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1. User Administrator Overview

Assigning roles to PCSE Online users in your practice
Thecontractholder is responsible for nominating up to four UserAdministrators.Once 

theUserAdministratorshave beenset up they will receivean email fromPCSE advising 

themofnext steps.

What are the responsibilities of UserAdministrator(s)?
● setting upcolleagueswithintheirpracticewith theappropriaterole(s) for their 

position

● deactivatingusers who leavetheir organisation

● editingusers accesswithintheir practicetoensureusers havetheappropriate 

role(s) for theirposition.

Ophthalmic UserAdministrator Roles
Thetablebelow providesdetailsof theUserAdministratorRoles that can beassigned:

PCSE Online Role Role Description

PLOrganisationUser 
Administration

OphthalmicPerformerListUser Administrator – responsible forproviding 
PCSE OnlineuseraccountsforPerformerswithintheirpractice.

OPTOOrganisationUser 
Administration

OphthalmicUserAdministrator – responsible forprovidingPCSE Onlineuser 
accounts forOphthalmicPaymentsuserswithintheirpractice.

Ophthalmic Performers
TheUserAdministratormust set up PCSE Online user accounts for Performerswithin 

theirpracticebyfollowing the steps below.
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2.HowtoCreate a Portal User as a Performer

Step by step guide to creating a PCSE Onlineuseraccount 
for a Performer

1.UserAdministrator logs into PCSE Online.Enter email address and password.

2.Access the User ManagementLanding Page.

3.Click on ‘User Management‘.



User Management for PCSE Online User Management for PCSE Online

Fromthe User Managementmenu,choose the Performer Registration option.

Youwill see the screenbelow whereyoumustprovide theProfessional Body 

Number (GOC,number) of thePerformer.

Specify theProfessionalBody Numberand press the ‘Enter’ key.

If thePerformer is alreadya PortalUser,youwill beshown the first nameand surname 

of thePerformer.

Youcanclickon the ‘Click here to view’ link to see the full detailsof thePerformer’s 

PortalUser.Thescreenthat openswhenyouclickon the link is sameas theone for 

‘Update Portal User’.

1. Performer is not already a Portal User

If thePerformer is not alreadya PortalUser,youwill needtoconfirmthePerformer’s 

emailaddress and telephone numbersand clickthe ‘Update‘ button.

You will be taken to the ‘Create Portal User’ Screen with the fields populated with

the Performer’sdetails. You should select a the ‘Performer‘ Portal Role and click the

‘Create‘ button.

If you see any errormessages 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 UserAccount

Once theuser accounthas beencreated,the Performerwill receivean emailwith a 

link for themtoverifytheaccount and set up a password.
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3.User Administrator Roles

Ophthalmic User Roles
Thetablebelowprovidesdetailsof theUser Roles that can beassigned.

PCSE Online Role Role Description Typical Practice Role(s)

Contractor Signatory Thisrole is foraGOScontractorora 

nominated contractorsignatory who needs 

tobeable toenterpatientdetails tocreatea 

GOS claim,complete the contractor/supplier 

sectionofa claimand sign thecontractor/ 

supplierdeclarations.

Contractor or nominated contractorsignatory 

who is authorised to submitGOS claimson 

the contractor’s behalf.

GOSPerformer This role is forophthalmic performerswho 

needtobeable toenterpatientdetails to 

createa GOS claim,complete theperformer 

sectionofa claimand sign theperformer 

declaration.

Optometrist (orOphthalmicMedical 

Practitioner)who is on theNHS England 

OphthalmicPerformer List and providesNHS 

sight tests in thepractice.

YoumustcreateaPCSE Onlineaccount for 

a Performerbyfollowing the steps in Section 

xbeforeassigning the roleof GOSPerformer 

for the OphthalmicPayments system,

GOSClaimManager Thisrole is forpractice staffwhoneedto 

beable toenterpatientdetails tocreate 

aGOSclaim,and viewand editallGOS 

claims within the practice (excluding

editing the signed performerand contractor 

declarations).

Dispensing Optician,Dispensing Assistant, 

Practice Manager,Admin Staff,Receptionist.

OPHStatementView Thisrole is foranymemberofpractice staff 

whoonlyneeds tobeable toviewGOS 

statements.

PracticeAdministrator (Finance).

OPHSupplier Signatory 

(Eng)

Thisrole is for staffwhoneedtobeable 

toenterpatientdetails tocreatea GOS 

claim,complete the supplier sectionof a 

GOS3orGOS4 claimand sign thesupplier 

declarations.

Practice Manager,Dispensing Optician 

or support staffwhoare involvedin the 

dispensing and collectionof glasses.

OPHHeadOffice Thisrole is forheadofficebasedstaff of 

opticalchains whoneedtobeable toview 

GOS statements forpracticesin theirchain.

Head OfficeAdministrator(Finance)

3. Performer is already a Portal User

If thePerformer is alreadya PortalUser,youwill beshown the first nameand 

surname of thePerformer.

Youcanclickon the ‘Click here to view’ link to see the full detailsof thePerformer’s 

PortalUserAccount.

4. Professional Body Number is invalid

If theProfessionalBodyNumberspecified is invalid,youwillseeanerrormessage 

‘Performernot found‘.

If the ProfessionalBody 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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Additional roles
Please beawarethe following mayappear on the list of roles for an OphthalmicUser 

Administratorbut theseshould be ignored:

CET PRT Supervisor 

CETPRTClaimant 

CETPRTReadOnly 

CETPRTClaimManager

OPHCentralOpticalFundStatementView 

OPHEyecareTrustStatementView

Users with multiple roles
Please note,it is possible for a user tohave more than one rolee.g.an optometristwho 

is both a Performerand a Contractorwould beassigned the Contractor Signatoryand 

GOS Performerroles.

Step by step guide to creating PCSE Online Users

1.UserAdministrator logs into PCSE Online.Enter email address and password.
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2.Access the User Management Landing Page.

3.Click on ‘User Management‘.

Click ‘Create User’

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

If you see any errormessagesduring this process,please contact the 

Customer Support Centre via https://pcse.england.nhs.uk/contact-us/ 

or phone 0333 014 2884.
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Verify user account. Once the user account has been created and role(s) has been

assigned, the user will receivean email with a link for themto verify the account and

setupapassword

4. User has forgotten their log in details

User has forgotten their password
If a user has forgotten theirpassword, they should click“Forgotten your login 

details”on the PCSE Online homepage.

TheUser should then enter theiruser nameand click“Reset Password”.

User has forgotten their User Name
If aUserhas forgottentheirUserNamethentheymust contacttheirUserAdministrator.
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5. DeactivatingUser roles

Step by step guide to deactivate a PCSE Online User
If a memberof staff leaves the practicetheUserAdministrator should terminatetheir 

PCSE online user roleUser

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

2.Access the User ManagementLanding Page

3.Click on ‘User Management’
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4.Click ‘Deactivate User’

5. EnterUser Name

Check user nameand click ‘Deactivate User’
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6. EditingUser roles

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

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

2.Access the User ManagementLanding Page

3.Click on ‘User Management’



User Management for PCSE Online User Management for PCSE Online

4. EnterUser Name and check youhave thecorrectuser

5.Tickthebox for the appropriate role(s) and clickon the‘Create’ button

7. CreatingUser accounts for staffwithoutemail

Step by step guide to creating PCSE Online user 
accounts for practice staff who don’t have an email 
account

For members of an optical practice team who do not have an email address they can

use as their PCSE Online User Name,a practiceUser Administrator cancreatea PCSE

Online accountbyfollowingthestepsbelow.

Please note Performers must have an email address and be registered for a portal

account through thePerformerRegistration screen.See [guide].

1.Create a PCSE Online Ophthalmic user with a user name that is 

not an email address

1. OphthalmicUserAdministrator logs into PCSE Online
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1.2 Select ‘User management’

1.3 Select‘Create User’

1.4 Enter user’s details

– Suggested format for ‘User Name’:

firstnamesurname@practicename e.g. jackbloggs@testoptician

– Select role(s) youwant toallocate to the user and click‘Create’
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1.5 Make a noteof the Temporary Password that appears in thepopup and pass it 

to theuser

1.6 User logs in toPCSE Online with User Name theUserAdministratorhas allocated 

thenand theTemporary Password

– User entersanswers* to 3 securityquestions

*answers to securityquestions must beat least 6 characters long

1.7 Popup message confirms user’s newpassword has beensaved

1.8 User can now log into toPCSE Online with User Name (non email)and

Password
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Password reset for user without an email

2.1 Click ‘Forgotten your log in details’ on theSign in page

2.2 Enter User Name and click‘Reset Password’

2.3 Enter answers to the securityquestions and click ‘Confirm’

2.4 EnterNew Password and click ‘Confirm’
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User without an email is unable to complete 
Password Reset

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

3.2 Enter User Name ofuser and click‘Apply’

3.3 Click‘Edit User’

3.4 Click ‘Reset Password’
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3.5 Make a noteof the Temporary Password that appears in thepopup and pass it 

to theuser

3.6 User logs in toPCSE Online with theirUser Name and thenewTemporary 

Password

– User entersanswers* to 3 securityquestions

*answers to securityquestions must beat least 6 characters long

3.7 Popup message confirmsuser’s newpassword has beensaved
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