate to the Training Supports Module and choose the Log of Applications icon
Eet 2. Perform a search for the application
ere . L o
. 3. Double click on the application highlighting it in orange
4. Downloading the Application to a Zip Folder may be done by selecting Downloadin
either of the below highlighted (yellow) download options
NCHD Post Matching Application Id: Mc Reg Number: Forename: Surname: Claim Category: Submitted Date: Date Actioned From:  Date Actioned To: Status Clinical Site i
Consultant Post Matching I[ I ][ | [~ALL~ = | - - ~ [Approved “|[usewore  [<] Bx
NER Application Id Mc Reg Number Forenams “ | Surname Claim Category Submitted Date Era:“Mtended Date Attended To  Status Clinical Ste Remaining Balance  Date Of Action Download
Z::MM 4139 Other 21/11/2019 18/11/2019 Approved HSE NDTP €2120.00 21/11/2019 Download -
Training Supports 3103 furg * | /112019 29/10/2013 HSE NDTP €2120.00 211112018 Dowinloa :
a Exams 10/07/2019 18/06/2013 HSE NDTP € 1001.00 14/08/2019
Applcations %5 Page 1 of 1 (10 tems) 1
@ Application Details s
Log Of Applications Application Id 4133 Date Submitted 21/11/2019
MC Reg Number Date Attended From 18/11/2019
@ Fnren:me Date Attended To --Not Set—
Balance Setting Surname Status Approved
Claim Category Other Date of Action 21/11/2019
Sub-Claim Category Other
E Download Training Application
Reports

ND
TP

5. During the download application process, the below message will appear at the
bottom of the screen

Do you want to open or save FirstNameTest SurNameTest_201906101005.zip (355 KB) from testexternalmps.hse.le? Open Seve v | Concel

6.
7.
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(Please click the Save option)
When the download has been completed, the below message will appear atthe

bottom of the screen and to view the application select Open Folder.

be defaulted to Approved. The Medical HR/

'he Application Status can be adjusted to

If":



The TrainingSupport_134-201906061352.zip download has completed. Open | v | Openfolder View downloads
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NOHD Post Matching

HSE NDTP- Training Supports Module
5.Training Supports — Balance Setting

The Medical Manpower Department can allocate balances to NCHDs in two ways:
e Individual Balance Setting
¢ Bulk Upload Balance Setting

5.1 Individual Balance Setting
1. Ensure all NCHDs are post matched correctly to the appropriate site.
2. Click the Balance Setting section of the Training Supports Module.

3. Search the NCHDs in your site by selecting the appropriate Clinical Site from the dropdown menu andsearch.
4. Click “Edit” beside the NCHD that requires a TSS balance.

Mc¢ Reg Number: Forename:

Surname: Grade: Specaity:
Consaitant Post Matching ALL- v ALL v 8 MSE NDTP
NER MC Reg. Nusl Forseamme Swrname ate Soec COanicl Ste  Funding Granted F Fundeg Ge ada pount Last Geanted ( Totd Ameunt Grant #
e 4
OM Moduie
Traming Sugoonts
Balance Seting
ity o
45 S Pagelofifdeem) 1 PLEASE REMEMBER T0 CLICK SAVE AFTER BALANCES Have afii Titiaren BTRthw .. 59,
. WILL BE LOST
Reports
Grant Allocated From Previous Clinical Site
Common
Logged in & Mc Reg Numbes: Forename: Surname: Grade: Spechalty:
~ALL-- v AL v - - 28
DIME
Administrator MC Reg. Number Forenume Srname Grade Soeculty Fundng Granted From Fundng Granted To  Amount Granted (€)  Cinwcal S2e
0 HsE
9 leoouw

NCHO Post Matching
Comuant Post Matcheng
NER

cAp

OH Module

Tranng Supports

5. Enter the NCHDs TSS entitlement into “Additional Amount Granted” cell. You should not have to update the “Funding Granted From” and
“Funding Granted To” cells as this will be prepopulated with the NCHDs start and end date from the post they are matched to.
6. Click the “Update” button and then the “Save” button to save this entry
M Reg Number: Focename: Surname: Grade: Speciaity: Clinical Site:
ALL v ALL - M[p ~
MC Reg. Numl Forename Sextare rade Soecaly Chewcal St Fundeg Granted ll Fundng Grasted T AdOnoad Amount (rx

Lgxx.nflr: Granted ( Tots Ameurt Gr
& €0.( €1.2%
v 1

‘ €1.2%

MSE NDT? 08/07/20%9 | = B 12072020

8




HSE NDTP- Training Supports Module
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HSE NDTP- Training Supports Module

7. The value you just entered into the “Additional Amount” cell will now become visible in the “AmountLast Granted” cell.

8. The “Total Amount Granted” cell should now reflect the NCHDs TSS entitlement for the currentTraining Year.

9. Make sure to click “Save” once you have made all changes to your screen before moving screen again.Otherwise any changes will be lost.
When the Balance has been allocated this will be updated and reflected on the NER Portal.

NOHO Pose Matchng McReg Number:  Forename: Surname: Grade: Speclalty: Clinical Site:
Corsustant Post Matchieg -ALL- v A v |HSE NDTP g e
NER MNC Reg. Numl Foremame Samarme Grade Specialty Chnical Site Fundeg Granted F Fundng Granted T AdODONS Amex Gea Amount Last Granted §l Total Amourt Granted #
cAP 7 €1,250.09 asun 8
4« Module
Traneg “opnts
(5
(G|
&
Batance Setting
=
E’“ & Page 1 of 1(4 tema) ! PLEASE REMEMBER TO CLICK SAVE AFTER BALANCES vt s Dptfaro B7fiGw . > 9
- WiLL BF LOST
5

Grant Allocated From Previous Clinical Site

McRegNumber:  Forename: Surname: Grade: Specialty:
AL v [-ALL v - - o

4 OIMe
Administrator MC Rag. Pumsber Forename Surname Geade Specsalty Funang Geant

tad From Fundeg Geanted To Amoust Granted (€ Chrecal Ste

O Loowt

Please note the Maximum amount available under the TSS is €2500 for each Training Year when allocating balances (Grade: Intern = €1000, SHOs and
Registrars = €1,750, and for SPRs/GP Registrars/Psychiatry SRs ona training scheme = €2500)

NB. “Total Amount Granted” refers to the total amount the NCHD is entitled to for the entire Training Year. It is not
the same as what the NCHD has remaining. To check a NCHDs remaining balance you can do this by searching
for the NCHD in the Applications section of the TSS Module or use the Current NCHD Balance Report

Previous Grant Allocated
If an NCHD rotates into a different Clinical Site during the training year and there was a certain amount allocatedto this NCHD by the previous Clinical Site

the amount allocated by the previous clinical site will be visible in the bottom half of the screen. The total amount available for all clinical sites for the
current Training Year will be visible in the “Total Amount Granted” column.




LICOT RINTN TerAaininma CiinminAavia AAA
Clinical Site:

| NCHD Post Matching Mc Reg Number: Forename: Surname: Grade: Specialty:
| 0 i =T V] (AL v] 3
| 1en MG Fiag. Number Forenama Sumare Grade Specalty Crscal Ste % o To (€ | Total Amount Granked (¢ &
low fog Rheumatclogy ©.00 £dt
| o podie fag Arsesthesciogy ©.0 :
| Tesiring Spports Reg Arsesthesiciogy 12/07/2020 €1.250.00 £t
Reg Respratory Med 12/07/2020 €.250.00 Bt
B Reg Newrslogy 12/07/2020 1250.00 €1.250.00 £t
Aophcations | SR Anvesthesciogy 08/07/2019 12/07/2020 2000.00 €.000.00 £
m | S0 Radiation Oneology 08/07/2019 12/07/2020 €L250.00 £t
| SpR Andasthesciogy €©.00 £at
Log Of Applicatons SR Ansesthesciogy 12/07/2020 €.000.00 £t
m fog Ansesthesciogy 12/07/2020 €1.220.00 ot
fog Ansesthesciogy 29/05/2020 12/07/2020 £000.00 €,000.00 Ect
Solerca St a0 Endocrinclogy & DM 08/07/2019 12/07/2020 1250.00 €1.25.00 ot
a 0 Merchoiopy 08/07/2019 12/07/2020 €©.250.00 Edt
| Reg Cardalogy 08/07/2019 12/07/2020 @500 £
Sattngs |
m \3 Page 1 of 1 (78 2ems) PLEASE REMEMBER TO CLICK SAVE AFTER BALANCES HAVE BEEN UPDATED OTHERWISE CHANGES WILL BE LOST Download Upload
Sapots Grant Allocated From Previous Clinical Site
| Common
| e Mc Reg Number: Forename: Surname: Grade: Speciatty:
| | 1{ | —Au-- v -Au- V] [ai - oon
& | MIC Reg. Number Forename. Surame Grade Specalty Furding Grantes From Amount Granted (€) Cieveal Ste
L) ‘ Rag Ansesthessclogy og/07/2019 @00
@ Logout
‘ Reg Respratory Med 08/07/2019 12/07/2020 €1.250.00
Systom Verson
‘ S0 Radiation Oncology 12/07/2020 €.250.00
4.1.3. UAT
SR Anwesthesciogy 08/07/201 12/07/2020 Q.000.00
Fag Ansesthasciogy 08/07/201 12/07/2020 €1.250.00




5.2 Bulk Upload Balance Setting

If you have a large number of NCHDs in your site, it may be more efficient for you to use the bulk upload functionality. The Medical Manpower Department
can download the entire table as an Excel File, update NCHDs balances in this file before uploading the file to DIME again.

1. Complete steps 1-3 as described in section 5.1.
2. (a) Click the download button which will extract the data on your screen into an Excel Document.
(b) Click on the Excel Download pop up at the bottom of your screen to open the Excel Spread-sheet.

NOHO Post Matchang M Ring Numnber Forename: Sarname Grade: Specialty: Cheicad Site:
Commutant Pest Wt g ALL v oA v NSt NOTP v 2%
@i MC Rog el Foretume Smr o odn Soecary Qe Ste fundng (e arted F Fundeg Ganted 1 ASSDns Amount G At Lot Granted (| Totsl Amourt Grwted #
T
O Module
T1aneg woports
Aoohcaton
Baance Settn;
s 2.(a)
@ © Paoed of 1 (4 taow PLEASE REMIMBER TO CLICK SAVE ASTER BALANCE ] Mave atR TRt B BT iiGw . **
- WILL BF 1OSY
Reports
Grant Allocated From Previous Clinical Site
——
Logoed m & M g Neamber forename: Sxname Grade: Specialty:
AL v [-au v - - 0=
A o
- - Forerime Sunane Grade Soecaly Fundng Granted From  Fundog Granted Te  Amount Granted (€ Ol Ste
9 sarce s 24(B)

Or you may have to perform the below steps depending on what browser you are using:

7~ N

Do you want to save balance_settings_132046364497004708.ds (2.00 KB) from testexternalmpshsede? ( Save v ) Cancel

e

Please select the Save option

When the download has been completed, the below message will appear at the bottom of the screenand to view the application select Open this
will open the excel file
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The balance settings 13X46368018086893 s download has completed.

@ Openfokdes || View doweonds

3. There are three editable columns in the spread-sheet (“Funding Granted From”, Funding Granted To”and “Additional Amount”). All other
columns are greyed out and cannot be edited. Please note that you will not have to update the “Funding Granted From” and “Funding Granted

To” cells as this will be prepopulated with the NCHDs start and end date from the post they are matched to.

— »
XAdw- &= D aTance cettings 132370377071774979 [Compatibiity MogeT e Microsort Excel e —1 o 0 3
Home Insert Page Layout Formulas Data Review  View 2@ o &
@ ¥ cut Arial 10 AT A = Wrap Text = E gl | = Autosum - A Lﬂ
53 Copy ~ . . @ Fini - £
Paste B u A = & Cent . sy | %8 ;% | Conditiona T ell | Insert Delete Format & Find &
+ < Format Painter S &5 = % s . - v (2 Clear ~ Select~
Clipboard Font Alignment Number Styles Cells Editing
| 19 - fe
H | | | J K L M N 0o
1
2 gyear, July - July
3 i numerical values only
4 Funding Granted From (dd/mm/yyyy) Funding Granted To (dd/mmlyyyy) Additional Amount (€) NerAccld MPId ClinicalSiteld Total Amount Granted (€) New Total Amount Granted (€)
5| 08/07/2019 12/07/2020 12102 709 1250.00 1250.00
6 08/07/2019 12/07/2020 14081 709 2250.00 2250.00
T 08/07/2019 12/07/2020 749 709 1250.00 1250.00
8 08/07/2019 11/07/2021 1665 709 250.00 250.00

(&) You can enter the NCHDs TSS entitlement into the “Additional Amount” cell. You will notice how the “New Total Amount Granted” cell will
update when an amount is entered into the “Additional Amount” cell (see below image). The “Total Amount Granted” cell is what the NCHD
has received to date and the “New Total Amount Granted” cell is what the NCHD will have access to when you have re-uploaded the spread-

sheet to DIME.

Additional Amount (€) rAccld

3.(a) 1250.00
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MPld

ClinicalSiteld

Total Amount Granted (€) New Total Amount Granted (€)
1250.00 2500.00
225000 "
1250.00 1250.00
250.00 250.00




4. Once you are happy with the balances you should save the file to your desktop.

X9 ™- |5 balance_settings_132046368018086893 [C. ibility Mode] - Mi t Excel

Home Insert Page Layout Formulas Data Review View

Information about balance_settings_132046368018086893 =

cau phenodonnell2\Desktop\TSS Training\balance_settings_132046368018086893 s HEEEEE ¢ =
|
|

Compatibility Mode
®E Some new features are disabled to prevent problems when working with

nfo
previous versions of Office. Converting this file will enable these features, but |
Coriat may result in layout changes. L —

Recent
Properties ~

New Size 24,58

= Permissions Title Addat
Print e @3 One or more sheets in this workbook have been locked to prevent unwanted Tags
changes to the data. Categories A

Save & Send W:::;i?k' BalanceSettings Unprotect
Related Dates

Help Last Modified Today, 12:13
Created Today, 12:13

n i Prepare for Sharing

2] Options Last Printed

Before sharing this file, be aware that it contains:
Document properties and author's name
Content that cannot be checked for accessibility issues because of the
current file type

B3 Exit
Check for Related People

Issues ~ Author Stephen ODonnell

n aut
Last Modified By  Stephen ODonnell

Versions
) There are no previous versions of this file. Related Documents

Open File Location

Manage
Versions
Show All Properties
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5. Then re-upload your saved spread-sheet to DIME by clicking “Upload” and following the instructions inthe image below.

€ Open w—— .Q - - . » - X M Ustof spproved exarm & x + slg. u
O e ——— ) T
Onpane » N telde - 5 @ speciaity: Chokcal Ste:
% Pecent Places  * - ~ALL—~ v HSE NDTP v On
‘*QG’M‘MGMYWAMGDMW(I"“(‘MMG"(N .
¢ 4 Lanes
Oeemnin Dalance_settings 2NN, T ! >
. . . :
| &M = 0 Py ' 5.(b) 0w « «
= Fown A . §r Sahent I
.« 4L, « .
B videns i
W Q «
L
W Natach
File namme:
—v w 5.(a) .
C Ppeieliems 1 PLEASE RIMEMBER TO CLICK SAVE ASTER BALANCES WAvE o(TNT] r&nom e
WL BT LOST
Feporty
- Grant Allocated From Previous Clinical Site
-

ND
TP

6.
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Click “Save” once you are happy with all the changes




Conmustant Post Matching | 1| IC e v [-Au- v msenore v O R
’mmmm Sumane | Grade Specaly  OwecliSte | Fanding Granted F Fundng Graeted T AddDonal Anunt Grix Amoust Last Granted (| Total Amouse Grarked #

HSE NDTP 08/07/2019

€0.00 290,00 Ede -

ISENDTP  OR/O7201% weron €200.00 €Qs0.0:0 (74

ISENDTP  OR07/201% 120002020 €0 €1,250.00 (T3

S Paetoli(deems) 1

Grant Allocated From Previous Clinical Site

Common
| tozed 2 Mc Reg Grade: Specialty:

2 ope [ | | -a-- v AU ] laasuyyre  lwh |0y - 2%

. Administrator | MG g, Mumer Forename Suename Grade Soecaly Fundag Granted From Fundng Grarted To  Amcunt Granted (€) ~ Cincal Ste

HSE ' =
@ tooou o data to duolay .
NATIONAL
N Diasy
gpl=) | TRAINING

&PLANNING




6. Training Supports — Reports

To access the TSS reports click the ‘Reports’ tab in the Training Supports Module

NCHD Post Matching
Consultant Post Matching | Select Report: --Please Select-- lv| ¥
P : —Please Select—
Summary Status of TSM Claims
CAP Training Support - Application Status Report
Training Supports Training Support - Clinical Site Balance
Training Support - Current NCHD Balance
@ Training Support - FundingProvidedT oSites
Appications | Eraiaing Seppoct.” Payssent

&

Log Of Applications

&

Balance Setting

¥

Reports

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

There is a filtering functionality available with all reports which allow the user to choose the information thatis 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 floppy diskicon and click “Excel” as shown below:

"™ 4 Dofl v i l [ ]Fmd]!.‘-::-:t

Select the Save option

ND
TP
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Do you want to save balance_settings_132046364497004708.ds (2.00 KB) from testexternalmpshsede? Seve @ Cancel

When the download has been completed, the below message will appear at the bottom of the screen andto view the application select Open this
will open the excelfile

The balancesetings 132046368018036893uls donioad s completd. Opmfokder || Viewdownlosds | x
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6.1 Summary Status of TSS Claims Report
This report can be used to view a summary of the status of applications at your clinical site as well as the fundingsituation for your site. Please note if there
are no applications currently under any status at your site, then no datawill be displayed for this report

Select Report: | y Status of TSM Claims v R

Clinical Sites [Addiction Services, CHO Area 7, Arei[v|  Health Region [Corporate, HSE Dublin & Midlands, H v |
Date from  [01/07/2024 | Date to [07/10/2024 |
Status |Furﬂ|er Info Required, Provisionally !l]

l:lFind | Next &%v .;'@:;.
Summary Status of TSM Claims

Report parameters

4 41 Jof22 b bl <

Clinical site: All
Health Region: All
Date from: 01/07/2024
Date to: 07/10/2024

Status:

Further Info Required, Provisionally Approved, Rejected, Submitted, Unprocessed

Number of claims  Total remaining

Total spent

Health Region Clinical site Total funding
provided

Corporate Public Health Medicine ‘ Submitted 7

ST T TG ELTG S Addiction Services, CHO Area
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302,314.18

T HITE IS 239,839,638 [Approved 29,802.20 63 210,037.48

239,839.68 29,802.20 70 210,037.48
Workplace Health and | 62,474 50 |Approved 242279 6 60,051.71
Wellbeing Unit 62,474.50 2,422.79 6 60,051.71

7

270,089.19

Area 3 MHS - St James's

11,549.81 |Approved 905.00 10,644.81
Rejected 2

11,549.81 905.00 5 10,644.81

95,930.23 | Approved 4,108.46 13 91,821.77




6.2 Application Status Report
This report can be used to establish the amount of applications per status for each clinical site. There is also a summary sheet at the front of this report, which
will summarise the information in this report.
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HSE Dublin ![l]

4 43 Jofzz b bl @« [ Fnd|next B @

Clinical site: All

Health Region:

Status Summary
[Status ———[Numberof Application

Approved 6772
Further Info Required 17
Provisionally Approved 1
Rejected MM
Submitted 752
Unprocessed 331
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Select Report: | Training Support - ion Status Report v R
Clinical Sites [Addiction Services, CHO Area 7, Arei[v|  Health Region [HSE Dublin &
Status [Approved, Further Info Required, Pr!l] Date From  [01/07/2024

Date To [07/10/2024 |

TSS - Application Status Report

HSE Dublin & Midlands, HSE Dublin & North East, HSE Dublin & South East, HSE Mid West, HSE South West, HSE West & North \West, N/a

Date From: 01/07/2024
Date To: 07/10/2024
Status: Approved, Further Info Required, Provisionally Approved, Rejected, Submitted, Unprocessed




6.3 Clinical Site Balance
This report can be used to check the status of the funding that has been provided to your site by NDTP i.e.what your site has been given, what your
site has spent, what your site has remaining.

Select Report: | Training Support - Clinical Site Balance v | 3

Health Region |Corporate, HSE Dublin & Midlands, r!il Clinical Sites |HSE NDTP !1]

Date Of Report |07/10/2024 00:00:00 |

4 4 ofl [+ el @ I:IFmdlmzxt %' l"'l

Training Support Clinical
Site Balance Report

Date of Report : 07/10/2024

Health Region Total Funding | Total Spent |Total
Provided (€) ((€) Remaining (€)
HSE NDTP Nia 1381.25 17439.24 -16057.99
Total : Nia 1381.25 17439.24 -16057.99

6.4 Current NCHD Balance Report

This report can be used to check a NCHDs TSS balance as well as their spending to date.
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Select Report: |Tra|'n|'ng Support - Current NCHD Balance |;| b4

Clinical Sites [HSE NDTP [~ Date of Report [14/10/2020 |3

IMC Mo | | ¥ nuLL Medical Discipline |Anaesthesiology, EM, General Practi] « |

Grade of Incumbant [Intern, Lecture, Reg, Reg IMGTL Re|wv|

4 A ufl | @ |:|Find|Nan: = 1
Training Support Current NCHD Balance Report

Date of Report : 14/10/2020

Site Surname IMC Number | Medical Grade of Funds Spent (€) Balance
Discipline Incumbent |Allocated (€) Remaining
(€}

HSE NDTP General Reg 2500.00 330.00 2120.00
Practice

HSE NDTP Psychiatry Reg 1750.00 749.00 1001.00

HSE NDTP ’ Obs & Gynae Reg 2250.00 250.00 2000.00

HSE NDTP | Wedicine Intern 2800.00 0.00 2800.00

HSE NDTP Total : 9300.00 1379.00 7921.00

Grand Total : 9300.00 1379.00 7921.00
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6.5 Funding Provided to Sites Report
This report can be used to check the amount of funding that has been allocated to your site by NDTP

Select Report: |Tra|'n|'ng Support - FundingProvidedT oSites |I| b 4
Clinical Sites |HSE NDTP !:} Date From  [08/07 /2019 |
Date To [14/10/2020 |

W4 Jeft b bl @ [ Jrndines H- @

Training Support Funding
Provided To Clinical Sites Report

Date From  : 08/07/201%

DateTo 1402020
e
Transferred [€)
HSE NOTP 09072015 1381.25 1381.25
| HSE NOTP 13072020 300.00 1681.25
HSE HDTP Total 1681.25

6.6 Payment Report

This report can be used to inform your appropriate finance department what is required to beprocessed and issued to the NCHD’s with
approved applications.
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Select Report:
Clinical Sites

Date To

|Tra|'n|'ng Support - Payment I;' *
HSE NDTP [¥]  DateFrom [os/o7/2018 =
[14/10/2020 |

4 4 1__Jof1 b ki

Date From :

DateTo

HSE NDTP
HSE NDTP
HSE NDTP
HSE NDTP

HSE NDTP

HSE NOTP
HSE NOTP
HSE NOTP
HSE NOTP
HSE NOTP
HSE NDTP
Grand Total :
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7. 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 you are having issues with this, please follow the below steps:

1. Select the Settings Cog or ‘Tools’ options:
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2. When the compatibility menu opens ensure that the tick boxes are unchecked are per thescreenshot below.
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