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Ophthalmic User Administrator Roles
The table below provides details of the User Administrator Roles that can be assigned:

PCSE Online Role Role Description
PL Organisation User Ophthalmic Performer List User Administrator - responsible for providing
Administration PCSE Online user accounts for Performers within their practice.
' OPTO Organisation User Ophthalmic User Administrator - responsible for providing PCSE Online user
zggsts"?é Administration accounts for Ophthalmic Payments users within their practice.
individual sections
click on the heading .
you want in the Ophthalmic Performers

contents

The User Administrator must set up PCSE Online user accounts for Performers within
their practice by following the steps below.
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2. How to Create a Portal User as a Performer

Step by step guide to creating a PCSE Online user account
for a Performer

1. User Administrator logs into PCSE Online. Enter email address and password.

PCSE Online INHS|

England

‘ Home  About  Services  Organisations News  Help  ContactUs Register » Login

Sign in

FMAIl ADDRFSS

I UAI bExtsuperuser@uat.com ]

PASSWORD

Forgolten your login details? | Help
REGISTERAS A

Please Select

PRIMARY CARE SUPPORT  Organisation Servicos Logal
ENGLAND Dentists Records Privacy Policy

General Practifioners ~~~~~~ Supplies Cookies
Pharmmacies CP Payments
Market entry

Ophthalmic payments

Performer fist
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2. Access the User Management Landing Page.

PCSE Online NHS |

England

HOME USER MANAGEMENT HELP

Hello Kirsty McManus,

Welcome back to the PCSE portal. Select the service you require from the navigation bar above or from the summary
panels below. And remember we're here to help.

News

© NHS Fngland 2019 All rights reserved | Terms & Conditions | Privacy | Accessibility | Cookies

3. Click on ‘User Management®.

PCSE Online INHS

England

HOME USER MANAGEMENT HELP

Cieale User Pusformer Regisliation Deaclivale Uses

USER MANAGEMENT HOME

As a super user, you can manage users
Please note, when searching

« Fnter search criteria, with minimum of 4 characters
» Click Apply

Email v All v Apply Clear

© NHS England 2019. All rights reserved. | Terms & Conditions | Privacy | Accessibility | Cookies
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From the User Management menu, choose the Performer Registration option.

HOME PERFORMERS LIS| RECORDS AND SUPPLIES USER MANAGEMENT HELP

Create Use ‘ Performer Registration Disable User

You will see the screen below where you must provide the Professional Body
Number (GOC, number) of the Performer.

‘ & alice smith@pcsedev.couk 0 Messages Change Organisation € Sellings & Log oul

PCSE Online INHS

England

HOMF PFRFORMFERS | IST RFECORDS AND SLIPPLIES USER MANAGEMENT HFLP

Create User Pertormer Registration

Performer Registration

PROFESSIONAL BODY NUMBER

© NHS England 2016 | Terms & Conditions | Privacy | Accessibility | Cookies

Version: 1.5.0.1 ] 31 Oct, 207/

Specify the Professional Body Number and press the ‘Enter’ key.

If the Performer is already a Portal User,, you will be shown the first name and surname
of the Performer.

Performer Registration

PROFESSIONAL BODY NUMBER

r0j002

A user record for this performer exists. Click here to view
FIRST NAME SURNAME

Robert Janes

You can click on the “Click here to view’ link to see the full details of the Performer’s
Portal User. The screen that opens when you dlick on the link is same as the one for
‘Update Portal User’.

< <

>
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1. Performer is not already a Portal User
If the Performer is not already a Portal User,, you will need to confirm the Performer’s
email address and telephone numbers and click the ‘Update‘ button.

Performer Registration

PROFESSIONAL BODY NUMBER

alinw323
FIRST NAME SURNAME
Alex Newman

EMAIL ADDRESS RE-ENTER EMAIL ADDRESS

I alex.newman@pcsenewshop.co.uk I I alex.newman(@pcsenewshop.co, uk I

TELEPHONE NUMBER MOBILE

s

You will be taken to the ‘Create Portal User’ Screen with the fields populated with
the Performer’s details. You should select a the ‘Performer* Portal Role and dlick the
‘Create* button.

ORGANISATION CODE

Dummy Ophthalmic Practice ELS

Role Status
PL Practice Manager O
I Performer O I

If you see any ermor messages during this process, please contact the
Customer Support Centre via https://pcse.england.nhs.uk/contact-us/
or phone 0333 014 2884.

2. Performer verifies User Account
Once the user account has been aeated, the Performer will receive an email with a
link for them to verify the account and set up a password.

> D
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3. Performer is already a Portal User
If the Performer is already a Portal User,, you will be shown the first name and
sumame of the Performer.

Performer Registration

PROFESSIONAL BODY NUMBER
r0j002
A user record for this penormer exists. Click here 10 view
FIRST NAME SURNAME

Robert Joncs

You can click on the ‘Click here to view’ link to see the full details of the Performer’s
Portal User Account.

4. Professional Body Number is invalid
If the Professional Body Number specified is invalid, you will see an ermor message
‘Performer not found”.

Performer Registration

PROFESSIONAL BODY NUMBER

AAXX

Performer not found

If the Professional Body is not found, please contact the Customer
Support Centre via https://pcse.england.nhs.uk/contact-us/
or phone 0333 014 2884.
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3. User Administrator Roles

Ophthalmic User Roles
The table below provides details of the User Roles that can be assigned.

PCSE Online Role Role Description Typical Practice Role(s)

Contractor Signatory

GOS Performer

GOS Claim Manager

OPH Statement View

OPH Supplier Signatory
(Eng)

OPH Head Office

This role is for a GOS contractor or a
nominated contractor signatory who needs
to be able to enter patient details to aeate a
GOS daim, complete the contractor/supplier
section of a daim and sign the contractor/
supplier declarations.

This role is for ophthalmic performers who
need to be able to enter patient details to
aeate a GOS daim, complete the performer
section of a daim and sign the performer
declaration.

This role is for practice staff who need to
be able to enter patient details to create

a GOS daim, and view and edit all GOS
dlaims within the practice (excluding
editing the signed performer and contractor
declarations).

This role is for any member of practice staff
who only needs to be able to view GOS
statements.

This role is for staff who need to be able
to enter patient details to aeate a GOS
daim, complete the supplier section of a
GOS3 or GOS4 daim and sign the supplier
declarations.

This role is for head office based staff of
optical chains who need to be able to view
GOS statements for practices in their chain.

Contractor or nominated contractor signatory
who is authorised to submit GOS dlaims on
the contractor’s behalf.

Optometrist (or Ophthalmic Medical
Practitioner) who is on the NHS England
Ophthalmic Performer List and provides NHS
sight tests in the practice.

You must areate a PCSE Online account for
a Perfommer by following the steps in Section
x before assigning the role of GOS Performer
for the Ophthalmic Payments system,
Dispensing Optician, Dispensing Assistant,
Practice Manager, Admin Staff, Receptionist.

Practice Administrator (Finance).

Practice Manager, Dispensing Optician
or support staff who are involved in the
dispensing and collection of glasses.

Head Office Administrator (Finance)
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Additional roles

Please be aware the following may appear on the list of roles for an Ophthalmic User
Administrator but these should be ignored:

CET PRT Supervisor
CETPRTClaimant

CETPRTReadOnly
CETPRTClaimManager
OPHCentralOpticalFundStatementView
OPHEyecareTrustStatementView

Users with multiple roles

Please note, it is possible for a user to have more than one role e.g. an optometrist who
is both a Performer and a Contractor would be assighed the Contractor Signatory and
GOS Perfomer roles.

User Management for PCSE Online

Step by step guide to creating PCSE Online Users
1. User Administrator logs into PCSE Online. Enter email address and password.

PCSE Online INHS|

England

Home About  Services Organisations News Help  ContactUs Register » Login

Sign in

FMAIl ADDRFSS

I UAI Extsuperuser@uat.com I

PASSWORD

REGISTERAS A

Please Select

PRIMARY CARE SUPPORT i S
ENGLAND Deis  Rewous

Supplies

Cervical screening
CP Payments
Market entry

Ophthalmic payments

Performer list
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2. Access the User Management Landing Page.

PCSE Online NHS

England

HOME USER MANAGEMENT HELP

Hello Kirsty McManus,

Welcome back to the PCSE portal. Select the service you require from the navigation bar above or from the summary
panels below. And remember we're here to help.

News

© NHS England 2019. All rights reserved. | 1erms & Conditions | Privacy | Accessibility | Cookies

3. Click on ‘User Management®.

PCSE Online

HOME USER MANAGLCMENT HELP

Creale Uscr Performer Registration Dcactivate User

USER MANAGEMENT HOME

As a super user, you can manage users

Please nole, when searching

« Enter search criteria, with minimum of 4 characters
« Click Apply

Email v All v m Clear

User Management for PCSE Online

Click ‘Create User’

PCSE Online INHS

England

HOME USER MANAGECMENT HELP

‘ Create User P rfommer Registration  Deactivate User

USER MANAGEMENT HOME

Asa SUpCr user, you can manage users

Please note. when searching

« Enter search criteria, with minimum of 4 characters
« Click Apply

Email v All v Apply Clear

© NHS England 2019. All rights reserved. | Terms & Condilions | Privacy | Accessibilly | Cookies

Assign user role(s). Enter user details and assign role(s). Then click ‘Create’.

’7 HOME USER MANAGEMENT HELP

.
Create User Performer Registration Deaotreate Uzer

CREATE NEW USER

TITLE FIRST NAMES SURNAME
Mr. v Cary Cray
EMAIL TELEPHONE
qary.grayftest.com o111
MUBILE REQUESTER'S EMAIL
o1m1IIn UATExtsupcruser@uat.com

ORGANISATION CODE

England Optho Practice 1

Role Status

CFT PRT Supeviso

I ContractorSignatory I

OPHSlalrmenView

OPHHeadOffica

OPHCenl al0plicalFund Stalesmen|View
OPHEyeCare rustStatementview

OPH Supplier Signalory (Fog)

I GOSCIaImManager I

CETPRTClaimant

CETPRIReadOnly

CLTPRTClamManager

GUsPerformer @

GOSReadOnly

i n

If you see any error messages during this process, please contact the
A Customer Support Centre via https://pcse.england.nhs.uk/contact-us/
or phone 0333 014 2884.

> D
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User Management for PCSE Online

Verify user account. Once the user account has been areated and role(s) has been
assigned, the user will receive an email with a link for them to verify the account and

set up a password

PCSE Online INHS|

England

Set Password

USERNAME

uscr@test.com

PASSWORD

CONFIRM PASSWORD

onfirm Password

=

© NHS England 2019. All rights reserved. | Terms & Conditions | Privacy | Accessibifity | Cookics

4. User has forgotten their log in details

User has forgotten their password

If a user has forgotten their password, they should dick “Forgotten your login
details” on the PCSE Online homepage.

PCSE Online INHS|

England

Home About Services Organsations

Sign in

EMAIL ADDRESS

PASSWORD

Please Select v Register

The User should then enter their user name and click “Reset Password”.

PCSE Online VHS)

England

Forgot Password

Type your user name and cick Reset Password

Forgot User Name

Please contact your local user admnistrator if you have forgotten your user name.

User has forgotten their User Name
If a User has forgotten their User Name then they must contact their User Administrator.

> D
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5. Deactivating User roles

Step by step guide to deactivate a PCSE Online User

If a member of staff leaves the practice the User Administrator should terminate their
PCSE online user role User

1. Administrator logs into PCSE online. Enter email address and password

PCSE Online INHS

England

Home  Ahait  Services  Omganisations News  Help  Contad lis Register » | agin

Sign in

EMAIL ADDRESS

I UATExtsuperuser@ual comn ]

PASSWORD

Forgotten your login detalls? | Help
REGISTERAS A

Please Select

PRIMARY CARE SUPPORT  Organisation Services Legal

ENGLAND

Dentists
General Practitioners
Opticians

Phammacies

Records

Supplics

Cervical screening
GP Payments

Market entry
Ophthalmic payments

Performer list

Privacy Policy
Cookies

Accessibility
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2. Access the User Management Landing Page

PCSE Online NHS

England

HOME USER MANAGEMENT HELP

Hello Kirsty McManus,

Welcome back to the PCSE portal. Select the service you require from the navigation bar above or from the summary
panels below. And remember we're here to help.

News

€ NHS Fngland 2019 All rights reserved | Terms & Conditions | Privacy | Accessihility | Cookies

3. Click on ‘User Management’

‘ & uatextsuperuser@uat com 0 Messages #Settings @ Log out

PCSE Online INHS |

England

HON € USER MANAGEMENT HELP

Create User  Performer Registration  Deactivate User

USER MANAGEMENT HOME

As @ super user, you can manage users
Please note, when searching

« Enter search criteria, with minimum of 4 characters

« Click Apply

Fmail v All v m Clear
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4, Click ‘Deactivate User’ Check user name and click ‘Deactivate User’
 aewerettmom oo G Lo | 1 Ve ey e TR

PCSE Online INHS PCSE Online INHS|

England England

HOMF USER MANAGEMENT HFIP HOME  USERMANAGEMENT  HELP

Create User Performer Registration Deactivate User
Creale User Performer Regisiratic 1 Deactivate User

USER MANAGEMENT HOME Deactivate User

SELECT USER

As a super user. you can manage users

Please nnte when searching Gary Gray gary.gray@test.com

« Enter search criteria. with minimum of 4 characters ———

« Click Apply ‘ Deactivate User ' Cancel
Email v All v Apply Clear

© NHS England 2019. All rights reserved. | Terms & Conditions | Privacy | Accessibiiity | Cookles

5. Enter User Name
[ s oo oo miaon |

PCSE Online INHS |

England

HOME USER MANAGEMENT HELP

Create User Performer Registration Deacéivate User

Deactivate User

SELECT USER

‘. gand '

Gary Gray gary gray@lest com

© NHS England 2019. All rights reserved. | Terms & Condifions | Privacy | Accessibility | Cookies
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6. Editing User roles

Step by step guide for editing a PCSE Online user’s
role(s)

1. User Administrator logs into PCSE online. Enter email address and password

PCSE Online INHS|

England

‘ Home About Services Organisations News Help Contact Us Reyisler Login

Sign in
EMAIL ADDRESS
I UATExtsuperuser@uat com I

PASSWORD

[orgotten your login details? | | lelp
REGISTERAS A

Please Select v Register

PRIMARY CARE SUPPORT  Organisation Services Loga

Nentists Records Privacy Policy
W S“PP'”“— Cookles
Opiens  Cenicalscreening  aceeonn
Pharmacies GP Payments

Maikel enliy

Ophthalmic payments

User Management for PCSE Online

2. Access the User Management Landing Page

HOME USER MANAGEMENT HELP

Hello Ext superuser,

Welcome back to the PCSE portal. Select the service you require from the navigation ba
panels below. And remember wa're here 1o help.

News

@ NHS England 2019 AR rights eserved | Terms & Condens | Privacy | ACcrssty | Cooti

3. Click on ‘User Management’

‘ & vatextsuperuser@uat.com 0 Messages #Seftings @ Log out

PCSE Online INHS |

England

HOME USER MANAGEMENT HELP

-

Creale liser Performer Regisiration Deactivale liser

USER MANAGEMENT HOME

As a super user, you can manage users
Please note, when searching

« Fnter search criteria with minimum of 4 characters
« Click Apply

Emall v All v m Clear

© NHS Engiand 2019. All nghts reserved. | lerms & Condiions | Pnivacy | Accessibility | Cookies
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4. Enter User Name and check you have the correct user

7. Creating User accounts for staff without email

‘ & vatedsuperuser@uat com ) Messages #&Seftings @ | og nut

Step by step guide to creating PCSE Online user

PCSE Online INHS |

Eohr accounts for practice staff who don’t have an email
HOMF 1ISFR MANAGFMFNT HFI P accou nt
Deactivate User For members of an optical practice team who do not have an email address they can
use as their PCSE Online User Name, a practice User Administrator can areate a PCSE

Online account by following the steps below.

Please note Performers must have an email address and be registered for a portal
account through the Performer Registration screen. See [guide].

4B |
Qary Gray gary.gray@test. com .

e e e 1.Create a PCSE Online Ophthalmic user with a user name that is
S not an email address
5. Tick the box for the appropriate role(s) and click on the ‘Create’ button 1. Ophthalmic User Administrator logs into PCSE Online
PCSE Online INHS |
ORGANISATION CODE England

Dummy Ophthalmic Practice ELS

Role Status

PL Practice Manager o
Performer o

Sign in

USER NAME
= bl

PASSWORD

REGISTERAS A

Please Select v Register
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1.2 Select ‘User management’ 1.4 Enter user’s details

- Suggested format for ‘User Name’:
PCSE Online INHS firstnamesumame@practicename e.g. jackbloggs@testoptician

England

- Select role(s) you want to allocate to the user and dick ‘Create’

HOMF USER MANAGEMENT HELP

CREATE NEW USER

TnEe FIRETNAMES EURNAME

Hello User Admin National,

Welcome back to the PCSE portal. Select the service you require from the navigation bar above or from the summary s vl [T User
panels below. And remember we're here to help. |

USER NAME TELEPHONE
s mergias: 123123123

News MOBILE REQUE STER'§ EMAL
123123123 Useradmin@nasional co.uk

ORGANIZANON CODE

Tas: Nations! Rodl O

Rols

® NHS England 2019. All rights reserved. | Terms & Conditions | Privacy | Accessibility | Cockies

CET PRT Supavisor

ConraciorSignanory
OPRSementView
¢ )

. ect ‘Create User —
OPHCamraidpticaFunaSimemeantView
OPHEyeCaraTrustSiamaniView
OPH Suppiler Signatory (Eng)

& uslexsuperuser@uat com 0 Messages  OSetlings 9 Log out

. GOSClaimiisnager
H CETPRTClaimam

PCSE Online [NHS|

England

CETPRTRasdOnly

HOME USER MANAGEMENT | HELP

S ——. CETPRTClaimManager
Croate User Yertormer Regedaton Deactivate User
GOSPerformer
USER MANAGEMENT HOME
Asas can manage users QOSRasI0nly
fih mnimum of 4 characters PL Practice Manager

I

+ Click Apply

e Wl ~ ' m Clear
Canonl Crosts

© NHS England 2019 All rights reserved. | Tonms & Condiions | Privicy | Accessibty | Cookiy
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1.5 Make a note of the Temporary Password that appears in the pop up and pass it
to the user

X M4y Dsscerss Sy fztvmptacs X | 4

1.7 Pop up message confirms user’s new password has been saved

Set Password

&« C A Notwecure | securmust povseng land.nhwuk/HomePort
Podsl g SITICRM  #4 LAT Dol

Congrateianons you Nave Buccessily set yOour passwerd &
Poasl g OTCRM Q@ wlemiltoniagedt. 3 Taing Podsl ly emSdineppites. o STIPsasl i ST2CRM

Floiis oo Iha lemaccary pasiwond bk Plaass reake & £tk of Bia #od wliem B
wher e Varapritory passveard The pdbrind eraal B Chaegd ol e ogon
“psawTy

, . . 1.8 User can now log into to PCSE Online with User Name (non email) and
1.6 User logs in to PCSE Online with User Name the User Administrator has allocated Password
then and the Temporary Password

- User enters answers* to 3 security questions PCSE Online =

England

Home About Services Organisations News Help Contact Us Register »

PCSE Online

Welcome to PCSE Online

Piease change your password
CrmenT P 35IOSD

Signin

USER NAME

PASSWORD
PLLASE CHODSE SECURITY QUESTION 1 PREASE CHOOSE SECURITY QUESTIONZ

Va2 mmmcstie pace] Vst m 2 macoratin came?

~ - m
PLEASE CMODSE SECURITY QUESTION X
Vitsal 18 & memorable date -

Forgotten your login details? | Help
REGISTERAS A
— [ — |

*answers to security questions must be at least 6 characters long

< < 3 > D
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Password reset for user without an email

2.3 Enter answers to the security questions and click ‘Confirm’

2.1 Click ‘Forgotten your log in details’ on the Sign in page

PCSE Online NHS]|

Forgot Password

England Powas snewer B 2 sacusty quessons bom yow weieclion and provids snswers &
Home About Services Organisations News Help Confact Us

Register » Login

Sign in

USER NAME

PASSWORD

2.4 Enter New Password and click ‘Confirm’

REGISTER AS A

Please Select L Register -
_ PCSE Online hi=

New Password

PLEASE EUTER YOUS NEW PASSWORD

2.2 Enter User Name and dlick ‘Reset Password’

PCSE Online England

Forgot Password

Preae snawer the 2 sscurty quessors hom your sekctin ard s1oeide sawers tel

WHAT 15 A MEMORABLE DATE?

VAT 15 A MOMORABLE PLACE?
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User without an email is unable to complete 3.3 Click ‘Edit User’
Password Reset e

PCSE Online

England

3.1 User Administrator logs into PCSE Online and selects ‘User Management’

USER MANAGEMENT HOME

As you are a Super User, you can create new users for your peactics. deactivate users and update user details hore

PCSE Online INHS|

England 2:‘;’:::;’:" o, with minimum of 2 characters
banjeast Usamama v A Apply Clear
HOME USER MANAGEMENT HELP
Usemame Surname Flest name  Last Logon Time Rad Password Count Account Deactivated. Account Action
s Expired
- - BenjiTest Tos! Bonji 30092019 1552 42 0 No No
Hello User Admin National, ' '
Welcome back to the PCSE portal. Select the service you require from the navigation bar above or from the summary R had 2915 A8 epis Waed, | T & Cooumkads| oY Ao asdbai) Govaiae

panels below. And remember we're here to help.

News

3.4 Click ‘Reset Password’

UPDATE USER

5 - > e FIRST NAMES SURNAME
® NHS England 2019. All rights reserved, | Terms & Conditions | Privecy | Accessibility | Cookies - .
e S " ter Tes
USER NAME TELEPHO et
DergTest
mMooILE REQUESTER'S EMAIL

UATImMeorusecQuat com

3.2 Enter User Name of user and click ‘Apply’ encmesaroncos

Englard Opths Mackee |

Ecglnd Optho Practce |

Rete Status
& vatintsupervser@duat com 0 Messages Change Organisasion  OSettings pes
om ateey ¢

PCSE Online [NHS)

England

OPTO Oupanizaion User Mdmirvababon
FL Organtzation User Adminisiration
USER MANAGEMENT HELP

OPM Suppber Sgaatary (Eng)

Create User  Performes Reghiration  Deactvate User  Bulk User Upload OPTOPYERAGOSEt e

OFH GOS Clam Mansger (Eng)

USER MANAGEMENT HOME -

As you are a Super User, you can create new users for your peactice. deactivate users and update user details bere. OPH Training Clairn Processce (Eng)
Please note. when searching OPH Training Claien Viewer (Eng

- Enter search critoria. with minimem of 4 characters OPH Traming Claim Manager (Eng)
- Chck Apply

banjeast Usamama A v @:un

Usemame Surname Flest name  Last Logon Time Bad Password Count Account Deactivated. Account Action
s Explrod
BenjiTest Tost Benji 0092018 1552 42 0 No No et Usey

©NHS England 2019 Al rights reserved | Tome 8 Condiions | Privacy | Acosssbilty | Cookios
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3.5 Make a note of the Temporary Password that appears in the pop up and pass it 3.7 Pop up message confirms user’s new password has been saved
to the user

Set Password

Congratatens you Save 4coanttaly aat your PALEWar And Sacurty queatans

[

Please see the lemparary passweed beiow Please make 3 hole of s and infcem the
Uaer of B lemporary pravmond The pasawend munt be changed o nest bagen

“pSMT:A

=

3.6 User logs in to PCSE Online with their User Name and the new Temporary
Password

- User enters answers™ to 3 security questions

PCSE Online

Welcome to PCSE Online

Please change your password

PLEASE CHOOSE SECURSTY QUESTION ¢ PLEASE CHOOSE SECURSTY QRESTION 2
VWhat is 2 memorasie pace? ~ What's s memcratle same?
| awnguen Capta

PLEASE CHOOSE SECURITY GUESTION 3

Vihal s 3 memoretie dete?

01102810

Cancel

*answers to security questions must be at least 6 characters long
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