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1. Introduction to Training Supports Scheme on NER

The Training Support Scheme (TSS) can be used to claim for exam, course or conference costs which satisfy
the TSS  Eligibilty criteria. Please see the TSS  policy for further information
https://www.hse.ie/eng/staff/leadership-education-development/met/ed/fin/training-support-policy-2020.pdf

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

Education and Training Financial Supports =
L0 Ao
TRAININGSUIFPFOR T SCHEML (1w CLINICAL COURSE ANDEAAM
RIFUND SCHEME((CCERS)
TR W00 ROEN 1 A5 M2 VLSS NS0 e s LT Yogion M)
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Once they have selected the TSS icon on their NER Dashboard they will be directed to the TSS home page.

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

Section 1: Make New Application

Section 2: Edit Application (Only New, Further Information Required, Unprocessed or Submitted applications)
Section 3: Delete Application (Only New applications)

Section 4: Log of Applications TSS and CCERS

Section 5: Check Balance

Section 6: Guidance Document

EDUCATION AND EINER Portal 9 EDastboad P
TRAINING

FINANCIAL
SUPPORTS

Welcome to the Training Support section of NER

EDIT APPLICATION

MAKE NEW APPLICATION
100 0 APPLICATIONS T55 M COERS. —

The NCHD can check to see if they are eligible to submit a TSS Application by going into the Check Balance
section on their NER portal. This will display any money that has been allocated to them for the current period.
For further information on TSS eligibility or NCHD balance entitlements they can check the TSS policy.
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https://www.hse.ie/eng/staff/leadership-education-development/met/ed/fin/training-support-policy-2020.pdf
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NCHDs won't be able to submit an application unless they are post matched to a site and have a balance
assigned. If the NCHD has not been post matched, has no balance remaining or they have not received a
balance from their Medical Manpower Department, they will not be able to make an application and a pop-up

message will display as below:
B J -~ Health Service Executive View Employer's Registered Numbers | & Change Password | iHelp | @ Log Off

No access to making application:

18] 2d2d8 You are currently unable to make a new application for one or more of the following reasons:

* Your current fraining supports allocation has already been spent

* You have not included your IMC number in your NER account - Please update on your Hire Form
* Your current balance is €0.00 - Please contact your local Medical HR/Manpower Department

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

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

OR

No access to making application:

You are unable to make a Training Supports application as you are currently not Presently
In post with a Clinical Site

please liaise with your Medical Manpower Dept in this case

ND.P




1.1 Make New Application:

The application form has Three Sections:

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

1.1.1 Application Details

The NCHD should click on the “Make New Application” button. This will open up the application form as shown
below:

TRAINING SUPPORT APPLICATION FORM

Claim Detalls

When making & clam

1 Feace refer 10 the CuMANCE DOCINnent 00 IHe homme sCreen WhHeh Rrovides Informanon on wha! may te clamed R under the ferms of Me Trainkng Suppons Scheme (TSS)

2 Ongs you are 2aVE6ed ML yOur SSoVCAtON i A0 By reimbursement please compvele the Traming Suppors Scheme (TSS! sopscston fonm Seiow i ordar 10 submi 8 Clavm

fo Medicai ritManpower

3 AN mandatory fieids macked with 8 rad astans * must e compleded in omer 1 pvogress fo Me ekt siage of the appication process, whvch involves astaching docaments e g prool
of amendance, frlevant receity ef

d Plaste uos the furthar derads Bald Delow ¥ you wish 10 provice any futher niormation regerding pour apoication

4 It you vwsht o save this application 1o ecit af 8 lsfer stage. proc o SUDIMISSGM, then ook save and et Your apphcation wil be sicred n the Edit Application secton

Claim Categoey” PPN
Sub-Claim Category”
! wrter Bhe end Sate o e bareny) Sesw

Date Attunded From” Date Attended To {If trasning s for more tham one day)

Futther Dataiis

[ecive [ monaean | mseaconme.

The application can only be submitted to the Medical Manpower Department for verification after completion
of All Mandatory requirements of each Section *Mandatory fields will be denoted by a Red Asterisk *

NB: The NCHD should click “Save & Continue” to progress to the next stage of the application. Clicking
“Save & Exit” will save the application for editing later but the application will not be visible to the Medical
Manpower Department until the online declaration is signed by the NCHD and the application is submitted

ND.P




1.1.2 Attach Documents
TRAINING SUPPORT APPLICATION FORM

Attach Documents

1. Please upload all documentation below to support your Training Supports claim e.g. receipts and proof of attendance.
2. Documents must be =aved in POF, JPEG or ZIP format and cannot exceed a8 maximum file size of SME per document. Please upload required pages only.
3. Please ensure that all documents are legible and relevant to the submitted claim.

4. You eannot progress to the next stage of viewing the online Declaration Form and submitting your claim until at least 1 supporting document has been uploaded in this section. You
can however save and exit the application and edit it at a later date.

© Please drag and drop or choose the files

X Chooze File

B SAVE & EXIT B) SAVE & CONTINUE

To attach a document, the NCHD should click on the “Choose File” button, a pop-up window appears which
allows the NCHD to browse for documents and add it to the application. The NCHD can upload multiple
documents in this section. Please note the following regarding file uploads:

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

e The document should not exceed 5mb file size.

e Only documents in PDF or JPEG format can be uploaded

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

1.1.3 Declaration Form
TRAINING SUPPORT APPLICATION FORM

Declaration

Declaration Acceptance

Applicant please read the declaration below carefully:

| deciare that:

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

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

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

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

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

- agree to this information baing kept electronically and confidentizity.

Only when the NCHD has signed the online declaration and clicked the submit button will the application be
visible to the Medical Manpower Department for approval or rejection as appropriate.

If the NCHD clicks “Save and Exit” the application will not be visible to the Medical Manpower Department.
However, they can edit this application under the “Edit Applications” section in the TSS section of the NER
portal.

ND.P




1.2 Edit Application:

NCHDs can edit applications with the following status only: New, Submitted, Further Information Required or
Unprocessed

EDIT APPLICATION

You will only be able to view and edit applications with the following status assigned:
New — You have initiated a new application however you have not yet submitted this to Medical HR/Manpower.
Further Info Required - Medical HR/Manpower have returned your application as they require additional information in order to process your application.

Unprocessed - Medical HRManpower have not processed your application.

Submitted - Only in the case where Medical HR/\Manpower have not actioned your application.

Claim Category Details : eturned Date Status Further Info Reason
International Courses / New
Conferences
Int tional Courses /
nismnationai-ourses 02409/2020 Submitted
Conferences

1.3 Log of Applications TSS and CCERS:

NCHDs will be able to view all applications that they have created to date under both the TSS and CCERSschemes

in this section.
LOG OF APPLICATIONS TSS AND CCERS

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

You will also have the functionality to download each application and supperting documention by clicking on the Download option.

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

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

Further Info Required: Medical HR/Manpower have returned your application as they require additional information in order to process your application. Please
click on Edit Application to make any necessary amendments to your application.

Approved: application has been approved by Medical HR/'Manpower.
Provisionally Approved: application has been reviewed and is awaiting final approval by Medical HR/Manpower.

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

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

Clinical Submission Amount Rejection Download
Site Date Approved Reason Application
European
8698 1SS Courses 06/11/2020 Submitied | 06/11/2020 & Download
Canferences

a5 05/11/2020 New 05/11/2020 & Download
European
8697 1SS Courses / 05/11/2020 Submitied | 05/11/2020 & Download
Conferences




2. Introduction to Training Supports Module (TSM):

The DIME system can be only accessed from a PC / Laptop.
Please note that Internet Explorer 11 (IE11) is the recommended browser for accessing the portal.

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

There are four options within this module:

(i) Applications — this allows you to search for all Training Supports Applications. The status is default to

display any applications with status submitted or provisionally approved as these applications will still require
action. But the status filter can be changed as required.

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

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

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

3. Applications

3.1 Searching for Applications

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

When the Medical Manpower Department opens the Applications Screen, the Application Status will be defaulted
to Submitted and Provisionally Approved.

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

Appleation it M fog Number:  Fasnane: Sernanme Chern. Categary: Schoenwed Date: Dwta Actioned Frome Dete Actiomed B2: Clnkosd Stw Status )

reitart Pewt Mettung ALL - - . . | o] | Submitited, Frovman x

Pommtee
Ceatys! s Loendel (e AThnde P

=1 hort mg Leaces

®

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

8




Application Statuses
All TSS Applications will have one of the following statuses:

* New — Application has been created by NCHD but not yet submitted to the Medical Manpower Department
* Submitted - Application has been submitted to the Medical Manpower Department and is awaiting
Medical Manpower action

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

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

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

* Rejected - Application has been rejected if not in line with the current CCERS policy
* Unprocessed — An application is considered unprocessed if Medical Manpower has not actioned an
application within 4 weeks after the NCHD has left their post.

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

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

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

Apptzanon it Mz bmg Pearrber Furename: Surnarme: Owemn Cavgory: Sunmtted Date: Dets Actioned Frame Datw Achioned 1o Cimee S Status

—ALL— & . - v [-AR- v | | Supmettmd, Provscesty
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3.2 Manage Application Status
The Medical Manpower Department will be able to manage the applications by selecting the options
displayed in the “Manage Application Status” window below.

How to get here:
Navigate to the Training Supports Module and choose the Applications Icon
Perform a search for the application
Double click on the application highlighting it in orange

| WO Past Matctng. " .

T Saea v
| Sorwduct post Marcteg | L il I [ T | ol i - « [uswors  To] [Wibedtiod Pemsamaty . | © 2
| v ot Fraaire
L'oan Apgicatin 12 Mg Fag Munker Forwrses  * Sumees Cla Catagory  Subratiici D | Do, | S AechS | oem Oupicste Oricn e Debe dckoemd  Dem Ry Ta——
| S Appiicates Ritmcn,
| O Nt
| Trovemy Supports
) © ls Seni 100 1
1 ‘
n Aawniatias lintals
{og OF taplestins prr— 20s Cawm Commgory Sartons Counwt | Corferemsns
WC g Marmmer S Clwiem Cammgary aranitress
a - Duw Savmvetes 200200 Porenerne
Dearce Setmg | Dt Adtuncied Trom 04,08/232) S
© Dace Attesded To Rt L oAt Lavires
‘ Posiiue Dophcme Apglcation  ~Nat b
n Warage Aapiratms Satm Lrmat Lags
Bt viaw T Appicmen i Cum Tive by B B
| oo AsicaTion AIRICATION $000  DA/OR) DI 12T Sotwtns
| LR S S R T Y —rrDec
| G G o
F opgmitae Ay ATTACHHEHT
e Pt
e e
» RQUIsED
U mom
QusssoY QUDACE
Sjaavee COMMMTER | QOCUMENT
S b o) '
41.7UAT COTRS TRAEL 430

1 Inthe Manage Application Status section you will be able to do the following:
-Manage Application Status

VIEW EDIT VIEW
APPLICATION APPLICATION ATTACHMENT

FURTHER
APPROVE REJECT INFO
CURRENCY GUIDAMCE TRAVEL &
CONVERTER DOCUMENT SUBSISTENCE

10
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3.2.1 View Applications

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

[
m Application Id: 138
b Training Supports Application Form
" GENERAL PERSON DETAILS
- SURNAME
—~ FORENAME
v TITLE o,
ool MOBILE NUMBER KAXY)
EMAIL ADDRESS Hophon odonnel2@hie la
PPS NUMBER
TRAINING DETAILS
CLAIM CATEGORY National Colrses | Conferences
SUB-CLAIM CATEGORY Goneral Medena
DATE ATTENDED FROM - TO 18052010
FURTHER DETAILS m

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

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

i
Attachments
Hame File Mame Action
MDTP DIME TEST Docurment.pdf MNOTP NME TEST Document. pdf view Download Remove Rename

MDTP LOGO.jpg MNOTP LOGO.jpe view Download Remove Rename

Add Attachments

| Add attachment |

File: |[ Browise... ] Mo file selected.

3.2.3 Edit Application

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

Edit Application Details x|
Application Id: 147 a4
PPSN: Date Attended From:
| | 22/05/2019 -

Claim Category: Date Attended To:
| Exams r | -

Sub-Claim Category:

[ Anaesthesia v
Further Details

11
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3.2.4 Approve Application

The Medical Manpower Department can approve applications by clicking on the “Approve” button under

the “Manage Application Status” window.

The Approve Application window will appear below containing the following information: Name of NCHD,

IMC NO: and Current Balance for this training year.

1. The Medical Manpower Department should enter the total cost of the Course/Exam/Conference into

the first cell.

2. The Medical Manpower Department should enter the total cost of the travel (if applicable) into the

second cell.

3. The total amount that the NCHD will receive can be seen in the last cell (highlighted yellow) which is

automatically totalled by the system.

Approve Application
2 Blozes

Jo2 B0EEs

Please fill in the below details

The figures in Fieles 1 = 2 should be the amount of funding being sought By the NCHD
for this apalication even f this exceeds their current balance This is not the amount 10
be paid,

>

Fielgs 4 -5 will be automatically populated based on the amount avallable to the NCHD
f thare are inguffcient funds availabile for the total ciaim, funds will be directad to the
course/exam/conference fees and subsequently any remaining Balance will be directed
to trave! B subsistence. This is the amount that should actually be paid.

r

SAVE & PROVISIONALLY APPROVE SAVE & APPROVE

L2

The Medical Manpower Department have the option to Save & Provisionally Approve or Save & Approve the

application.

ND.P
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Save and Provisionally Approve

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

The status of the application changes to Provisionally Approved

Status will be updated on the NER Portal & DIME

No email will be sent to NCHD

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

PR

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

2. The status of the application will be updated on the NER Portal & DIME
3. Approval email will be sent to NCHD
From: cmeghse e
o Stephen COonned
{c
Subject &pprone
Dear Dactor,

Your Training Supports application has been approved by Medical Manpower:
European Courses [ Conferences, 'no detals’, €331, Beaumont, Aporoved
Please nate that payment shou'd be expected within 3 4-6 week period.
8alance Remaining for this training year after approval of this caim: €0.00
Xind Regards

Medical Manpower Department

4. Balance remaining for NCHD will also be updated in NER Portal and DIME
5. All the fields in the approval window will appear as a small table at the bottom of the PDF. The name of the
approver and the date when it was approved will also appear at the bottom of the PDF as shown below:

1 Total amount for the course/exam € 300.00
2 Total amount for travel & subsistence €31.00
3 Total amount € 331.00
- Total amount to be paid for the course/exam € 300.00
5 Total amount to be paid for travel & subsistence €31.00
6 Total amount to be paid € 331.00
Submitted By: Joe Bloges Approved By: User
Submitted Date Time: 27/09/2019 12:06:31 Approved Date Time: 13/07/2020 11:54:45

13
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3.2.5 Reject Application

The Medical Manpower Department can reject applications by clicking on the “Reject” button under the
“Manage Application Status” window.

Reject Application % |
Do you want to reject this application? y L
Reason —ALL-—- EI
Description
Mo Yes

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

From: dime (Ehse.ie
To: Stephen ODannel
Co

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

Medical Manpower Department

14




3.2.6 Further Info Required

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

Futhar Info Requiree X

Farther Info Requirsd

Further info ALL v
Required

Description

When the Medical Manpower Department seeks Further Information,
1. The status of the application will be updated to Further Info Required,
2. An email will be sent to the NCHD, informing them that further information is required,

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

From dmeghse e

To: Siephen 00omndd

tc

Sudyect Further infe required

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

Please click on Edit Application In vour NER Portal Account to make the necessary updates

Balance Remaining for this training vear- €331 00

Kind Regards

Medical Manpower Department

4. There will also be an Alert Symbol on the NER Portal, notifying the NCHD that action is

N Ol

TRAINING SUPPORTS SCHEMI




3.2.7 Currency Converter

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

xe) WOML  TOOLS . TRAMSIEANOAETY . CUNIINCY DUIA . AIWS | SESOUNC

The World's Trusted Currency Authority

|7 Live market rates © View our money transfer rates >

XE Currency Converter

M " .
1 & uso M -
% Dvdlar s o8
o 40 L0 COMmauTieny arnd e P SVTTEETasead arpames (iolg 10 we Lo (el we i
[ .

3.2.8 Guidance Document

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

NCHD Training Supports Scheme
(TSS)

Guidance Document for
Employers & NCHDs

Effective from July 2020

3.2.9 Travel & Subsistence

The Medical Manpower Department can access the Travel & Subsistence page of the HSE website by
clicking on the Travel & Subsistence option under the Manage Application Status.

e Pt o ot e e

—art A

Travel & Subsistence Rates

e

Wy — L Do b

o .-

16
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3.3 Email Logs

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

Applications.

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

Email Logs

Application Id ' Date Time

Page 1of 1 (5 items)

14/09/2020 10:12:28
08/09/2020 11:44:46
28/08/2020 15:06:01
26/08/2020 14:38:03
25/08/2020 15:40:46

Sent By Status Message
amaguire Submitted -
amaguire Rejected
amaguire Submitted
=3 Rejected
=3 Approved
Submitted

1

3.4 Downloading Attachments

There is an option for

the Medical Manpower Department to download all the supporting documents by

clicking the “Download” button. This will download all the documents in a Zip Folder. The zip folder will have
the name of the NCHD and today’s date as the name (e.g. Jane Doe — 22022019). The download location
shall vary according to the default download folder location.

How to get here:

1.
2.
3.
4,
WOHD Pz sty e a b b Mo Rag Mosrberi
Coma Wr? St Mamror sy
e
AR e
W st
g hepporn -
=
il
S 2 ol 3 (10 b 1
¢ ¥ donicae
5.

Navigate to the Training Supports Module and choose the Applications icon
Perform a search for the application

Double click on the application highlighting it in orange

Downloading the Application to a Zip Folder may be done by selecting Download in
the below highlighted download option

Ve e Sersanie s Catagmey: SebenTad lom Bate Attanad frawms  Sute Asasmd T Chasnt Sre Satee \

- : : o (s T
.

- 2 sk Mbeded  Dele Marndel T Drpicnn SN ’ vt
o e Catagory  Scbeetied G | 0 o . e vin Dets 2ct=re Vet -

=Ny aaoan Se-en e | —

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

Do you want to szvz TrainingSepport_134-201906061349.zip (182 KB| from testexternalmps.hsede’

v || Concd

i The TrainingSupport 134-20190506135223p download has completed.

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

(o)
=]
%

Open folder View downloads ]

17




‘=

Emailing the Zip Folder

1. To email the zip folder, follow the above instructions and when the

application download has been completed, the below message will appear at
the bottom of the screen

)

‘ The TrziningSupport 134-201906051352.2ip download has completed. Open v]  Openfolder View downloads

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

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

Temmngbuppen_113-I01905262 113

Traimngiuppen_113-I01905291 114

TrmmrsgSoppon 133 201906551200 1)
4 - 01906053 200 Catsnct Al

Oper

Cpwn in new winsos

MNP02061 348 -2y .
34 201906061 345 1) . CRC SHA »
34701906063 149 Z]  Scar for thimmts

2015000613 3 McAdae Fie snd Remavatiie Media Protacion

rengappent_154- 201906063 351 (1
e T IR R T R

3401300002 353 et
TIPSO (1) Rese

D060 , o[ O Bluscoh
21000050600

= i mpr
Cue I Compm

o (zipped) folder

wats shorteus)

N190003000L (1) X
revmrg Sapport 147 0190605001 () Sowy

T
U
Y
T
r
T
Tesmngluppon L
T
T
T
T
Y

Create shorcut
U CEESE
Oulets

Ferame

Brapeertion

3.5 Amending Approved Application

The Medical Manpower Department can amend a TSA that has already been approved, if an error has been made.
How to get here:

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

2. Perform a search for the application by filtering status to Approved

3. Double click on the application highlighting it in orange

WO st Satsh ooy Azzwrsen e N Bag thamiers  Porunnme Soere Cwm Cotegovy:
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'la P ERae Detan
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4. Select Amend Application in the Manage Application Status Section and the below
pop up will appear.

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

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

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

are happy.
Amended Application x
i
IMIC MO
fpproved Amount: 30,00

Please fill in the below details

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

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

3. Total Amount.

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

. Total Amount to be paid for the coursefexam etc. %]

-9

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

£ ¥

6. Total Amount to be paid

CAMNCEL UPDATE & APPROVE

Once the Application has been amended,

1. The Training Supports Balance will be updated accordingly into the NCHDs current balance.

2. The Medical Manpower Department should send an email outside the system to the NCHD
advising of same, as no email will be automatically generated for this action

3. Finance should be notified of this update, if the application has already been sent to them for
processing.
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3.6 Reject Approved Application

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

How to get here:
1. Navigate to the Training Supports Module and choose the Applications icon
2. Perform a search for the application
3. Double click on the application highlighting it in orange
4. Click the “Reject” button and the below pop up will display

Rejact Application x

Do you want to reject this application?
Reason —ALL-— E

Description

No Yes

When the Medical Manpower Department rejects an application,
1. The status of the application will be updated to Rejected,
2. A rejection email will also be sent to the NCHD
3. The NCHDs current TSS Balance will be updated accordingly.
4,

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

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

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

Medical Manpower Department
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4. Log of Applications

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

How to get here:

1. Navigate to the Training Supports Module and choose the Log of Applications icon
2. Perform a search for the application
3. Double click on the application highlighting it in orange
4. Downloading the Application to a Zip Folder may be done by selecting Download
in either of the below highlighted (yellow) download options
WO et ke g Lephewiaa bt Mo Ry aombari  Torsrmmn Servamwr Omr Casegory: Srvremget Carr Detw Artioned Peawe Do Acswnnd T21 Searen Choes S
e tere G MaTiG ALL -l . . o | Apprremi WSE WOTH .xDl

“wn o Ofter wisaen WU #epmrmt L anme mume Smwsay

F Pege ) W00 A

x Apphiatian M atin Cate Senruned EYRT

MC Bag N Cute Mbavdnd brom IV
Seawrane Cute Artenans L bior Sur

»
© e O
b
&

-r Yrmerve e
Cwan Cotegmy

S Cliwms Canngury

~cwd "1y Apcca—

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

Do you want to open or save FirsthameTest SurNameTest 201906101005.zip (355 KB} fror testexternalmps hse.ie? Open Swe v | Comcd

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

i
l The TrainingSuspport 134-201905051352.2p download has completed. Open Y] Openfolder View downloads
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HSE NDTP- Training Supports Module

5.Training Supports — Balance Setting

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

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

3. Search the NCHDs in your site by selecting the appropriate Clinical Site from the dropdown menu and
search.

4. Click “Edit” beside the NCHD that requires a TSS balance.

NOMD Post Matching Mc Reg Numbes: fovename: Surname: Geade: Speclalty: Clinical Site:

Consatart Fost Macheg AL v ALL- v @ MSE NDTP

NER M Rag. Numd Forsname Sartame M adde SOty Ol St» Fundng Grated F Funsng C« J R s Eourt L Geanted [ Tots Amsunt Grand #

P MSE NDT 8/07/201 12/07/2020 .0 Q2 4
ON Madule HSE NOTP _/077201 12077203 ‘ €125

Traewng Sagoorts HSE NDTP

Eaante Settng
Scteg
a & Page L of 1 (4 twmw) ! PLEASE REMEMBER T0 CLICK SAVE AFTER BALANCES siave eeti Uitfaren Wifton . 20
WitLL BE LOSY
Regorty
E Grant Allocated From Previous Clinkcal Site
OMON
Logged m As Mc Reg Number: focename: Surname: Grade: Specialty:
ALL-- v AL v - - O8N
A DIME
Administrator MC Reg. Mumber Forenume Sarmame Gade Soetaty Fuadeg Geanted Fram  Fondng Granted Ty Amount Grasted (€] Oncal Sae
A\ HSE
@ leoouw

5. Enter the NCHDs TSS entitlement into “Additional Amount Granted” cell. You should not have to
update the “Funding Granted From” and “Funding Granted To” cells as this will be prepopulated with
the NCHDs start and end date from the post they are matched to.

6. Click the “Update” button and then the “Save” button to save this entry

INCHD Post Maschng M Reg Numbes: Forename: Surname: Grade: Speciaity: Clinical Site:
Commstant Pust Matzhen ALL v ALL AN Y01 ~
18 NC Reg. Numl Fotename EPLVEY Gradn SOty Omcai St Fundeg Goanted Bl Fundng Granted T AJdDons Amoustt e Aosont Bast Granted [ Tetal Amoure Grame
AP HSE T $8/07/2010 (= Q120072020 = ¥ ' €12 udite Canie 6
O Modele HSE NOTP e : { ) €0 €290 5t
Traneg Suppoerts HE

(] e

ADphCatens
Leg Of Clam
Balance Settng
- 6
% & Pagnief 1 (4 e 3 PLEASS RENMEMBER TO CLICK SAVE AFTER BALANCES wave s Uitiren fithg S
WL BE LOSY
- Grant Allocated From Previous Clinical Site
Common
Logged n As M Reg Number: Forename: Surname; Grade: Speciaity:
“ALL v ALL - - - A ®
M OIME
atoe M Reg Mumber Faename Srname ate Specatty Fundng Granted From  Furdeg Granted To Amount Gramted (€) Chncal S2e
I HSE




HSE NDTP- Training Supports Module

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

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

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

NOO Pont Hatsheg M Reg Mumber Forename Surname: Grade: Specialty: Clinical Site:

Commustant Post Matdung -ALL v| AL v | | KSE NDTP v o
1R NG Neg. Numl Fotomame  Suvame  Crade Specaly  Cinal Ste  Fundng Granted F Aundng Granted T Adtionst Amourll Gear amount Last Grantad | Total Amount Grantes #
cap HSENOTP  maOv/2019 12072020 7 2500 8
4 S0auke RSL NOTP ‘ ! ;
Tianng Soars ‘ €.25
Batance Settmng
Settngs
? & Pigelof 174 teows) 1 PLEASE REMEMUER TO CLICK SAVE ATTER BALANCES vt sEER BPAr o Wl . 5%, 9
- Wit BF LOosY
e

Grant Allocated From Previous Clinical Site

Legged n aa e Reg Numbes: Forename: Surname: Grade: Speciaity:
“ALL- v AL v v B
& oo
Admanistrator HE Rog Mumber Forename Srname rate Spwciaty Funding Goantad From  Funding Grantsd Te  Amoust (rarted (€ Ourveit Sta
v NSE
V leout

Please note the Maximum amount available under the TSS is €2000 for each Training Year when allocating
balances (Grade: Intern = €750, SHOs and Registrars = €1,250, and for SPRs/GP Registrars/Psychiatry SRs on
a training scheme = €2000)

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

Previous Grant Allocated

If an NCHD rotates into a different Clinical Site during the training year and there was a certain amount allocated
to this NCHD by the previous Clinical Site the amount allocated by the previous clinical site will be visible in the
bottom half of the screen. The total amount available for all clinical sites for the current Training Year will be
visible in the “Total Amount Granted” column.
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5.2 Bulk Upload Balance Setting

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

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

NOHO Fost Matidow) A Rirg Namber Forename st narme Crade Specialty: Clheicdl Siter
Commutant Post Mutoreng AtL v AL v NS NOTP v o n
e NC Koy fuast £ ormane Sarnane ate SoetaRty Crvist St (wnding Granted F Fundeg Goanted 1 AdBtens Anenrt (o n Arrixat Lt Grantnd ([ Totsl Amourt Grvted #
Ay
o4 Modue
Trameg Scopots
Koot anite
3 Of O
Balacle Settvg
o 2.(3)
& @ Poon s of 1 (4 taow) : FREANK RUMEMBER 10 CLCK MAVE AFTER BALANCE] vave et TN B Biitia 37
- WL B 1 04T

Grant Allocated From Previous Clinical Site

M Rrg Namber forename Sname Grade: Specity:
ALl v [-au v - - 0%

Fwenime SFnam- rate ety Fandeyg Ganted From Funsng (rantss 7s Avvast Lo eted (€ Ol St

9 et 2.(B)

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

Do you want to save balance_settings_132046364497004708.ds (.00 KB) from testexternalmpshsede? ( Save v ) Cancel

Please select the Save option

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

The balance settings 132046358015086833.s download has completed. ('/m') Open folder View downloads
. I}

R

3. There are three editable columns in the spread-sheet (“Funding Granted From”, Funding Granted To”
and “Additional Amount”). All other columns are greyed out and cannot be edited. Please note that you
will not have to update the “Funding Granted From” and “Funding Granted To” cells as this will be
prepopulated with the NCHDs start and end date from the post they are matched to.
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(&) You can enter the NCHDs TSS entitlement into the “Additional Amount” cell. You will notice how
the “New Total Amount Granted” cell will update when an amount is entered into the “Additional
Amount” cell (see below image). The “Total Amount Granted” cell is what the NCHD has
received to date and the “New Total Amount Granted” cell is what the NCHD will have access to

when you have re-uploaded the spread-sheet to DIME.

Additional Amount (€)

2 1250.00

2 3.(a)

tAccld  MPId  ClinicalSiteld  [Total Amount Granted (€)

1250.00

New Total Amount Granted (€)

225000
1250.00
250.00

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

(]|
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5. Then re-upload your saved spread-sheet to DIME by clicking “Upload” and following the instructions in
the image below.
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- Grant Allocated From Previous Clinical Site

| Crem—

6. Click “Save” once you are happy with all the changes
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6. Training Supports — Reports

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

NCHD Post Matching
Consultant Post Matching | | Select Report: --Please Select—- . x
R —Please Select—
Summary Status of TSM Claims
CAP ’ Training Support - Application Status Report
Training Supporis Training Support - Clinical Site Balance
Training Support - Current NCHD Balance
a ’ Training Support - FundingProvidedToSites
Applications | Ereining Suppors . Payment

&

Log Of Appiications

&

Balance Sstting

&=

Reports

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

Manpower Department.

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

All reports can be exported and downloaded into an Excel file if necessary by selecting the blue floppy disk

icon and click “Excel” as shown below:

i d Dofl v 3 | Find | Next

Select the Save option

Do you want to save balance_settings_132046364497004708.ds (.00 KB) from testexternalmpshsede?

When the download has been completed, the below message will appear at the bottom of the screen and

to view the application select Open this will open the excel file

The balance settings 13X46368015086833.ds download has completed, ¥ ) Open folder
\\__/

View downloads
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6.1 Summary Status of TSS Claims Report

This report can be used to view a summary of the status of applications at your clinical site as well as the funding
situation for your site. Please note if there are no applications currently under any status at your site, then no data
will be displayed for this report

Select Report: | Training Support — Summary Status of T5S Claims v B
Clinicz| Sites  [HSE NDTP I~ Haspital Group [ Children’s Health Ireland, CHO 1, CHO| » |
Dste from  [08/07/2019 00:00:00 | Date to [14/10/2020 00:00:00 |
Status [Further Info Required, Provisionally hl:_l

WA Jefis b ¢ [ Jedine &= @
Training Support — Summary Status of TSS Claims

Clinical site: HSE MDTP

Hospital group: All

Date from: 08/07/2019

Date to: 14/10/2020

Status: Further Info Required, Provisionally Approved, Rejected. Submitted, Unprocessed

Clinical site Total spent Number of claims  Total remaining

HSE NDTP 13,000. | Approved 10,000 27 3,000
Rejecied 10
Further Info 1

Required

10,000

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

Select Report: | Training Support - Application Status Report I;I n
Clinical Sites  |HSE NDTP [=] Hospital Group [Children’s Health Ireland, CHO 1, CHif v |
Diate of repert |14,|F]_n,|f2020 |@ Status |Approved, Further Info Required, Pl[:]

T —

4 4 i Jofr b bl @ [ |Find|nNex e &
TSS - Application Status Report

Report parameters

Clinical site: HSE NDTP

Hospital group: All

Date of report: 14M 002020

Status: Approved, Further Info Reguired, Provizionally Approved, Rejected, Submitted, Unprocessed

Number of Applications

Hospital group Clinical site Submitted |Provisionally | Approved Rejected Further Unprocessed Total
Approved information
Required
| 1 | 10 | 4 | | 0 25
9

1
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6.3 Clinical Site Balance
This report can be used to check the status of the funding that has been provided to your site by NDTP i.e.
what your site has been given, what your site has spent, what your site has remaining.

Select Report: |Tra|'n|'ng Support - Clinical Site Balance |I| ®
Clinical Sites ||'|5|': NDTP lﬂ Date Of Report  [14/10/2020 |@
[ S
[ 40 Jofr b oW @ [ |Find|Net - 4
Training Support Clinical
Site Balance Report
Date of Report @ 141072020
Total Total Spent |Total
Funding [€) Remaining
Provided (£) (€)
HSE NDTP 1881.25 1654.00 2725
Total : 1681.25 1654.00 27.25
6.4 Current NCHD Balance Report
This report can be used to check a NCHDs TSS balance as well as their spending to date.
Select Report: |Tra|'n|'ng Support - Current NCHD Balance |;| b 4
Clinical Sites |H5E NDTP [ﬂ Diate of Report |]_4,|f10|f 2020 |@
IMC Mo | | [¥] muLL Medical Discipline |Anaesthesiology, EM, General Practi] « |

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

4 4 L Jofa b bl @ [ |Find|Nexx E~ &
Training Support Current NCHD Balance Report

Date of Report : 141072020

Site Forename IMC Number | Medical Grade of Funds Spent (€) Balance
Discipline Incumbent |Allocated (€) Remaining
3]

HSE NDTP General Reg 2500.00 330.00 2120.00
Practice

HSE NDTP Psychiatry Reg 1750.00 T45.00 1001.00

HSE NDTP ’ Obs & Gynae Reg 2250.00 250.00 2000.00

HSE NDTP | Wedicine Intern 2800.00 n.0o 2800.00

HSE NDTP Total : 9300.00 1379.00 7921.00

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

Select Report: |Tra|'n|'ng Support - FundingProvidedT oSites |I| ®
Clinical Sites |HSE NDTP [:] Date From |08/07/2019 |@
Date To [14/10/2020 |
WA Jeft b v e [ JFmdinex H- @
Training Support Funding
Provided To Clinical Sites Report
Date From  : 08/07/201%
DateTo s 141072020
Date Funds Amount Given Total (€)
Transferred [€)
HSE NDTP 08072018 138125 1381.25
' HSE NDTP 1300712020 300.00 1681.25
HSENDTP  Total 1681.25
6.6 Payment Report
This report can be used to inform your appropriate finance department what is required to be
processed and issued to the NCHD’s with approved applications.
Select Report: |Tra|'n|'ng Support - Payment |z| b4
Clinical Sites |HSE NDTP I~ Date From [08/07/2019 |@
Date To 14/10/2020
4 4 1T__Jofr b &l @ [ |Find|Nest - &
Training Support Payment Report
Date From : 08/07/201%
DateTo r 14M02020
Em“ Grme Of Amo“ nt to be
(1] Number Discipline Incumbent |Paid Paid T&5 (€) to be Paid (€)
Course/Exam (€)
HSE NOTP Psychiatry Reg 185.00 0.00 185.00 072015
HSE NOTP Psychiatry Reg 560.00 0.00 560.00 140872018
HSE NOTP . Obs & Gynae Reg 250.00 0.00 250.00 140872018
HSE NOTP . r General Lecture 20.00 0.00 20.00 212018
Practice
HSE NOTP . ! . General Lecture 10.00 0.00 10.00 21172018
Practice
HSE NOTP Surgery Reg 353.39 0.00 353.39 04122018
HSE NOTP Surgery Reg 115.00 0.00 115.00 041272019
HSE NOTP - R Surgery Reg §0.00 0.00 §0.00 05122019
HSE NOTP . . ° Surgery Reg 30.00 0.00 30.00 05122019
HSE NOTP . Surgery Reg 66.61 0.00 66.61 05122019
HSE NDTP Total : 1654.00 0.00 1654.00
Grand Total : 1654.00 0.00 1654.00
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HSE NDTP- Training Supports Module

7. PC Compatibility Settings

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

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