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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 IE11, 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

1.2 Registration link
The landing page, Fig.1 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.

Fig. 1
— Welcome to National Employment Record
I. —~ NERPortal mﬂp
- Health Service Executive
LOGIN

Welcome to the National Employment Record (NER)

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

Your NER is completely private, confidential and secure. The information contained within your NER will only be available to you and your
relevant employer/prospective employer.

If you are a first time user of the system you must register a new account - click on the ‘Register new account’ link at the top right-hand side of
the screen to begin.

If you have already registered an NER account and wish to log on this will require three pieces of information. These are E-mail Address, Date of
Birth and Password. From the launch of version 2 of NER, Date of Birth is now a mandatory field when logging on to NER. If you registered an
NER account previously without completing your date of birth you must contact your local Medical HR Department to update your hire form
with your date of birth.

Email
2 Ema
Date of Birth
DD v [ v YYYY v

Password:

Forgotten your password?



http://www.google.com/chrome
http://www.nchder.ie/
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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.

There are three options presented to the NCHD, Fig. 2:

1.3.1 Option 1 — ‘Medical Council Registration Number’

For Option one, on entering a valid Medical Council number, the First Name, Last Name and
Clinical sites are disabled. NCHD completes the required fields (email address, Date of birth
Password and confirm Password). On successful registration NCHD is invited to log in.

1.3.2 Option 2 — ‘| am an Intern who has not yet received their Medical Council Number’
NCHD Intern is invited to enter mandatory details such First name, Last Name, email address,
Date of birth, Clinical Site and password information.

On successful registration NCHD is invited to log in.

1.3.3 Option 3 — ‘| am a Doctor, who has not yet received their Medical Council Number’
NCHD is required to select a Medical Discipline and Medical Specialty (*this will determine EPP
alerts).

Doctor without a medical council number is invited to enter other mandatory details such First
name, Last Name, email address, Date of birth, Clinical Site and password information.

On successful registration NCHD is invited to log in.

Fig. 2

Medical Council Registration Number *

Click here to go to the Irish Medical Council

I am an Intern whe has not yet received their Medical Gouncil
registration number
(Reminder: Please update your a

Aaccount with your Irish hMedical
N Y OU receive it)

ber
se update your account with your Irish Medical

First Name * Last Name =
clnical Site Date of Birth =
S value T E

Emall Address *

Contirm Email Address -

Confirm Password™

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

& REGISTER > CANCEL
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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. I, $, %, * ). Using symbols other than the ones recommended may cause password
issues.

1.5 Terms & 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.

1.6 Logon screen

Following registration the NER account can be accessed by logging in using the email address,
date of birth and password. For security, if the NCHD enters their password incorrectly more
than three times the system will lock their account.

1.7 List of Occupational Health Departments (OHDS)
The NCHD can access a list of OHDs nationally by clicking the “View OHD Service Provides
and Contact Details” link which is available on the Dashboard of the portal.

This is a convenient way for NHCDs to contact the correct OHD. The list can be updated
centrally as required.

1.8 NER Hire Form

The NER Hire Form will automatically open when the NCHD logs onto their portal account for
the first time. 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.

When an NCHD has completed their Hire Form (including PPSN, MC number and Bank details)
it will be verified by the employer.
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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.

1.9 Occupational Health Form

When the mandatory fields of the NER Hire Form are complete the NCHD is directed to
Occupational Health Section of NER

1.9.1 - Section 1: Employment History

The NCHD should enter their previous Employment Details, to submit the OH Form for
verification or alternatively click on checkbox 'l have not been employed in the last five years’

Fig.3
EDIT OH FORM | = NER Portal 3 I=Dashioad 3 OH Form & View OHD Sevics Povider

Employment History

MNext Section ¢

Section 1: Employment History

Please provide details of your employment over the last five years. Please do not inc lude the post you are now applying for.

| have nct been employed in the last five years

Clinical Site (or Other Employer): Medical Discipline:
—Select— v —Select— v
n Non-Clin O n Non-Ciin.
Start Date: End Date:

% CANCEL B sAvVE B SAVE & CONTINUE

Employment History

Employer Job Title Start Date End Date

(# Edit X Femove

Anaesthesia Anaesthesia 01/02/2013

[# Edit ® Remove

Anaesthesia Anaesthesia D5/D4/2018

T e
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NCHD Clicks Save & Continue and is navigated to Section 2 —(or alternatively may click on
‘Sickness Absence’ on the Wizard at the top of the form or clicks on Next Section Button)

1.9.2 - Section 2: Sickness Absence Details

The NCHD is directed to the Sickness Absence Details Form and enters details of any Sickness
Absence in the last Five Years (or alternatively click the checkbox for ‘| have not had any
sickness in the last five years’)

Fig. 4

Welceme to National Employment Record
H NER PO I‘tal ejones@test.com
Health Service Executive @, Change Password | i Help | ® Log Off

EDIT OH FORM I EENER Porial # IS Deshbor  OH Form . Vi ORD e proiters

Sickness Absence

€ Previous Section Next Section 9

Section 2: Sickness Absence

Please provide details of any time you have lost from werk or education in the last S years
| have not had any Sickness Absence in the last 5 years.

Reason for Absence:

Start Date: End Date: Number of working days absent:

x CANCEL [B) SAVE & CONTINUE

Sickness Absence History

Reason for Absence Start Date End Date Days Absent

04/04/2015 21 (# Edit % Ramove

Bad Batk

NCHD Clicks Save and Continue and is navigated to Section 3 — Health and Ability (or
alternatively clicks on the ‘Health and Ability’ on the Wizard on the top of the form or clicks on
Next Section).
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1.9.3 — Section 3: Heath and Ability

The NCHD is directed to a set of Health and Ability questions and provides answers to each
guestion in relation to information that affects their ability to perform my duties or requires
adjustments to their work environment.

Fig. 5

Health and Ability

4 Previous Section

Section 3: Health and Ability Declaration

Please provide details of any health condition or disability
® Yes O No Are you aware of any health condition and/or disability that might affect my ability to underake effectively the duties of the position that |
have been offered, and that might require special adjustments to my work or my place of work?
Please answer all questions below. If you answer yes to any of these questions below, please provide further details.

O Yes ® No Are you cumently, or have you recently, received treatment for a medical, surgical or mental health condition including drug and/or alcohel
abuse or any other addiction?

© Yes ® No Have you suffered a previous injury or ilness that may have required changes in your duties and/or work envicnment?

© Yes ® No Do you have a cument physical or mental impaiment that may require work accommeodations that paticnal health senvices can provide
assistance with?

Under HSE Policy we need to establish if you are at risk for either active of latent Tuberculosis (TB) that may reguire treatment. Please answer the following guestions:

O Yes ® No Have you ever been diagnosed with TB?

) Yes @ No Do you have a BCG scar?

) Yes ® Mo Do you have a family member or close contact who has been treated for TB in the past 2 years?

) Yes @ No In the last 2 years have you had unexplained cough for more than three weeks?

) Yes @ No In the last 2 years have you coughed up blood?

) Yes @ No In the last 2 years have you suffered from unexplained weight loss?

) Yes @ No In the last 2 years have you suffered from unexplained night sweats or fever?

) Yes @ No In the last 2 years have you visited a foreign country for more than one month within the last two years? (If so, please provide the following

details: Country Name, Approximate Dates of visit, Purpose of visit, Duration of visit)

If the NCHD selects No to the very first question, the remaining General Health Questions are
collapsed and user is not required to complete. (The TB related questions however are all
mandatory)
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1.9.4 OH Form Submission

The NCHD selects answers to all the required questions, entering extra information when
required, and clicks ‘Save’. NCHD clicks ‘Proceed’ and is navigated to the OH Form Submission

Screen.

Fig. 6

EDIT OH FORM | SNER Portal = Dastivad  OHForm

OH Form Submission

& View OHD Service Providers
and Contact Details

“fou are about to submit the OH Form. Before submitting please review your changes by clic king the Preview Form button below. Once you are happy with the changes please

click the Proceed button to move on to the next stage.

NOTE: It is a requirement to have Adobe installed to successful view the PDF

Fig. 7

File prewview

General Details

Occupational Health Form

First Mame:

Mobile Number(s):

Address Line 1:

Address Line 3:

City:

Post Code:

Gendeor:

Clinical Site:

Date of Birth:

Post:

Mate: Shauld any of the pre-populated details on your OHF be incamrect, you will be able to change these details at a latcr point
by updating your NER Hire form.

Employment History

Employer

Job Title

Start Date

Bantry GH

Anaesthesia Anaesthesia

01022013

End Date. —+
I

O1/0ZI2016

Beaurmont

Anaesthesia Anaesthesia

OSM04r2016

01/03/2017

Sickness Absence Historv

T T T

NCHD has the option to view or download this file prior to submission.

10
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1.9.5 Declaration

Once the NCHD is satisfied with the details they have entered, they can click Proceed (after
closing) and are navigated to the OH Form declaration. The user is invited to click on the
checkbox to indicate that they accept the declaration.

Fig. 8
Declaration Acceptance

Applicant please read the declaration below carefully

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

( hitps:/fwww.medic alc ounc i.ie/News-and-Public ations/Reports/Guide-to-Professional-Conduc t-and-Ethic s-Bth-Edition-2016-. pdf)

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

To the best of my knowledge:

1. The information that | have given is true and complete
2. I have not intentionally held back any material facts
3, | am responsible for the accuracy of this information

| am aware that my employer may reject my application andlor terminate my employment if | have made a false statement or misrepresented myself in this statement.
| agree to this information being kept electronic ally and ¢ onfidentially.

| agree to my medical information being shared with other Occupational Health services on a need-to-know basis. | understand that my medic al information will not be shared with other
persons without my written consent.

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

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

NCHD clicks on the check box and selects Submit for Verification

11 e
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1.10 Immunisation Status Documentation
NCHDs can upload Immunisation status documentation, so that OHD may verify it. On
submitting the OH form, the NCHD is directed to the Immunisation Status screen:

Fig. 9
Please add attachments to Immunisation Status

vou will need to provide evidence of assessment for the following infectious diseases:

lease upload them now.

ance, in addition to above, you are required to provide evidence of assessment for:

+ Hepatitis B (HBSAG and Anti-HBc )
- Hepatitis C (Anti-HCV)

Please take note that only evidence of EPP blood assessment carried out on identity validated sample (I'VS) from an Irish or UK Oc cupational Health service will be accepted for EPP

clearance.

If you do not have sufficient evidenc e of assessment, please contact your new Occupational Health department in order to complete this. Contact details are available by clicking the
view OHD Service Providers link at the top right hand corner of the screen

File Name Queue length: 1

Remove
Lighthouse.jpg Lighthouse jpg

& Choose File

m

Fig. 10

ADD DOCUMENT

Please add document details

Document Name Document Type

Immunisation Status270317 Immunisation Status

Rl ...

NCHD can edit the document name and click Save

If the NCHD is EPP required, they are issued a message saying that EPP clearance must
be received before commencing employment. On clicking OKAY, NCHD is redirected to
the NER Portal Dashboard.

12
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Fig. 11

EPP Information

A The post you will occupy requires EPP clearance. You must receive EPP clearance from your OHD before commencing
employment

Occupational Health form and Immunisation Status are marked as Submitted

1.11 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.

13 e
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Fig. 12

My Documents

@ Missmg or Expired " Ezjected @ Submitted | Wamme: document nearing expiry « Verifiad

Employment Documents = Occupational Health Documents =

Hire Form g @ Edit Occupational Health Form g # Edit
Garda Vetting ° Immunisation Status g # View | Edit
Work Permit

@ EPP Certificate (=]

visible by Medical HR.

Training Certificates =

ACLS o &h Add APLS o &h Add
BLS o & Add Fire Training o & Add
Haemovigiliance Training o &n Add Hand Hygiene o &n Add
Patient Handling ° &n Add Radiation Protection ° &n Add
Personal Details = Other Documents =

Scanned Passport ° & Add Curriculum Vitae ° & Add
Birth Certificate a Evidence of International a

° DAdd Medical Experience ° DAdd
GNIB (=} &1 Add Other (=} &1 Add
International English Language A
Testing System (IELTS) ° “0Add
Certificate

1.12 Uploading a Document to the dashboard
NCHDs are required to use the Dashboard to upload ‘Add’ all of their relevant
documents/certificates including ‘Immunisation Status’

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

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

0] First click ‘Add’ on your dashboard beside the relevant certificate, then click ‘Choose
File’

Fig.13

ADD DOCUMENT $ EaAda Document L T aiEs

Providers and Contact Details

Please add attachments to Immunisation Status

You will need to provide evidence of assessment for the following infectious diseases
. B
= Rubella
- Mumps
- Measles
- aricella
- Hepatitis B (Anti-HBs)

If you already have previous evidence of assessment to the mentioned infectious diseases, please upload them now

For Exposure Prone Procedure (EPP) clearance, in addition to above, you are required to provide evidence of assessment for:
- Hepatitis B (HBSAG and Anti-HBc)
- Hepatitis C (Anti-HCW)

accepted for EPP clearance.

If you do not have sufficient evidence of assessment, please contact your new Occupational Health department in order to complete this. Contact details are available by clicking
the view OHD Service Providers link at the top right hand corner of the screen

© Please drag and drop or choose the files

= RN

(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

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

(iv) 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’

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

(vi) Enter the document valid from date if applicable (the valid to date will automatically
populate where relevant)

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

Occupational Health Users may upload documents to the Occupational Health Section through
the Occ Health Module in DIME (Section 2).

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

15
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If a document’s period of validity should pass the current certificate can be added by clicking
‘Edit’ beside the relevant document on the dashboard, ‘Upload Attachments’ and follow the
steps above to upload the document.

Fig.14

Immunisation Status

Please take note that only evidence of EPP blood assessment carried out on an identity validated sample (IVS) from an Irish or UK Occupational Health service wi I be
accepted for EPP clearance.

IT you do not have sufficient evidence of assessment, please contact your new Occupational Health department In arder to complete this, Contact detalls are avallable by clicking the
view OHD Service Providers link at the top right hand corner of the screen

Date uploaded

04/04/2019 10:34:18

Decumen t Mame Deocument Type

= SAVE — CLOSE

Attachments

File Name Added Date & Upload attachments

NDTP DIME TEST Document.pdf NOTP BIME TEST Document.pdf 04/04/2019 10:34:18 @ View & Download

Once documents have been added, dates cannot be edited by the user if OHD has verified the
document on the NDTP-DIME NER Module.

1.13 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/document.

These date driven email reminders will relate to certificates such as Occupational Health, EPP
clearance.

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

16
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Note: Ensure that system generated emails as not directed to the ‘Junk email’ folder of
your email account. Check your Junk email box, right click on sender you wish to
release, select ‘Junk’, select “never block sender”.

1.14 Account Visibility

In order to assist the pre-employment process, OHDs 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 60 days following their
rotation to another OHD. This will ensure that any documentation outstanding from the previous
OHD can be uploaded with minimum disruption to the NCHD or next OHD.

1.15 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 within 15 minutes. Please do not click reset
password more than once as this will result in your account being locked.

Fig.15

Welcome to National Employment Record

F NER Portal & Register new account | i Help

Health Service Executive

LOG IN

Welcome to the National Employment Record (NER)

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

Your NER is completely private, confidential and secure. The information contained within your NER will only be available to you and your
relevant employer/prospective employer.

If you are a first time user of the system you must register a new account - click on the ‘Register new account’ link at the top right-hand side of
the screen to begin.

If you have already registered an NER account and wish te log on this will require three pieces of information. These are E-mail Address, Date of
Birth and Password. From the launch of version 2 of NER, Date of Birth is now a mandatory field when logging on to NER. If you registered an
NER account previously without completing your date of birth you must contact your local Medical HR Department to update your hire form
with your date of birth.

Email

&
Date of Birth

DD s MM - YYYY -

Forgotten your password?

Password:

17 e
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Section 2 - Occupational Health: NDTP-DIME OH Module

2.0 Logging onto NDTP-DIME & Accessing the OH Module

Access to NDTP - Doctors Integrated Management E-System must be applied for through
NDTP by emailing

To access DIME type into your browser and you will be directed to
the logon screen. Always use Internet Explorer (IE) when accessing DIME. Type in the
user name and password provided by NDTP

Once you have logged onto NDTP-DIME the Occ Health Module on the left hand side of the
screen will be visible.

Fig.16
NCHDPoStNGING  McReg Number:  Forename: Sumame: Type: (ClnicalSite: Updated Date: et Date: Status: Uploaded From: Uploaded To: Employee Status:
Consukant Post Matching
= T T—| - v [sonmeg Y] . de- M2
o MC Reg Number Farename Symame Document Type Updated Date  ValdTo Cinical Sies Sas Mamage
OH Module

Dacuments

Search

Settngs

@ A )

@ Page 1 of 0(0 fems)

There are three options within the OH Module:

(i) Documents — this tab allows you to search for all of the documents submitted to your OHD
by NCHDs. Filtering options include by document status, document type, NCHD name,
employee status and by medical council number. By default, the records are displayed with the
oldest submitted documents.

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

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

18
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2.1 Searching for Documents

When a user opens the Documents Screen in the OH Module, the Document Status is defaulted
to Submitted.

Documents — this tab allows you to search for all of the documents submitted to your OHD by
NCHDs. Filtering options include by document status, document type, NCHD name, employee

status and by medical council number. By default, the records are displayed with the oldest
submitted documents.

When a user is looking to view documents for NCHDs that are due to take up a post (pre-

starters), this can be done by changing the Employee Status filter to Future. Please note that
the NCHD must be future matched to a post by Medical HR for this functionality to work.

Fig.17
NCHD Post Matching Mc Reg Number: Forename: Surname: Type: Clinical Site: Updated Date: Alert Date: Status: Uploaded From: Uploaded To: Employes Status: b
Consutznt Post Matching --ALL- v -All- v v v | Submitted v | Future v 2 %
IER MC Reg Number Forenzme Sumame Document Type Updzted Dele + VaidTo Cliniczl Sites (Ut anage
o
Modile o Mater Misevicordias U Past
OH Module Hospital (Due In Post Verfied)
-SHO
B[ Ocnuzetora Heafh Fom Pl 2017 AT + 0urLaty of Loutces Hosot, Vanzge
Drogheda (Presenty In Post) -
Documents iy
B - =

2.2 Searching for an NCHD

When a user opens the Search screen in the OH Module, the Account Status is defaulted to
New and Active.

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’ ‘new’ or ‘inactive’.

Fig.18

NCHD Post Mat Forename: urname: Emall Date of Birth: Clinical site:
Consultant Post Matching | [ J [ J [ J [ | - [ v | [--seLEcT

eq Number | Forename Sumame Email Address Date of Birth
cap

When you have found the NCHD account you are searching for, double click on their name
to display the NDTP-DIME OH NER dashboard view.
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Fig.19

NCHD Post Matching
Consultant Post Matching
NER

CAP

OH Module
Documents 25 Page 1 0f 1 (1 items) 1
@ First Name
Search Mer:llcal l?ouncw\
Registration Number
@ Correspondence Address
i Date of Birth
Settings - ,
¢ Clinical Site ~Not Set--
E Grade ~Not Set-
Reports
Common
. Occupational Health Documents | - Occupational Health Form History
Logged in As
Name Status | Action No Occupational Health Form History found
&, Stephen Occupational P
0'Donnell Health Form © | Manaee
T HsE mmunisation | @y e
@ LogoOut Status —

System Version

MCRef#: Forename:

Surname: Email:

[ 1

MC Reg Mumber Forename

EPP Cerificate | (g

Manage

Surname

Searching for Future NCHD’s
When a user wants to search for an NCHD that is future matched on DIME to their site, this can
be done by running both the OH Contact Details and OH Account Documents Reports. Date
filtering functionality is available with both these reports and will allow you view those NCHDs
previously in post and those due to take up a post (pre-starters) depending on the date entered
and provided they have been matched to a post by Medical HR.

Rejecting Occupational Health Documents

Overview

Clinical Site: Category: Account Status: 5]
v [-a- " [v] [-sELECT- [¥][ New, Active ]2 8
Date of Birth Clinical Sites OH Form 5t Immunisatio EPP Status
» Rotunda Hospital
(Due In Post
Unverified) 7 = e
Surname
Email Address
Mobile Number
Nationality
Account Status New
Specialty ~Not Set-—
Post EPP Status Not required

You have the ability to reject Occupational Health Form and Immunization Status documents if
not uploaded by NCHD. A free text box will also be available for any additional comments.

How to get here:

¢ Navigate to the OH Module
e Choose the Search icon
e Perform a Search

e Double click one of the records returned

Under ‘Occupational Health Documents’
Choose the ‘Manage’ link

From the popup, choose the ‘Reject’ button.
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Fig.20

NCHD Post Matching

Consultant Post Matching

odule
. . @
& -
Documents . o
ts|
Saarch ]
e L @ )
:::::: . ° -

Lagged in As

&, Super Admin
7 Clinical Site
@ Logout

44444

NNNNN

System Version

3.1L.3.TEST

2.3 Occupational Health Form
(i) To manage OH Form - OHD clicks on the Manage link next to the NCHD Occupational
Health Form

(i) OHD must select View to view the data which has been submitted

NOTE: If this is not the first submission, the OHD will see the newly submitted data in red and
the most recently verified data in black for comparison purposed.

(iii) If the NCHD requires follow-up or is passed fit for a defined period of time the OHD may
enter an Alert date. 90/60/30 days prior to the alert date an email will be generated to the NCHD
advising them that they will need to present to their OHD for follow-up. The OHD will also be
copied on these emails. These Alerts can also be removed if no longer required by deleting the
date and clicking on the Update button.

(iv) The OHD can verify the OHF provided all sections have been completed satisfactorily.

(v) The OHD may also reject the OHF. If rejected, an email will issue to the NCHD advising
them. A dropdown rejection list will be available for the OHD to select from and a free text box
for any additional comments. The document symbol will change on both the OHM and NCHD
dashboard from submitted (question mark) to rejected (thumbs down). The OHD also have the
option to add and remove restrictions on the OHF.

21 e




HSE National Doctors Training and Planning

NER Guide for Occupational Health Department Users

Adding Restrictions to an OH Form
Overview

When you navigate to manage action of OH Form and press Verify button, the Verify Form pop
up will appear enabling to put restriction comments. Such comments will be visible in PDF OH
Form.

How to get here:

e Navigate to the OH Module

e Choose the Search icon

e Perform a search, and double click one of the returned records

e Under the occupational health documents grid, choose the ‘Manage’ link beside the
Occupational Health Form

e In the popup Window, you can click the Verify button, and then add restriction
information into the text box labelled ‘Restriction Applicable’

NCHD Post Matching MC Ret : Forename: Surname: mail; Date of girth: Clinical site: Category: i
Consutant Post Matching B e = O Xwe SR
NER MC Reg Number ~ Forename Sumame OH Form Status  Imaunisation Cen EPP Status
Document Details
o
Document neral Hosptal (Recenty Left
OH Module 005020 - [ Dccupational Heshin Farm . . .
Name
a Updated
181742 Sy 25/08/2008
Soamerts - owe . . &
68922 — —-—
] et e * . .
Search, s Hospital,
- - . . e
= sutss oo
Settings 14501 — — . 5 o .
view | verify | update - _ _
B T —=
. 2 Page 1 of 3 (21 items) 1lz a[>
Reports Do you want o verdythe form
NCHD Account Details —
Comman irst Namse - ppicadie
Logged in'ks Medical Councll Registration Number  Mana s oot it e
y o
8 sweradnin Comespandence Address
7 Clinical Site Date of Birth ves | [ mo
@ Logou Clinical Site
Grade
Systonm Version
313TEST
Health Form History
Heati Form Hisary found

Once restrictions are past, user will be able to remove restriction comments from PDF
document using Remove restrictions button visible in manage action pop up.
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Fig.22

| Edit Document Details -0 X

Document Details

Lot Ll Occupational Health Form
Mame
Updated 0 p1 o012
Date
Alert Date ' ——
5 only been passed fit for employment for o specified
| I Health after o defined period of
required.
Status " Verified

| Reject || Update || Remove restrictions

Remove restrictions button will be visible only if there are restrictions added to the
document.

View the Reason for Documents Rejection

A history of reasons for rejection is stored under the documents function in the OHD Module.
Search for MP and Document under the Status Rejection and view email history in the
document details screen. Note: Only applies to OH Documents rejected from November 2018
onwards.

Overview

A hyperlink is available under the Status field in Document Details screen which will bring you to
a Rejection details pop-up window. Rejection details pop-up window presents a grid with all
rejections made in relation to selected document

How to get here:

¢ Navigate to the OH Module

e Choose the Documents icon

o Perform a search for records with a status of rejected

e Double click one of the records

e Click the ‘View Rejection Details’ link to view the details.
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NCHD Post Matching Forename: Surmame: Type: Clinical Site: Updated Date:  Alert Date: Status: Uploaded From: Uploaded To: i
Consultant Post Matching | | ][ A v A v . » (A~ 7] - DR
HER MC Reg Mumber Forename Sumame Document Type Updated Date = validTo Clinacal Sites Status  Manage
AP
OH Module s Area 3 MHS - 5t
. tes Ocoupational Health 18 06T James's (no P
te test Farm < 018 09:06:29 ca[e-:;{ i (7] Manage
Documents
- [ Immunisation Status  27/06/2018 14:45:50 .
Saarch & Pagedof4(Iimems) < 1 1 3 4 >
E Document Details
First Name Sumame
Settings ' Document Type Imenunisation Sastus Update Date 27/06/2018
E Werified Status ‘ Rejected
Grade R S Email History Wiew Beiection details
Reporis . :
MedicalDiscipline ~hon a1 Speialty Mot Set-
‘Comemen Alert Date ot St
Logged in As
&, Super Admin
G Clinical Site
@ Logout
System Viersion
Fig.24
I
Rejection details x
| Dote |Reason Descrpton 1]
| .

12/0/2077 | Incorrect document type

30/09/2016| Dato is not volid

Lorem lpsum is simply dummy text of the printing and typesettng industry.
Lorem Ipsum hos been the industry’s standord dummy text ever since the 1500s '
when an unknown printer took o galley of type and scrombled it to View mord
Lorem lpsum is simply dummy text of the printing and typesettng industry

Lorem Ipsum hos been the ndustry’s stondord dummy text ever since the 1500s
when an unknown printer took o galley of type and scrambled it to View mord
Lorem lpsum is simply dummy text of the printing and typesetting industry

15/03/2016 | Nome does not match to your account | Lorem Ipsum hos been the mdustry’s stondord dummy text ever since the 1500s
| 1

when an unknown printer took o galley of type and scrambled it to View mord _ |

2.4 Immunisation Status

() To manage the Immunisation Status - OHD clicks on the Manage link next to the NCHD

Immunisation Status

(i) OHD must select ‘View’ to view the data which has been submitted

(iii) If the NCHD requires follow-up or is passed fit for a defined period of time the OHD may
enter an Alert date. 90/60/30 days prior to the alert date an email will be generated to the
NCHD advising them that they will need to present to their OHD for follow-up. The OHD
will also be copied on these emails. These Alerts can also be removed if no longer
required by deleting the date and clicking on the Update button.
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(iv) The OHD can verify the Immunisation Status provided all necessary immunisation
results have been uploaded and meet the requirements.

(v) The OHD may also reject the Immunisation Status. If rejected, an email will issue to the
NCHD advising them. A dropdown rejection list will be available for the OHD to select
from and a free text box for any additional comments. The document symbol will change
on both the OHM and NCHD dashboard from submitted (question mark) to rejected
(thumbs down).

(vi) If the NCHD has not uploaded any Immunisation Status documents, the OHD will have
the option to reject the documents, requesting the NCHD to engage with the system. A
dropdown rejection list will be available for the OHD to select from, when they click on
the manage link followed by reject. A free text box will also be available for any
additional comments.

(vii) A history of reasons for rejection is stored under the documents function in the OHD
Module. Search for MP and Document under the Status Rejection and view email history
in the document details screen. Note: Only applies to OH Documents rejected from
November 2018 onwards

While it is expected that the NCHD will upload their Immunisation Status documentation, the
OHD can also add a document to the Immunisation Status field by selecting the Manage option.
The pop up box in Fig. 25 will open with an option to ‘Add attachment’

Once the relevant document is selected by browsing to its saved location, click ‘add attachment’
and the document will upload.

Remember, you can only upload files in the following format; png, jpg or pdf (max size 5MB

Note: When verifying Immunisation Status documentation, these documents are verified
as a group, not individually.

Document Name Immunisation Status

Updated Date 27 032017

Alert Date -
Alert Dote is mot mondotory:

Status D submittea
Werify Reject
Artachments
Mame File Mame Mction
Polite Puppy Course Prep Jan2017.pdf Polite Puppy Course Prep Jan2017_pdf Wiew Download Remowve

FPuppy Play Dates pdf FPuppy Play Dates_pdf Wisw Download Remowve

Mame: | OhForm

.
. Add attachment
File: Jc:Wsers RLucey \ Docu. Browse...
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2.5 Exposure Prone Procedure (EPP)

To clarify whether an EPP Certificate is required for an NCHD, the Post EPP status field has
been added to the NCHD Account Details in Search screen whether EPP Certificate is required
for applied post or not.

If there is no chosen speciality, Post EPP Status field will remain blank. Information whether
EPP Certificate is required or not will be taken from NCHD Post Matching Module -> System
Configuration -> Medical Discipline System List.

How to get here:
¢ Navigate to the OH Module
e Choose the Search icon
e Perform a search, and double click one of the returned records
e View Post EPP status field

Fig. 26
0¥ Module " Oed
1103/ (Dueli
a 11/03/1386 Wes ¢
Documents "
m 26/06/1990 Wedd
Sl | 15/05/1985 + et
N _-.
Reports 2 Pgelof3(iems) < 12 3>
c“""_ NCHD Account Details
Logged i As First Name
4 stept | Medical Council Registration Number
0'Donnell Correspondence Address
e Date of Birth
O Logout Chnical Site Account Status
= Grade Spedialty
Past EPP Status
37
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Managing Exposure Prone Procedure (EPP)

(i)
(ii)

(iii)

(iv)
V)

(Vi)
(vii)

Fig. 27

OHD clicks on the Manage Link for the EPP

If the NCHD requires follow-up or is EPP cleared for a defined period of time the
OHD may enter an Alert date. 90/60/30 days prior to the alert date an email will be
generated to the NCHD advising them that they will need to present to their OHD for
follow-up. The OHD will also be copied on these emails. The Alerts can also be
updated and removed by the OHD if no longer required.

If the NCHD required follow-up or is EPP cleared for a defined period of time the
OHD may enter an Alert date. 90/60/30 days prior to the alert date an email will be
generated to the NCHD advising them that they will need to present to their OHD for
follow-up. The OHD will also be copied on these emails. The OHD also have the
option to add and remove restrictions from the EPP Certificate.

When the OHD selects Verify, an option to enter free text in the comment box is
provided. This text will appear on the NCHDs EPP Certificate.

The OHD selects ‘Yes’ to complete the verification process

The EPP status moves from missing to verified

A system generated EPP certificate is created and available to print/view/download,
Fig. 28

Edit EPP Certificate

Document Details

Document Name EPP Certificate
Updated Date 27/03/2017
Alert Date -
Alert Date is not mandatony
Status [—]
Werify Certificaie -0 X

Do you want to verify this certificate?

Comment: [iffication of EPP Status|
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Fig. 28
EPP Fitness Certificate

Health Service Executive

Client Datalls:
Titla: Medical Discipline: Surgery
Surname: Speclalty: General Surgery
First Name:
DOB:

Occupational Health Detalls:
Home Address: Managing Clinician:

Fitness Outcome:

This is to certify that the above named person has been Declared fit to perform Exposure Prone Procedures in
accordance with HSE Circular 12/2009, using an identified validated sample.

* Professional codes of practice from reguisiony bodies fequine Realth Care WOrKENs whe may have besn infected wilh & Serious communicable
dizease, in whatever cireumatances, 1o promplly seek snd follow configential professionsl advice sbout the need te undergo testing. Thia
requirement means hat health care workers are under &n engoing obligation to seek professional advice about the need to be tested if they
nave been exposad 1o & Genious communicable disesse, obligatng e need for repeat leating. This ablgation equally appkes 1o Nealth care

workers already in post. HSE/HR Cireular 1202009 +
Date Of Certificate: 270452017 12:34:22 Restriction applicable:
Date Of Printing: 270472017 16:09:34 yes -

L Open in new tab E Download

Notes:

(i) The NCHD will see an alert on their NER portal following completion of the OHF and
uploading of Immunisation status documentation that they are required to be EPP
cleared if they selected ‘Intern’ of if they selected a specialty which requires EPP
clearance.

(i) The NCHD will also receive a system generated email advising them to seek EPP
clearance if required when Medical HR have matched them to a post on DIME.
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Removing Restrictions from EPP Certificates
Overview

Use the Remove restrictions button to enable removing restriction details from PDF document.

How to get here:

¢ Navigate to the OH Module

e Choose the Search icon

e Perform a search to retrieve records

e Double click on of the search result records

o Under the occupational health documents grid, choose the ‘Manage’ link beside the
‘EPP Certificate’ text

e On the popup window, choose the ‘Remove Restrictions’ button to remove restriction
information from the pdf document

Fig. 29

NCHD Post Matching MC Ref #: Forename: Surname: Email: Date of Birth: Clinical Site: Category: Account S
Edit EPP Gertificate -Ox

Consultant Post Matching | [ i I

NER MC Reg Number | Forename Surname B
Document Details
CAP
OH Module - - — Document oo, certificate
Name
Ei Updated
et By | ) 10/10/2018
Documents Date
- -
@ - Alort Date | 31/10/2019
Important!
Fi in alert date unless NCHD has only been pas
Search E this NCHD is required to be ressessed by Occu
[~ L of rer thot date in the olert date box provided. in t
@ reguired.
Status  Verified
Settings = = —
[ Reject |[ update || Remove restrictions
E £2 Page 1 of 3 (21 items) 112 2 [>
Reports

NCHD Account Details

Commen First Name N
stidiliss Medical Council Registration Number ————
0 Super Admin Correspondence Address EE—
-
7 Clinical site Date of Birth 01/01/1984
@ LogOut Clinical Site —Not Set—
Grade ~Not Set—
System Version
3.1.3.TEST
o ional Health D [o] i Health Form History
Name Status Action No Occupational Heafth Form History found
Occupational
Health Form * Manaze
Immunisation
Status ’ e
cenificate. | Manage View
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2.6View Changes to the OHF

If an NCHD makes a change to a verified OHF, it will automatically be resubmitted to their OHD.
This will ensure that you are aware of any changes such as additional employment details or
sickness records. The relevant change will also be highlighted in red so that it is easy for the
OHD to detect exactly what change was made.

Note: The previously approved employment history is not available for edit and are marked
Verified. User may continue to make edits and resubmit the OH Form

Fig. 30
Employment History

Employer Job Title Start Date End Date

Beaumont Ophthalmology 02/02/2017 20/04/2017
Ophthalmology

Area 2 MHS - St. Vincent's | Ophthalmology 01/01/2015 01/01/2017
D4 Ophthalmology

Sickness Absence History

Reason For Absence Start Date End Date Days Off
migranes 04/04/2016 05/05/2016 21
bad back 01/01/2015 02/02/2015 21

The OHD can then verify (or reject) and a history of the forms is maintained.

2.7 Sample System Generated Emails

Fig. 31

osdschl@gmail.corm rlucey @openskydata.com

Document rejection

Drear Doctor,,

The pre placement health assessment form that vou have submmitted has not been accepted for the following reasomns:
MName does not match to your account

test

Kind Regards
Crecupational Health

Mo wvirus found in this message.

Checked by AVG - warw ave . com
Wersion: 2016 08007 7 Wirus Database: 476914209 - Release Date: 0330717
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Fig. 32
- (3] (1] [} [ ] L Y More 1ac
EPP Certification Reminder inbax = = B
%25 PM (6 minutes ago) - -

tome (=
Dear Doctor,

The post you will occupy requires EPP clearance. You must receive EFF clearance from your OHD before you can undertake EPP. If you already have a valid EFP
cerfificate, please upload your certificate into DIME. If you do not have a valid EPF certificate, please present yourself to your new Occupafional Health department with a

valid photographic identification (passport or driving license only) for relevant blood tests. You will then be issued with an EPP cerfificate which will be valid indefinitely
unless there is significant change in your health status that you would be reguired to report to the Occupational Health depariment.

Kind Regards
QOccupational Health

Note: Ensure that system generated emails as not directed to the ‘Junk email’ folder of
your email account. Check your Junk email box, right click on sender you wish to
release, select ‘Junk’, select “never block sender”.

2.8 Document Status Symbols

Fig. 33
@ Missing or Expired " Rejected @ Submitted - Warning: document nearing expiry + 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
OHD

Warning — This means that the document will expire in 90 days or less. A reminder will be sent
to the Doctor and the OHD for certain document types.

Verified — This means the document has been verified by the OHD and is in date
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2.9 Reports

To run DIME reports click the ‘Reports’ tab in the OH Module Fig. 33

Fig. 34
NCHD Post Matching Select Report: Plea se Select—- ®
Documents Report
Consultant Post Matching OH Compliance Report
OH Contact Details Report

MNER
CAP
OH Module

&

Documents

&

Search

&

Settings

There are three reports available from the dropdown menu.

(i) OH Account Documents Report which provides a list of all NCHDs within the
remit of your OHD, 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 provided they have been matched to a
post by Medical HR.

Fig. 35

OHD — OH Documents Report

P submitted N Missing or expired
I erified ¥ Mearly expiry
_ Rejected MIA Does not exist and

Medical Council
First Name Surname Registration
Number

)]
Contact | Clinical Site| Grade | Speciality | Subspecialty | Start Date | EPP Certificate | Immunisation Status | 2°°UP2ional Health  Passed Fit for
Form Employment
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(i) NER Compliance report will show the percentage compliance for your OHD of
each document type. Date filtering is available for this report so that you can see
the compliance rate of your future starters provided they have been matched to a
post by Medical HR.

Fig. 36

OHD - Compliance Report

EPP Certificate Immunisation Status Ll ar L e
Form Employment

0.00 % 0.00 % 0.00 % 0.00 %

(iii) NER Contact Details which will run a detailed contacts report of your NCHDs.
Again, date filtering is available for this report so that you can see the contact
details of your future starters provided they have been matched to a post by
Medical HR. There is an option to use the Hyperlink to email address on the OHD
Contact Details Report. This enables the user to go into MS Outlook directly. Newly
created email in MS Outlook will have ‘To:’ field populated with relevant email
address.

Fig. 37

|OHD - Contact Details Report

Medical Clinical Speciality |Sub- Landline Mobile |Address |Address |Address |Address|City |Post |County
el Site Specialty Phone Phone |Linel |Line2 |Line3 |Line4 Code
Registration Numbers Numbers
Number

Abdul Reg

Dublin 3 Ireland

Aisling SpR Co. Kildare Ireland
Astrid SpR Dublin 14 Ireland
Emma SpR Dublin 5 Treland
Guhan Sen. Reg. Dublin 15 IRELAND
Habana Reg Co. Galway Ireland
Mehala Reg

Richard SpR Co. Kildare  Ireland
Ronan SpR Dublin 9 Ireland
Teresa SpR Co. Galway Ireland
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2.10 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 have issues with documents for an NCHD account

Select the Settings Cog or ‘Tools’ options:

& http://www.hse.ie/eng/staff/Leadership_Education Develo

pL~c ‘ H MPS Post Management System ‘@1016&82}3 |[3 View Tickets - Powered by Kay... | (& Welcometo National Doct... % | ‘

File Edit

View

Delete browsing history... Ctrl+Shift+Del  Jorks Co... ] HSEie - Health Service Ex.. b https--nchd.hseie-mps- £ pTools CMS - Login e 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... Advanced Search

Reopen last browsing session

Add site to Start menu
Health A-Z Staff & Careers
View downloads Ctrl+)

Pop-up Blocker 3
HOM SmartScreen Filter » flanning
Manzge add-ons
q Compatibility View settings » Public Consultation External > Maternity Patient Safety
Emergency Plan Statements
Subscribe to this Teed..
Feed discovery »
Windows Update
> | petomance dstbonrs wesnu cOMe to National Doctors Training
F12 Developer Tools Pla nni ng Share: f L 4 4
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.
> NDTP -DIME Background
> Lead NCHD In 2007, the Medical Education and Training Unit (MET) was established in response to the role for the HSE outlined in the Health
Act 2004 and, in particular, the Medical Practitioners Act 2007.
> Annual Reports
PR In 2013, MET established a Medical Workforce Planning Unit to undertake a review of current medical staffing in Ireland, proiected
(E=H S|
ww.hse.iefeng/staff/Leadership_Education_Develo O ~ & H B MPS Post Management System | (2 10.166.82.23 |[5 View Tickets - Powered by Kay... ‘ (2 Welcome to National Doct... * ‘ | ot £
- e
rites  Tools Help Print 3
by Kaya.. £ HSEie- Welcometo Nati.. 2| Government Networks Co... £ HSEie - Health Service Ex.. B https--nchd.hsee-mps- £ pTools CMS - Login ## HSENet - HSE National I File 4
Zeom (75%) 3
We use cookies on this website. By using this site, you agree that we may store and access cookies on your device. Safety D
Add site to Start menu
View downloads Ctrl+)

S (R o [
Feidhmeannacht na Seirbhise Sldinte F12 Developer Tools

Advanced Search

_ Health Services Health : Staff & Careers

Home > Iraining > National Doctors Training and Planning

Go to pinned sites

Report website problems

Internet options

About Internet Explorer
> GP Visit Card for children > Public Consultation External > Maternity Patient Safety
b ¥ under6 L J EmergencyPlan "L Statements
|
> National Docrors Treimingand——— \WWelcome to National Doctors Training
Planning .
i and Planning sare: (& f W
Education and Training
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When the compatibility menu opens ensure that the tick boxes are unchecked are per the
screenshot below:

Compatibility View Settings (55|

o P ~-C | B MPS Post Management System | (2 10.166.82.23 | [ View Tickets - Powered by Kay.. | & Welcome to Na

I/_v‘ﬁ Change Compatibility View Settings

Government Metworks Co... a HSE.ie - Health Service Ex... K https--nchd.hse.ie-mps- a pTools CMS - Login # HSENet - HSE National In

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

Websites you've added to Compatibility View:

Remave

hmeannacht na Seirbhise Sldinte

Advanced Search

Services Health A-Z Staff & Careers m.

National Doctors Training and Planning

Display intraMgt sites in Compatibility View
N R lisit Card for children > Public Consultation External > Maternity Patient Safe:
[] Use Microsoft Jompatibility lists P N o ) Sear [ty £
g mergency Plan - atements
Learn mor reading the Internet Explorer privacy statement

Coee samngand \WWelcome to National Doctors Training
and Planning s (@ W A
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2.11 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.

Also, an FAQ document is available on the NDTP website www.hse.ie/doctors within the
‘NDTP-DIME’ tab.

Should you require further assistance please do not hesitate to contact NDTP doctors@hse.ie
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