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Section 1 - NCHD NER Portal

The NER Portal can be accessed from any PC, Laptop, Apple or Android device. Please note
the browser version must be minimum IE10, Firefox 17 or Chrome 29. To download the latest
version of Google Chrome 42 will only take a couple of minutes

1.1NER Portal Website Address
To create an account on NER each NCHD must first register your details at

1.2Registration link
The landing page (page 5) will appear and the NCHD must click ‘register new account’

The ‘i Help’ icon on the top right hand side of the screen will provide assistance if required.

1.3 Completing Registration Fields
Once the NCHD has clicked the ‘Register new account’ button the required fields (marked with
an asterisk) must be completed to register.

The Irish Medical Council registration number should be entered when registering however if the
NCHD has not yet been issued an IMC registration number (e.g. a recently appointed Intern
awaiting registration) they may proceed however they must select an employment site from the
Clinical Site Field.

If the IMC registration number is entered the First Name, Last Name and Clinical Site fields will
automatically populate. These fields will be grayed out and cannot be overwritten.
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0 -
H INE .'? PO rt al #a Begister new account | i Help |

Email

&

Date of Birth

Do v MM v YYYY v

Password:

Forgotten your password?

i LOGIN

HEALTH SERVICE EXECUTIVE CONTACT US NER PORTAL

=5 ¥ National D Training and Planning ver 1.1.3.24843 (
g ns' Hospital, Dublin 8
—

1.4 Creating a password
The NCHD is required to provide their email address and date of birth. They must also create a
password to access their portal account.

The portal conforms to the HSE Password policy. Therefore it must be a minimum of 9
characters in length, it must contain at least one capital letter, one number and one symbol
(e.g. 1, $, %, *, ). Using symbols other than the ones recommended may cause password issues
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1.5Terms & Conditions

By registering the NCHD is agreeing to the terms and conditions of the NER Portal Account.
The terms and conditions of use should be read before completing registration. There is a link
above the ‘Register’ button to view the T&Cs.

There is also a link to the T&Cs on the landing page on the portal Dashboard in the lower right
hand section.

Welcome to National Employment Re cord
H “'/I.I’ Portal & Registor now account | 1 Halp |
REGISTER NEW ACCOUNT

L During regisration you will be ssked foryour Medica! Council Regutratan Numbar. Fyou hwve nat yet beon aasignied your Medical Council

8 Fyou have queries regarding

Medical Council Registration Number *

Click here fo go to the Insh Medical Council
First Name * Last Name ™
Email Address * Date of Birth
Clinical Site
~Ho valug M
Pasaword *

Confirm Password™

By registering a new account you agree fo the terms and conditions

T

1.6 Logon screen
Following registration the NER account can be accessed by logging in using the email address,
date of birth and password.



HSE National Doctors Training and Planning

1.7 NER Hire Form

The NER Hire Form will automatically open. All mandatory fields marked with an asterisk must
be completed before the Hire form can be saved. Each section, Personal Details, Contact
Details, Next of Kin, and Bank Account Details should be completed.

If some required (but not mandatory) fields are left blank a warning alert will appear advising the
NCHD that they can save the Hire Form, but it will automatically open each time the NER Portal
Account is accessed until all sections are complete.

1.8 Bank Account Details

In order to receive salary payments the NCHD must enter their Bank Account Details. BIC and
IBAN account numbers are preferred however bank account and sort codes will also be
accepted. Online converters are available to assist if required, e.g.

The NER Portal is secure and protected by a Secure Socket Layer (SSL) certificate. The
browser displays a padlock symbol which means there is a secure connection; data transferred
over the internet is encrypted and not visible to third parties. This technology is used e.g. for
Internet Banking/Credit Card transactions. For security reasons the NCHD should not allow
the browser to save their password.

Please enter your bank details

Please enter your Bank details, You will be able to save your Hire Form if you haven't entered your Sank Details, however you must provide Sank Details before you can be paid,

If you do not know your BIC and IBAN account details please use an anline converter to convert your account and sort code numbers or contact you Bank directly. Otherwise use the fields supplied to insert
your bank account and sort code numbers,

Account Holder Name Account Number Bank Identifier (BIC)
Bank IBAN Sort Code

Bank Address Line 1 TownlCity County

Bank Address Line 2 Post Code Country

Bank Address Line 3

Bank Address Line 4

B SAVE x CANCEL

HEALTH SERVICE EXECUTIVE CONTACTUS MNER PORTAL

- ¥ National Doctors Training and Planning
o Dr. Steevens’ Hospital, Dublin 8
T

T e
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To update the Hire Form the NHCD can either click the edit button beside the form on the
dashboard, or edit the document when it automatically opens on entering the NER Portal. The
user also has the option to click the ‘view’ button and from here can simply view, print or
download their Hire Form.

NCHD Hire Form
Gonoral Porsonal Dotails
Surname Mary
Foranama
Ericram As (if different
fromm Forenamss)
Tikls Dr,
Corespandents The House
Addness T Towm
Coa. Dublin
Iresland
Landlinig Mumibar
Mabils Mumber OBTTTITIINT
Email Addness dbsorah. carolangghae o
PPS Mumber 1Z34887T
Dl of Birth 140811985
Gender Wi I:l Female E
Marital Stalus Marresd
Pravdous Sumami (il
apulcatye

1.9 Portal Dashboard
When the Hire Form has been saved the system automatically shows the Portal Dashboard
(see screen below)

The dashboard allows the NCHD to add documents such as ACLS/BLS, Hand hygiene, Fire
Training etc. It will also allow them to view documents that Medical HR has added, such as
Garda Vetting and Occupational Health for example.
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My Documents

@ hhissing or Expired " Rejected @ Submutted

Wammg v Venfiad

Employment Documents = Personal Details
Hire Form 0 & Edit Scanned Passport ° i Add
Garda Vetting e Birth Certificate ° ) Add
Occupational Health Certification
Status a GNIB ° €8 Add
EPP Certification Stafus c International English Language ° ) Add
Work Permit ° Testing System (IELTS) Certificate
Training Certificates = Other Documents
BLS e ) Add Curriculum Vitae ° ) Add
ACLS ° ) Add Evidence of International Medical ° £ Add
- Experience
Hand Hygiene ° ) Add Other ° ) Add
Fire Training e ) Add
Patient Handling e ) ndd
Radiation Protection ° ¢ Add
Haemovigiliance Training ° ¢n pdd
APLS e &4 Add
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1.10 Uploading a Document to the dashboard

NCHDs are required to use the Dashboard to upload ‘Add’ all of their relevant
documents/certificates in the Personal Details, Training Certificates and Other Documents
sections.

Documents can be uploaded in two ways; by taking a Photo or by scanning and saving a
document to your device.

0] First click ‘Add’ on your dashboard beside the relevant certificate

Training Certificates =

o [=l<=
ACLS (= £ Add
Hand Hygiene O £ Add
Fire Training & £ Add
Patient Handling Q £ Add
Radiation Protection ° £ Add
Haemovigiliance Training O £4 Add
APLS (= 7 Add

(i)  Then click ‘Choose File’
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= Welcome to National Employment Record
F NER Portal newnchd@newnchd.com
~= Health Service Executive

&, Change Password | i Help | @ Log Off

ADD DOCUMENT

Please add attachments to BLS

File Name Queue length: 1

BLS ACLS.pdf BLS ACLS. pdf LL

(i)  Choose the option to either take a photo if the device has a camera (e.g. phone or
tablet) or select the relevant document saved on the system

(iv)  If the take a photo of your certificate option is chosen there is an option to either
retake or use the picture

()] If the option to select a certificate already saved to the system is picked, the NCHD
must ‘Choose’ the file from the location it has been saved in, then click ‘Open’ and
‘Upload’

(vi)  Once the photo or saved document has been selected, the document name can be
entered. Click the ‘Next’ button

(vii)  Enter the document valid from date if applicable (the valid to date will automatically
populate where relevant)
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- Welcome to National Employment Record
ff NER Portal newnchd@newnchd.com
- Health Service Executive 9, Change Password | i Help | @ Log Off

ADD DOCUMENT

Please add document details

Document Name Document Type

ACLS ACLS

Valid From Valid To

(viii)  Next click ‘Save’ and then click ‘Close’

Only documents saved as pdf, png or jpg will be accepted by NER (all other document types
including MS Word cannot be uploaded)

Medical HR Department/Employer will upload the required documents in the Employment
Documents section.

Once uploaded Portal users can print, view or download their documentation. Incorrectly
uploaded documents can be removed prior to verification by Medical HR Department and
documents can be replaced as necessary.

12 »
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VlEW DOCUMENT DETAI LS % B VewDocument *=*  # Edit Hie Form = % View Hire Form

Document details

Updated date

7/02/2016 17:16:39

Document Name Document Type
ACLS ACLS
Valid From Valid To

17/02/2016 n 17/02/2018 n
the dat red refer to the most recently uploaded doc

Attachments

If your decument is replacing an cut of date document please update the Valid From and Valid To dates.

File Name Added Date X Upload attachments

BLS ACLS.pdf BLS ACLS.pdf 17/02/2016 17:16:39 @ View X Download ¥ Remove

HEALTH SERVICE EXECUTIVE CONTACT US NER PORTAL

Once documents have been added, dates cannot be edited by the user if Medical HR has
verified the document on the MPS NER.

1.11 Email Reminders

In order to assist the NCHD in keeping their portal account up to date they will receive emails
automatically from NER reminding them when documents are nearing expiry or expired (the first
email will issue 90 days prior to expiry, then 60, 30 and finally on expiry of the certificate.

These date driven email reminders will relate to certificates such as Occupational Health, EPP
and Garda Vetting for example.

Medical HR will be copied on these email alerts so that when essential documents are nearing
expiry or expired action can be taken.

13 e
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1.12 Account Visibility

In order to assist the pre-employment process, Medical HR will not only be able to view the
accounts of those NCHDs in their employment but also those NCHDs matched to a post on their
site provided the start date is within the next 12 months.

Another facility available is access to an NCHDs portal account up to 2 months following their
rotation to another employer. This will ensure that any outstanding documentation yet to
uploaded by the previous employer can be added with minimum disruption to the NCHD or next
employer.

1.13 Forgotten Password

If a user has forgotten their password they can click the ‘forgotten your password’ link. The user
will be asked to enter their email address and click ‘reset password’. An email will be sent to the
user with a link to a ‘Change Password’ screen.

14 @
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NER Portal

& Register new account

Email

&

Date of Birth

oD

Password:

HEALTH SERVICE EXECUTIVE

TR

YYYY

MNER PORTAL

iHelp
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Section 2 Medial HR: Medical Practitioner System (NCHD
Database) NER

2.1 Logging onto MPS and accessing NER

Access to MPS must be applied for through NDTP. If you already have access to the system
you will automatically see the NER portal.

Once you have logged onto the Medical Practitioner System (NCHD database) the NER tab
on the left hand side of the screen will be visible.

sl onisultant Forename: Surname; Type: Updated Date: valid From:

. T -

E—-‘# Farenarne Surmarne Cracurnent Type

Cracurnents

&

Search

=

Repors
Logged in &s

A Anna

e Page 1 of 0 [0 iterns)

% Clinical Site
@ Log Out

Sysbern \ersion

1.4

There are three options within the tab; Documents, Search and Reports

16
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(i) Documents — this tab allows you to search for all of the documents submitted to your site

by NCHDs in your employment. Filtering options include by account status, document type,
and NCHD name

(i) Search — this tab allows you search for individual NER accounts. Once you have
selected an account you will have visibility of the NCHDs NER dashboard (see section 2.2)

(iii) Reports — There are a number of useful reports you can run and more detail of these is
provided in section 2.9

2.2 Search for an NCHD

You must select ‘all’ from the drop down menu of account type if you wish to see all
accounts otherwise you can filter by selecting ‘active’ or ‘new’.

When you have found the NCHD account you are searching for, double click on their name
to display the MPS dashboard view.

Men-Consultant o Verify Identity €& ViewHreForm [ Edit Hire Form Y]
Consuitant Farename: Surname: MC Ref #: Email: Date of Birth: Clinical Site: Category: Account Status:
NER = [ v | seLecT- AR
a Medical Coundil Registration Numbei Forename surname Email Address Date of Agth | Account Stat
cl category) =
Documents Anna Merrigan annaanna@anna.com 14/08/1983 ory) N 2
@ Page 10f 4 (39 items) il2 3 4[>
Search ~
Employment Documents Personal Details Training Certificates Other Documents
@ Name Status Action Name Status Action Name Status Action Name Status
Settings - v o < s p—
o ) View 56 : s add 1 qui Curria ;
HireForm | @ ew Edit pfnﬂiﬂ e i B ke e Bkt ||| 2 dd Make Required A il
ACLS ] fiew Edit M Requi =
E s:tr‘uzc a Add Mske NotReauired || 5 L [?7) Wiew Edit Make Not Reguired R
= Certificate. | @ View Edic Make NotBequired | yong byzicne @) View Edit Make Not Required ||| internationa "
Reports Occupationa roiy L] View
Health & - GNIB @ View Edit Make Not Required ||| Fire Training (7] View Edit Make NotReauired || Experience
Saoh comens | @ Add Make Not Required e
= Status nternationa patient Handling @) View Edit Make Not Required ||| Other (7] View
EPP Radiation 5
HEE ) View Edit Make Not Required
&, Anna Certification @@  Add Make NotReguired [7] View Edit Make Not Reguired ||| Protection -
HMerrigan status
. Haemovigiliance
A s = ] View v t Requil
N e Work Permit | Add Make Not Required raining @ fu EOT ok NetRequed
@ Logout -
varriag APLS Add Make Not Reguired
p,‘:r:fff:(e Add Make Required
System Version teholis
v

The MPS dashboard view will list all documents both mandatory and optional.
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2.3 Verify an NCHD and Deactivate and Account
To verify an account so that its status moves from new to active you must first double click on
the NCHD’s name and at the top left hand side of the screen select the ‘verify identity’ button.

MNon-Consultant + Verify Identity —~y{&# View Hire Form [ Edit Hire Form i
Consultant Forename: Surname: MC Ref #: Email: Date of Birth: Clinical Site: Category: Account Status:
NER. = | [—seLecT— | [—ALL- v 2
a Medical Coundl Registration Numbet Forename Surname Email Address Date of Birth Clinical Sites Account Stat
Documents Anna Merrigan annaanna@anna.com 14/08/1983 = el (oicategeny) N
@ Page 1of 4 (39 items) 1020 8>
WIEUICT LOUIUIE REGISUALON UL Sl ciain Auaress annaannEw Lo
= Number
Verify Account T
— Correspondence Address  The Town Ireland Co. Dublin 3888
Date of Birth 14/08/1983 Do you want to verity identity for this account?
Settings Clinical Site CUH v e
E Employment Documents Persanal Details - Other Documents
Reports Name Status Action Name stall 2 stus Action HName Status
a F B it Se - S A qui Curricult
— il B ho ,;:S::;i @  view Edit Make Not Required ||| B dd Make Regquiced Gumelum | @ | yigw
Logged in As Garda - acLs @ | view Edit Make NotRequired -
: Add Mak qui = = dEhea
Vewing e it | LT View Edit Make Not Required - Cacehesd
& Ama Certificate | & = = Hand Hyziene | i) View Edit Make Not Required || Internationa ‘ o
Merrigan Occupationa - 2 Medical v St
B 4 a d View Edit Make Not Required || FireTr H ) View Edit Make NotReguired p c
\ H: h e Kol Wi Sose iz ||| GNIB @ ew Edit Make Not Reguired ||| Fire Trainin @ ew Edit Make Not Required || Experience
@ LogOut Status nternational Patient Handling U view Edit Make Not Reguired Other E View
English
£pp Language Radiation - -
? Buag ” View Edit Make Not Required
System Version Certification | (@ Add Make Mot Reguired || Testing (7] View Edit Make Not Reguired ||| Protection - =
Sramus Sustem

An account will automatically deactivate after 12 months if not in use. There is also an option for
you to deactivate an account if required. Highlight the NCHDs account by double clicking on
their name and select ‘Deactivate Account’ on the top left-hand corner of the screen.

Non-Consultant ” View Hire Form [ Edit Hire Form
Consultant = frnams MC Ref #:: Email: Date of Birth:

Clinical Site: Category: Account Status:
NER = | T | [—seLecT- ) [Adive v 2 %
Ea Medical Council Registration Numbet Forename Surname Email Address Date of Birth Clinical Sites Account Stat
Sinead Morahan sinead.morahan@hse.ie 11/08/1578 = esmont D cawgony] v
Documents
@ Anna Merrigan annaanna@anna.com 14/08/1983 * CUH (o category) v
Search
Deactivate Account -3
409081 Ruth Boylan — 1981 v
@ Do you want to deactivate this account? -
Settings Page 1of2(20items) < 1 2 > =
& 3
Reports £ ¥
4
Commen
Loggedin As

18
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Nen-Consultant
Consultant
NER
Documents
Search
Settings
Reports
Common
Logged in As
&, Anna
Merrigan
@ ouer

2% Reactivate Accoun! 3 Delete Account

Forename: Surname: MC Ref #:

@ View Hire Form

[ Edit Hire Form

Email: Date of Birth: Clinical Site: Category: Account Status:
-] [ w| | -seLecT- ¥ | [Tnsctive e N 4
Medical Coundl Registration Numbel Forename Surname Email Address Date of Birth Clinical Sites Account Sta
Anna Merrigan annazrna@anna.com 14/0/1383 R (o)
Page 1 of 1 (1 items) 1
NCHD Account Details
First Name Annza Surname Merrigan
Medical Council Registration —Not Set-- Email Address annaanna@anna.com
Number
.| Correspondence Address The Town Ireland Co. Dublin Maobile Number 0B7BBBRRER
Date of Birth 14/08/1983 Mationality Irish
Clinical Site CUH Account Status Inactive
Employment Documents Personal Details Training Certificates Other Documents.
Name Status Action Name Status Action Name Status Action Name Status Action
View sc £ 3 M qui Curric £
Hipioon, |9 = e ® | View Make NotRequired || 5 Make Beguired Sumieutum | @ | view MakeNotR:
Garda = ACIS Q View Make Not Reauired

You can also reactive an account. Highlight the NCHDs account by double clicking on their
name and select ‘Reactivate Account’ on the top left-hand corner of the screen.

The ‘Delete Account’ option is only available to NDTP. This option should rarely be required but
should you need to delete an account you can request this by emailing

2.4 View and Edit Hire Form
Select relevant NCHDs account by double clicking on their name. Click either view or edit.

Non-Consultant

Consultant

&

Documents

@

Search

=

Settings

&

Reports

NER

Commeon

Logged in As

A Anmna
Merrigan
HeF

~ Verify Identity €& View Hire Form | [ Edit Hire Form

Forename: Surname: MC Ref #:: Ei

Medical Coundil Registration Numbei Forename

Anna
Page 1 of 4 (39 items) 1leEiaanas] >
Clinical Site Bantry GH

Employment Documents
Name Status

Hire Form [7]

Garda

Verting 4 Wiew Edit Make Not Required

Occupationa
Health
Certification
Status

v View Edit Make Not Required

EPP

mail: Date of Birth: Clinical Site: Category: Account Status:
o[- | [-seLecT— )] [—a— 2 2%
Surname Email Address Date of Birth Clinical Sites Account Sta
Anna annamerrigan @gmail. com 14/08/1383 * Bantry GH (no category) N
Account Status New
Personal Details Training Certificates Other Documents
Name Status Action Name Status Action Name Status ]
s Add M 't Requil Curric
-] Add Make Not Required || O e Sl v’(’;E“ S Add Make
ACLS (-] Add Make Not Required
Evidence of
Add I
Add M equi 2
-] dd MakeNetReauired ||\ ipisicne | @ Add Make Not Required ||| Internationa A
® Add Make
Medica
GNIB (-] Add Make Not Required ||| Fire Training @ Add Make Not Bequired ||| Experience
nternationa Patient Handling | @ Add Make Not Required ||| Other ] Add Make
English
Language Radiation - AMA Wzl Mo Damiirad

If you are editing the Hire Form, remember to click save at bottom of form when you have made
the relevant changes.

To view in PDF click view PDF.
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There are two options when downloading the NER Hire Form. You can select PDF or MS Word.
If you select MS Word the system will allow you edit and save the ‘Office Use Only’ which will
eliminate printing the form and handwriting the relevant payroll, completing the checklist etc.

Mon-Consultant o Verify Identity (& View Hire Form  [¥ EditHire Form
Hire F — O x
Consultant Forename: Sumame: MC Ref &~
MER ) vl o %
View PDF DownloagfPDF Download MS Word Doc -
E; Medical Council Registration Number Forename Clinical Sites Account Stz
« Baniry GH (no category)
Anna
D —— First Name: Surname: Title: N

m Page 1 of 4 (39 items) 1 [R2e G|

Gender: Known as: Marital Status:
Search
Clinical Site Bantry GH

@ Previous Surname (if applicable): Date of Birth: Nationality:
Settings Employment Documents Other Documents
Name Status Action Name Status ]
% PPSIH: Medical Council Registration Number:  Clinical Site:
-l Hire Form @ View Edit red :’u(rara:u um - sdd Make
Reports Garda p rea |||
Vetting v View Edir Make Not Account Status: Evidence of
Common
red nternational ° N
_ i | Add Make
Logged n As pocupanion= L[| rediea
earh v View Edit Make Not Ired || Buperience

Certification
£ Anna Status
Merrigan
- EPP

Other

I
H
.
=
&
&

Dhana Humbare

If an NCHD makes a change to a verified Hire Form, it will automatically be resubmitted to
Medical HR. This will ensure that you are aware of any changes to address or bank details for
example that an NHCD might make. The relevant change will also be highlighted so that it is
easy for you to detect exactly what change was made.

2.5 View, Edit, Add and Print a document

The individual NCHD is responsible for uploading through their portal account their personal e.g.
Birth Cert, training e.g. BLS and other e.g. CV documentation. However, Medical HR can also
upload these documents if necessary.

Medical HR is responsible for uploading Employment Documents such as Occ Health, EPP,
Garda Vetting and Work Permits.

() View

From the search tab, double click on the NCHDs account. When the dashboard appears, you
can view a document by clicking ‘view’ beside the relevant document.
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Non-Consultant

Consultant

(&

Documents

&

Search

@

Settings

®

Reports

NER

Common
Logged in As
&, Anna

Merrigan
| HSE

=
@ Log Out
System Version

1.7 (UAT)

(i) Edit

Q Deactivate Account

Forename:

Surname:

SB View Hire Form

MC Ref

Medical Council Registration Numbet Forename

[ Edit Hire Form

Document Details
#:

Document Details

Document name

Mary Document Type
Updated Date
Anna N
Valid From
Verified
Simon
Status
Page3of4(40items) (<) 1 2 3 4 >
Name Status Action
* Attachments
Hire Form (7] View Edit
Name
Garda = %
Vetting o Make Not Requice]|| ) it

Occupational
Health
Certification °
Status

PP

Certification | @
Status

View Edit Make Not Reguire

View Edit Make Not Require

GV A Merrigan

Garda Vetting

14/01/2016
13/01/2016
' verified
Cancel
File Name
8lue hills jpg

2 8

Clinica| Sites

*+ CUH (no category)

+ CUH {no category)

* CUH (no category)

Name Status A
ed Curriculum
=< 5
Action Vitae © | add Make
Evidence of
lEd || international
Medical C |adibeie
= ——
Experience
led || other @ | Add miake
ed

Likewise to edit a document click ‘edit’ button beside the document and make the necessary
amendments such as changing dates, removing the document or adding a further document.

Non-Consultant

Consultant

(&

Documents

&

Search

&

Settings

®

Reports

NER

Common

Logged in As

&4 Anna
Merrigan

% HSE
@ LogOut

System Version

1.7 (UAT)

Q Deactivate Account

Forename:

Medical Council Registration Numbe: Forenamg

Page3of4 (40items) < 1 2 3 4 >

Name Status

HireForm | @

Garda

Vetting e

Occupational
Health
Certification e
Status

EPP

Certification e
Status

Work Permit | @@

Surname:

(‘:3 View Hire Fol

[# Edit Hire Form

Edit Document Details

Simon

Action

View Edit]

i eatt Yake o

View Edit Make No

View Edit Make No

View Edit Make No

Document Details

Document name
Document Type
Updated Date
Valid From
Verified

Status

Attachments
Name

Blue hills

Name:

GV A Merrigan
Garda Vetting
14/01/2016

13/01/206 | 7]

Update

Blue hillsjpg

File: l— Browse...

Close

File Name

i
Add attachmeﬁ’é

ical Sites

= CUH (no

« CUH (no

= CUH (no

pme
rriculum
tae

idence of
lternational
jedical
jperience

her '
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(iii) Add

Another way to add a document is to click’ add’ beside the document type and the screen below

will appear;

Mon-Consultant o Verify Identity | £ View Hire Form | [ Edit Hire Form
Consultant Forename: Surname: MC Ref #: Email: Date of Birth: Clinical Site: Category: Account Status:
R =l [~a— w | | —sELECT- AL
a Medical Coundl Registration Number | Forename Surname Email Address Date of Birth
Documents Anna Anna annamerrigan@gmail.com 14/08/1983
& —
297262 Ruth
Search
Page 10of 4 (39 items) 12 Fda-> Please add attachments

@

“ Browse
NCHD Account Details
Settings Hext
First Mame Anna

E Medical Council Registration  —-Not Set--
Number
Reports Correspondence Address Hgg Vhhh Co. Antrim
Date of Birth 14/08/1983
Common
Clinical Site Bantry GH
Logged in As
£ Anna Employment Documents Pers
Merrigan
~ Name Status Action Nal
T HSE
© Llogout Hire Form 7] View Edit Scal
Pa
Garda ;
; iew Viake Not Reg
System Version Verting v View Edit Make Not Reguired Biri
Cer|

Occupational
Heam View Edit Make Not Required || SN

1.7 (UAT)

Certification

Status nt
Eng|

EPP Lanl

Click ‘Browse’ and select the document from where it has been saved on the hard drive.

click ‘Open’ and ‘Next’

Remember, you can only upload files in the following format; png, jpg or pdf.

l.com

tequired
lequired
iequired
tequired

tequired

= 2%
Clinical Sites

+ Bantry GH (no cateqory)

+ CUH (Recently Left Post)

Other Documents

Name Status Acti
Curriculum "

ek () Add Make N
Evidence of

nternationa " r
Aarii (] Add Mske N
Experience

Other (] Add Make N

Then

Type in the document name in the space provided. It is useful to name the document by its type
and the NCHDs name this will ensure the right document is uploaded to the correct NCHDs

account.

Some documents have dates associated with them. In the case of training certificates when a
valid from date is entered, the valid to date automatically populates. In the case of a work permit
you will need to enter the dates and in the case of occupational health and EPP please see

section 2.7 below.
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Non-Consul=nt @ Deacivate Account {4 View Hire Form | [} Edin Hire Form
= [[A00 Docamene -0x
v Forename: Surname: WG Ref & Emai =
NER Please add document details ] [ - 32 »n
'ﬁ Medical Council Registration Number Farename Sumamll  Document name h Ciinical Ges Account Status
Eonepa: Document Type Work Perrit i
a Mermig H &
(2} vtz =
Search
Simor Sim Vaid To [} CUH (o cxtecer %
Back || Save || Cancel S B
Settings v e + Bantry GH {no cstegory) o
Reports o= e - Besumant (no categon) &
Common
asdahe 405081 Ruth Boyar v
Pagelofa(isnems) < 1 2 3 4
a
Merrigan
R HEHD Account Detals
@ Logour | First Hame Mary
@annahseie

Wedical Counc Registration Number ot set—

System Version i digid 0o, Cavan
Date of girtn oay083

1.7 (UAT) 5 ki
Clnical s santyan
£mployment Documents personal petals
Name stans actan Name

(LI % Local intranet - W -
(iv) Print

To print a document open the relevant document, hover the mouse over the bottom of the
screen and the print icon will appear.

B = 8| W MPS Pest Minagemen Sy

File Edt Vi

a8 Suggested Saes = 5] Gl move Add-ons =
Hon-Comsutant 2 Bentiale hrcourn () Ve tarn B [F —
. T I
& B
Search
® . - !
Logged in As | -z i
i } " [y 7 I @ik v
e | o sfin o e
== | » N R
—r | - i ST g
i . Rl S OF :
| 2 Rl D s
| e iiﬁg,-‘.a - g
[ CEE i3F =< ]
i el g =
| -{“ i @
| - -
i i LR+ 4
| : | B
< >

Bl e [Slel=]mE]
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2.6 Documents Not Required

Remember, Medical HR can make certain documents not required, this is a really useful tool as
it simplifies the NHCDs dashboard and when running report it will eliminate non-required
documents from the calculations.

From the dashboard simply click on the not required button

Non-Consultant + Verify Identity ~ £&3 View Hire Form [ Edit Hire Form
Consultant Forename: Surname: MC Ref #: Email: Date of Birth: Clinical Site: Category: Account Status:
NER | |-ALL— | | —~SELECT— || -ALL— v 2 %
ﬁ Medical Council Registration Num Forename Surname Emzil Address Date of Birth Clinical Sites
s . resen I
Boctments 326315 Ann O'Connel ann.anna@anna.com 14/08/10983 CUH (P thy In Post)

&

Search = CUH (Recently Left

Page 2 of 4 (39items) (< 1 2 3 4 >

@

5 A - ) ;
Add Make Not Required ||| 0O =] t't!(rarecu o

Hire Form 7] View Edit Scanned
Settings Passport ° =
Garda Vetting | @ Add Make Not Required AcLs View Edit Make Not Required
Birth . Evidence of
E Occupationa Certificate e Bld Maké Not Requlred ||| i psione (] Add Make Not Reguired ntemational | e 5
Health Medica =
Reports Certification View Edit Make Not Required ||| gyg (-] Add Make Mot Reguired ||| Fire Training ] £dd Make Not Reguired Experience
Status
Comimion nternationa Patient Handling | (@ Add Make Not Required Other ] A
Logged In As EPP English
Certification View Edit Make Not Required ||| Language Radiation = A ikt R
= Status Testing (-] Add Make Mot Required ||| Protection Ao pa ot Regy Trec
£ Anmna System

2.7 EPP/Occupational Health*

Occupational Health and EPP are currently displayed as two documents types. Each of
these documents will have a valid to date. This date is not a mandatory field and
should only be populated if someone is passed fit or cleared for EPP for a defined
period e.g. 12 months. In the cast majority of cases no date will be required.
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Non-Consultant @ Deactvate Account | {2 View Hire Form | [ a0 Document -0x
Consuttant Forename: Surname: »1 Pl [ ———— ical site: Category:
NER (. v —cEiErT...
a Medical Council Registration Number Forenamel Document name Date of Birth
Documents Mary Document Type Occupational Health Certification Status om 09/06/1985
@ Valid To
Anna @hse.ie 14/08/1983
Search Important!

Please do not enter & valid to date unless
Occupational Health or EPP clearance has
only been granted for a defined pericd. If

¥

simon this NCHD is required to be reassessed by mon-com 05/06/1985
Settings Occupational after a defined period, then
enter that date in the valid to box provided
E _____ In the vast amount of cases ne date is e ottt
required.
Reports Page 3of 4 (39items) < 1 2 3 4 >
Common Clinical site Bantry GH Back Save Cancel atus Active
Logged in As
Employment Documents ing Certificates
&4 Anna

2.8 Verify and Reject documents
It is the responsibility of Medical HR to view the documents upload by each NCHD and verify or

reject as required.

Click on the Documents tab and filter by ‘submitted’. Once you are satisfied that a document is
acceptable, i.e. is the correct document type, is legible, dates are correct, in the correct NCHDs
name etc. you can then click the verify button at the top left hand side of the screen.

If the document is unacceptable you can reject the document and a drop down list will appear
with a pre-defined list of reject reasons and a free text box. The system will generate an email to
the NCHD explaining that the document was rejected the reason for rejection and requesting
that they resubmit the document.

MNon-Consultant @ ?ncument « Verffy document (9 Rejedj@
Consultant Forename: AT Ve Chinical site: Updated Date:  Valid From: Valid To: Verified: Status: Uploaded From: Uploaded To:

NER ACLS ¥| |-ALL- v - - ~ | |—-All-- v | Submitted v - -
@ Forename Surname Document Type Updated Date | valid From ValdTo Clinical Sites v
Documents
+ AMMNCH (Presently
@ Post) - Reg
Mary Grummell ACLS 20/01/2016 10:33:04 20/01/2016 20/01/2018 + CUH (Recently

Left Post) - SpR
Search

&

Page 1 of 1 (2 items) 1

Settings
Document Details

2

First Name Mary surname Grummel|
Repo Document Type AcLs Updste Dste 20/01/2016
Common valid From 20/01/2016 valid Ta 20/01/2018
Logged in As Verified r Status & submitted

Annn

Edit, Verify or Reject a document.
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Non-Consultant [F Edit document  « Verify documel © Reject documen

Consultant Forename: Surname: Type: SIS Updated Date:  Valid From: valid To: Verified: Status: Uploaded From: Uploaded To:
NER ACLS | | -ALL— ~ - - v <Al & Submitted W - -
@ Forename Surname Document Type Updated Date < Valid From ValidTo Clinical Sites Ver
Documents

* AMNCH (Presently

In Post) - Reg
Mary Grummell ACLS 20/01/2016 10:33:04 20/01/2016 20/01/2018 * CUH (Recently |
Left Post) - SpR
Search Reject Document -0x
@ Do you want to reject this document?
Page 1 of 1 (2 items) 1
) Reason: | YSELECT— v
SEROES ; VSELECT——
Document Details — Hire form incomplete
Description: | 1ncorrect dlinical site.
: First Name Mary Other
Valid to date has already passed
Report Document Type ACLS Name does not match to your account 6
Incorrect document bype —
e Valid From 20/01/2016 It}
Yoo Verified [ Status & submitted
A Anna Attachmante

Document Rejection dropdown list

2.9 Document Status Symbols

@ Missing or Expired " Rejected @ Submitted - Warning  Verified

Missing or expired — This means a document has not been added or has expired

Rejected — This means that the document that has been uploaded by the NCHD has been
rejected. The NCHD will receive an e-mail confirming the document has been rejected

Submitted — This means that the Doctor has submitted a document that must be verified by the
MMM

Warning — This means that the document will expire in 60 days or less. A reminder will be sent
to the Doctor and the MMM

Verified — This means the document has been verified by the MMM and is in date

Sample Emails issued to NCHDs
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s N -
M)\ H 9 6+ 5+
ki

Message Adobe PDF

Q@GN A S E

Reply Reply Forward || Delete Moveto Create Other

to All Folder~ Rule Actions ~
Respond Actions

From: MNCHD ER.

To: ANMNA MERRIGAM

Ce

Subject: Document nearing expiry

Document nearing expiry - Message (HTML)

% &, Safe Lists - Eg V E] 44 Find

B, Related -
Block | Mot Junk Categorize Follow Mark as
Sender - Up~ Unread || b Select~
Junk E-mail [5 Options F} Find

Dear Anna Merrigan,

Kind Regards
Medical HR Department

DLEXTRET

Message Adobe POF

TS Teth I TS EN

Your Work Permit document will expire on 14/12/2015.
Please arrange to renew vour document and resubmit as soon as possible to Medical HE.

Please contact Medical HR should vou have anv queries.

Document expiry - Message (HTML)

% &, Safe Lists - 5@ 'v' __E 34 Find

2 Related -
Reply Reply Forward || Delete Moveto Create Other | Mot Junk Categorize Follow Mark as
to All Folder= Rule Actions~ o - Up~ Unread || Wi Select~
Respond Actions Junk E-mail (F] Options (F] Find
From: MNCHD ER
To: ANNA MERRIGAN
]
Subject: Document expiry
Dear NDTP Test NDTP Test,

Your BLS document has expired.

Kind Regards
Medical HR. Department

2.9 Reports

Please contact Medical HR should vou have any queries.

Please arrange to renew this document and resubmit document as soon as possible to Medical HE.

There are three NER reports available all of which can be exported to excel. There are also
useful reports available on the NCHD MPS one of which, ‘Detailed Trainee by Site’ Report has
been developed to include further fields — Date of Birth, Gender and Tenure.
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0] NER Account documents which provides a list of all NCHDs employed by you,
including IMC number, and a colour coded status of each document type. Date
filtering functionality available with this report will also allow you view those NCHDs
previously in post and those due to take up a post (pre-starters) depending on the
date entered.

G’F“,-_H bty prdenchdersppdl MPS dedaui.asp B - ol i mes i % [ | Pt Recond | AT

,"'é'fmgqslndsmu' e‘ﬁetm:uuv

Non-Cansuant €&

| ren [sekectepont: [WERACcountDocements L%

B Giral 545 (S Viecent's UH ] [ Whew Regort |
"’“%é""" [T O ™ & T S| B - b=

T NER Account Documents Report

= o[ ltecenst | s 5| Comuh e | EPFSgricain

o Brian Beown

a AMle g::::“l::k

3 Clmical Site Eddie Staddon

M e

Bl o S lalle =] Lo -

(i) NER Compliance report will show the percentage compliance for your site for each

document type. It is important to exclude documents not relevant to individual
NCHDs from the calculations by selecting ‘Not Required’ on the Dashboard view of
the NCHD account. This will ensure that the compliance report is accurate. Date
filtering is available for this report so that you can see the compliance rate of your
future starters provided you have matched them to a post on your site.
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s &) Suggested Stes = &) Get more Add-oms ~

Mon-Consulant.

b
MER Select Report: NERComphiance %
TR I [ 1 O R [ i | vt ke i

: NER Compliance Report

Hinh Cenificate

Evidence
Curriculum Vitsn | EPP Certification Status | Intemational Madical
Experionc

Fire Training Garda Vatting

m 200% 13.00 % 600% 400% 200% 400 % 200% 0.00 %
Reports.

Bl o S ]allz]e=]

(iii) NER Contact Details which will run a detailed contacts report of your NHCDs.
Again, date filtering is available for this report so that you can see the contact

details of your future starters provided you have matched them to a post on your
site.

File Edit View Favorites Tools Help —Please Select—-

N NERAccountDocuments
9% ] Government Networks Co... 2] HSE.ie - He NEll(nmplmnoe
NI

Lgm ¢ HSENet - HSE National Int... [ NCHD - Powered by Kaya...

om ByClinicalSites
Non-Consultant Select Report: gee==] NERContactDetails @
Consultant

Clinical site | All
NER

B 4 41 of1 b bl @ Find | Next - @)
Documents Contact Details Report

E Medical Council | Clinical Site Spediality Sub-Spedalty Landline Phq
Registration
Search Number
Ann

View Report

SpR Anaesthesia ann.anna@anna.com 014444444
m Barry Dmgheda/Dundalk RH SpR Gastroenterology pmatuszewski@openskydata.com
Settings Elizabeth CUH Sen. Reg. GIM elizabeth.anna@anna.com 012222222
Glen AMNCH Intern General Surgery

E John CUH SpR Infectious Disease john.anna@john.com 014444444
Reports Mary AMNCH Reg Paediatrics mary.anna@mary.com

om patrick CUH Sen. Reg. cardiology N/A patrick.anna@anna.com 014444444

Logged in As

& Anna

Merrigan
T HSE
@ Logout
System Version
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2.10 Help icon
The help icon is at the top right of the screen. When you click on the help icon it will
bring you automatically to the section you require. Should you require further assistance
please do not hesitate to contact NDTP
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