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About this Guide
This guide provides information about using PCSE Online for Ophthalmic Payment services.

The digital service will enable GOSclaims to be submitted electronically. They will be

validated in real time which will improve the accuracy of payments and give ophthalmic

contractors greater visibility of claims and statements.

Thisuser guide is a support tool and covers the following options available on PCSE

Online:

✓ Navigating the Ophthalmic Payment screens

✓ Making GOS1 claims

✓ Searching for claims

✓ Viewing statements

Overviewof PCSE Onlinefor Ophthalmic Payments
PCSE Online is a web-based option for securely submitting, tracking and reconciling

GOSclaims.Users access the service via the PCSEwebsite with a unique log-in IDand

password.

Thesite has been designed to guide users intuitively through the different screens.From

the home screen dashboard, users can select and complete the appropriate GOSform,

track the status of their claims and view statements.

The information for the online GOSforms is much the same as is required for the paper

forms but the electronic system will automatically validate each field as detail is entered.

Thismeans any missing information,errorsor incomplete mandatory fields will be flagged

up before a form can be submitted, significantly reducing the likelihood of claims being

rejected and improving the accuracy of payments.

Another benefit of the online submissions being validated in real time is that they can

be submitted closer to the payment date because contractors won’t have to allow time

for posting and processing. The system also allows you to pre-populate up to the first

signatory,allowing moreefficiency within the practice.

1



Using PCSE Online for Ophthalmic Payment servicesUsing PCSE Online for Ophthalmic Payment services

Sign in andDashboard

1.1 Sign in
Users need to log in to PCSEOnline to access the Ophthalmic Payments screens.

Youcan log-in to PCSEOnline from the website homepage which will take you to the

following screen:

Enter your sign in details (EmailAddress and Password).

Click the Sign in button.

Onsuccessful sign in,if you are assigned tomorethan one organisation the following

screen will be displayed.Enter the relevant organisation and click on Update.

If you are not assigned to more than one organisation you will automatically be directed to

the Ophthalmic Payments dashboard.

1.2 Dashboard
This screen shows your dashboard from whereyou can perform different tasks.

The navigation pane appears in the mid-section of the screen.

Each option in this section will help you perform a particular task.

Theoptions you see hereare determined by the access permissions that have been granted

to you by your UserAdministrator.

TopTip – when completing any sections of the online forms,ensureALLmandatory

information is included before clicking Save and Continue.
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2 Make a Claim
Select Make a Claim on the dashboard.Youwill then see the following screen whereyou

can choose which GOSclaim type you would like to make.

2.1 GOS 1 Claim – NHS SightTest
This claim process is split into five sections,with clear indication of which section you are

currentlyon.Oncea section is complete,a a tick will be displayed.

2.1.1 Patient’s Details
This is the first section of the GOS1 claim whereyou need to enter the patient’s details.

4 5



Using PCSE Online for Ophthalmic Payment servicesUsing PCSE Online for Ophthalmic Payment services

Thefollowing table describes the different fields that you will see on this screen:

Field Name Mandatory/Optional Field Description

Sight Test Date Optional Enter the sight test date (dd/mm/yyyy) orselect the date from the

online calendar

Contractor’

s Name

*Mandatory Thecontractor name always auto populates based on the

organisation you are logged in to.

Performer’

s Name

*Mandatory If you are the Performeryour name will auto populate

Performer’

s Number

*Mandatory If you are a performer, then based on your name, your numberwill

also populate in the text box

Your Reference Optional This is a number a practice can choose for their own purposes to 

help their reconciliation process. It will appear on their statements

Title Optional Select the correct title

First Name *Mandatory Enter the patient’s first name

Surname *Mandatory Enter the patient’s surname

Previous

Surname

Optional Enter the patient’s previous surname if applicable

Address *Mandatory Either enter the post code to search for an address ormanually enter

the address details in the appropriate fields

Date of Birth *Mandatory Enter the sight test date (dd/mm/yyyy) orselect the date from the

online calendar

NHS Number Optional Enter the patient’s NHS number (if known)

National

Insurance

Number

Optional Enter the patient’s National Insurance Number

Date of Last

Sight Test

*Mandatory Enter the date of last sight test (dd/mm/yyyy) or select the

date from the online calendar
Orselect one of the twooptions: FirstTestorNotKnown

Whenyou have entered the details,you will have the option to either Save for later or

Save and Next.

If you select Save and Next the system will check and validate the information you

have provided to make sure there is nothing missing orincorrect. It automatically flags

up any fields that need to be updated or amended.Flagged sections will be highlighted

with red text.

Whenyou have successfully inputted all the correct details the Save and Nextbutton will

take you to the next section,Patients Eligibility.

Please note the claim will need to be signed again if any information is changed.

If you select the option to Save for later (please see Search section) the system will save

what you have entered but it will not automatically validate it.Thevalidation checks only

happen when you click Save and Next.

Uponsuccessful submission,the system will automatically generate a CLAIM NUMBER

for further reference.

2.1.2 Patient’s Eligibility
This is the second section of the GOS1 claim where you need toenter the patient’s

eligibility.

6 7



Using PCSE Online for Ophthalmic Payment servicesUsing PCSE Online for Ophthalmic Payment services

Thefollowing table describes the different fields that you will see on this screen:

Field Name Mandatory/Optional Field Description

Patient’s

Eligibility

*Mandatory Enter the NHS Eligibility Reason

Details of

Establishment

(Name)

*Mandatory Enter name of establishment

Details of

Establishment

(Town)

Conditional This is mandatory for the following eligibility categories:

■ I’m a full time student

■ I’m a prisoner on leave

■ I’m considered to be at risk of glaucoma

■ I am registered blind/partially sighted

■ I suffer from diabetes/glaucoma

Evidence of

Eligibility

Conditional This is mandatory for the following eligibility categories:

■ I’m a full time student

■ I’m a prisoner on leave

■ I’m considered to be at risk of glaucoma

■ I am registered blind/partially sighted

■ I suffer from diabetes/glaucoma

Person

getting the

benefit

Conditional Select the correct option from Patient orPatient’s Partner. If

Patient’s Partner’ is selected, enter the following:
■ Name

■ National Insurance Number

■ Date of Birth

Mode of

receiving

the benefit

Conditional Select the correct option

The patient

is named on

a valid HC2

certificate

*Mandatory if Patient’s

Eligibility is HC2

If selected, enter HC2 number.

If you select Save and Next the system will check and validate the information you have

provided to make sure there is nothing missing or incorrect. It automatically flags up any

fields that need tobe updated or amended.

Whenyou have successfully inputted all the correct details the Save and Next button will

take you to the next section,Patient’s Declaration.

If you select the option to Save for later the system will save what you have entered but

it will not automatically validate it.Thevalidation checks only happen when you click Save

and Next.
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3. Patient’s Declaration
This is the third section of the GOS1 claim where the patient’s declaration details and

signature need tobe obtained.

Departmentof Health regulations have been changed to allow GOSforms to be signed

electronically.

Patients can sign GOSclaims electronically using:

● Atouchscreen device,such as a PC,tablet orphone

● By using a touchpad,mouse orother pen input device connected to a PC.

● Scanning a QRcode with a touchscreen device and signing on the device

Thefollowing table describes the different fields that you will see on this screen:

Field Name Mandatory/Optional Field Description

The Signatory

is the: Patient,

Patient’s

Parent or

Patient’s

Parent or

Guardian

*Mandatory Select the correct option

Name *Mandatory ‘Patient’ is selected, their name will auto populate

Select

patient’s

ethnic group

Optional Select the correct option

Address *Mandatory ‘Patient’ is selected, their address will auto populate

Please either select/scan the QRcode orsign directly into the signature box (for touch enabled devices).

Please ensure all mandatory fields are completed, otherwise the signature will be lost when clicking save and

continue.
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Depending on the electronic signature option you are using,click orscan the QRCodeon

the screen.

Whenprompted,sign the signature boxon the Patient Declaration and select Accept.

Please note! A ‘Loader’ will appear to show you that the system is saving a signature and 

is now displayed on screen once a user has signed a GOS form on PCSE Online and has 

clicked “Accept”. 

Once the signature has been saved, a popup is displayed saying ‘Signature saved successfully’

If you select Save and Next the system will check and validate the information you have

provided to make sure there is nothing missing or incorrect. It automatically flags up any

fields that need tobe updated or amended.

Whenyou have successfully inputted all the correct details the Save and Next button will

take you to the next section,Performer’sDeclaration.

If you select the option to Save for later the system will save what you have entered but

it will not automatically validate it.Thevalidation checks only happen when you click Save

and Next.

It will then be ready for the Performer to access and sign via the option to ‘Search for

Claim’on the dashboard screen.
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2.1.4 Performer’s Declaration
This is the fourth section of the GOS1 claim which the Performer needs to complete

and sign.

Thefollowing table describes the different fields that you will see on this screen:

Field Name Mandatory/Optional Field Description

Sight

test

outcome

*Mandatory Select one of the outcome options

Voucher issued Optional Click the check box if appropriate

Specify

the

appropriat

e code

Conditional This is mandatory if it is less than the standard interval since the

patient’s last sight test

Select the correctoption from the dropdown & checkbox

selection

First

Voucher

Type

Optional Select the correctoption from the dropdown & checkbox

selection

Supplements Optional Select the correctoption from the dropdown & checkbox

selection

Second

Voucher Type

Optional Select the correctoption from the dropdown & checkbox

selection

Supplements Optional Select the correctoption from the dropdown & checkbox

selection

Auto Filled Performer’s Details (to be checked by the Performer)

Please either select/scan the QRcode orsign directly into the signature box (for touch enabled devices)

Selecting Save Awaiting Contractor Signatory means the system will check and

validate the information you have provided to make sure there is nothing missing or

incorrect.It automatically flags up any fields that need to be updated oramended.

When you have successfully inputted all the correct details the Save Awaiting

Contractor Signatory button will take you to the next section,Contractor Signatory’s

Declaration. If you have the Contractor Signatory role you will be able to complete the

Contractor Signatory Declaration.

It will then be ready for the Contractor to access and sign via the option to‘Search for

Claim’ on the dashboard screen.

If the performer has selected voucher type once the contractor has signed the contractor

signatory declaration and you will be able to Search for Claim’ on the dashboard screen

and create a GOS3 this gives you the opportunity to not re-enter the patient details and

go straight to the prescription section.

If you select the option to Save for later the system will save what you have entered but

it will not automatically validate it.Thevalidation checks only happen when you click Save

Awaiting Contractor Signatory.

14 15



Using PCSE Online for Ophthalmic Payment servicesUsing PCSE Online for Ophthalmic Payment services

2.1.5 Contractor Signatory’s Declaration
This is the last and final section of the GOS 1 claim, which needs to be completed by the

Contractor Signatory whocan view and check the details entered on the previous screens.

Please either select/scan the QRcode orsign directly into the signature box (for touch

enabled devices).

TheContractor Signatory can then select Submit if they agree with the claim and accept

the declaration.Thiswill then send the claim to PCSE for processing and payment.

If the claim is not ready to be submitted the option toRevert to draft should be selected

so the formcan be re-visited and amended at a later time.

If the Contract Signatory has completed the form but does not wish to submit the claim at

that time there is an option toClose.Theclaim will still be saved.

If the claim is not needed and should not be submitted the option toCancel Claim

should be selected.It will still be available to view via‘Search for claim’.

All cancelled claims are still viewable.
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