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GP Payments

Introduction Contents

If there is a specific section in this guide that you would like to see, please click

GP Payments administration is now managed through PCSE Online. one of the icons below to be taken straight to that section.

You can now create, track and review all of your practice premises claims and locum
cover cost claims through the new claims portal. The system will also create a direct

link to your commissioning office for them to approve these claims, as well as pre-
approve any locum cover requests.

Claims Portal
........... Video overviews

How do | Submit a Premises
........... claim

Applying for locum cover
and why?

oooooooooo

All of your practice claims can now be tracked and logged in PCSE Online.
Highlighting any errors before submission. How do | Submit a locum

cover cost claim

oooooooooo

With our new notification system, as soon as your claim has been reviewed and a

decision has been made, you will receive an email telling you the outcome. How do | amend a
: : claim?
Quicker, easier to track, secure.

Step-by-step
clicks

To use this guide, your user administrator needs to ensure you have been setupin ~ Jeeeeeeeee
PCSE Online with at least one of the following roles:

Further
Support

e GPP - View Claims
e GPP - Claims Admin

oooooooooo




@ Go back to the
GP Payments contents page

Claims Portal - Video Overviews

When your claim has been reviewed by your commissioner and they have made a decision, you will receive and email as well as a PCSE Online notification. This will let
you know that you have to log into PCSE Online to check your claims portal/

Click on the Play button below to see a summary of how to process a claim and what to look out for when it has been reviewed by your commissioner.

Click to play the video

Locum Cover

Claims
8m 30s

Click to play the video
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How do | Submit a Premises claim?

* Log into PCSE Online

e Click GP Payments

* Choose Payments

* Click Claims then Claims Portal

You will now be in the Claims Portal
screen (see right)

Choose the relevant option from the Select
new claim type drop down then click Create
New Claim

Home » GPFPayments > Clalma » Clains Podtal

Standard Claims Portal

Select new clalm bype

Please Sekect

Create New Clalm

Standard Claims

Pre-Apgaoyals

Contractor Name'Coda

Claim Siotus

A Go back to the
contents page

Apply For Lecum Pre-Approval

o Mars

= il

Flagie Salect

Claim Date from

VWYY

Claim Date 10

CITHTE Y

Cladm Type Clalm Start Date

Clalm End Dags Clalm Status - Paymaent Status Rwwart to Draft O lwste




GP Payments

How do | Submit a Premises claim?

Now you are in the Premises Claims

screen. The next job is a simple one, Fill in

the blanks!

Hemna QP Payrmentd Clsim Claira Peral

Premises Claims

i the appiova

Salect Premilses Claim Type

Claim Period Start Date

Contractor Details

Coniractor Code

File Upkoad

Choose fes |

Claim Period End Dale

®

Contracior MNamse

File Name

®

Go back to the

contents page

Confracior Address




GP Payments

How do | Submit a Premises claim

Continue down the page completing
all fields and uploading the supporting Eike Upload
documentation for your claim.

Cnposa N | M

At any point you can cancel or save for

later. If the claim is complete, click submit.

As soon as the claim is submitted, this
will be sent to your local commissioner Eatect Larsdiond
to review and approve. Once they have
submitted their decision, you will receive a Fieass Soiec!
notification in PCSE Online. ”

‘ Cancal Save for Laier

Pay Direct to Landiord

Pleaze enter additional detailz 1o suppart Application

Total Claim Amount for Fremises

Baclaration

QEOXS

®

Go back to the

contents page
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How do | Submit a Premises claim

Now that our claim has been submitted, you
will see that the home screen of the claims )
portal has been updated and the water rate Standard Claims Portal
claim is now showing in our listing screen
(highlighted) and it has the status Pending. Select now clim ype

Fleria Sirberd Create New Clalm Apply Fer Locum Pre-Approval

Click on the magnifying glass icons to see

what other information you can see

Claim Type

® O |

Claim Erd Claim Status - Payment Raver o
Dats Simbus Diraft

2021080000047 E'E"“"“J'"'P'“" ::'; 1R Pending

Displaying 1-1 of 1 kems
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Applying for locum cover and why?

* Log into PCSE Online

e Click GP Payments

* Choose Payments

* Click Claims then Claims Portal

You will now be in the Claims Portal screen
(see right)

Choose the relevant option from the Select
new claim type drop down then click Create
New Claim

Home » GPFPayments > Clalma » Clains Podtal

Standard Claims Portal

Select new clalm bype

Please Sekect

Create New Clalm

Standard Claims

Pre-Apgaoyals

Contractor Name'Coda

Claim Siotus

A Go back to the
contents page

®

Apply For Lecum Pre-Approval

o Mars

= il

Flagie Salect

Claim Date from

VWYY

Claim Date 10

CITHTE Y

Cladm Type Clalm Start Date

Clalm End Dags Clalm Status - Paymaent Status Rwwart to Draft O lwste
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Applying for locum cover and why?

Now you are in the form that allows you to

apply for locum cover and the next job is a m
simple one, Fill in the blanks! PCSE Online Snckind

Home > OGP Fayments > Chdms > Clalms Portal » Looum Cosd Clasm Fre-Approval

Locum Cost Claim Pre-Approval Application Form

Thez folloeying form muest be compleded for all Locum Cosf Claims beskies Locum Cover for GF Uinplanned Sickness. i approved, the contracior will be granted
pre-appaoval for the peniod the penionmer s absent, 1o submit claims for Lecwm Cover in the GF absence.

Select Claim type for Pre-Approval

Please Seledt

Absent Performer Details

Contractor Details
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Applying for locum cover and why?

Continue down the page completing
all fields and uploading the supporting
documentation for your claim.

Contractor Details
At any point you can Cancel or Save for

.. . ) Contractor Code
later. If the claim is complete, click Submit.
Piease Select
‘ m Please attach the relevant evidence to support the Pre-Approval Application
Cancal Save for Laiar

- Mot chasen )
As soon as you h.ave. submitted your locum Pleass enter additional detalis to support Application
cover request, this will be sent to your local
commissioner to review and approve. Once AR NN SO I R R

they have submitted their decision, you will
receive a notification in PCSE Online.. You
cannot claim for the locum cover until this is

approved. Dweclaration

| ghcimng whart the information | haral givaen on Des Torem 5 corec and complels. | endersiand i il & B nol, the valug of B claim may B recovwsed Fom mry crganisaion. To ensbie
MHS England or s delegaied authoniy to check enbilement and fo prevent and delect Irod | consent (o he desdicsure of refevant mformabon from this loeme walh and by PCSE
(Capita) &h behall of HHS England, e NHS Butinets Senaces Autanty, Departrsent o Week and Pensiong, HM Ravernia & Customd, FMHS Digal, NHS Counler Fraud Authornty,
Li=cal Arhonlies @nd bodees periaming hencihons on their Behall

Declaration Date

A mimyne 3 Tick b Confm ® ®
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How do | Submit a locum cover cost claim?

Before you can submit a claim for locum
cover cost, you need to ensure that you
have submitted a pre-approval request to
your commissioner and that this has been
approved.

* Log into PCSE Online

Click GP Payments

Choose Payments

Click Claims then Claims Portal

You will now be in the Claims Portal
screen (see right)

Choose the relevant option from the Select
New Claim type drop down then click
Create New Claim.

Home » GPFPayments > Clalma » Clains Podtal

Standard Claims Portal

Select new clalm bype

Please Sekect

Create New Clalm

Standard Claims

Pre-Apgaoyals

Contractor Name'Coda

Claim Siotus

A Go back to the
contents page

Apply For Lecum Pre-Approval

o Mars

= il

Flagie Salect

Claim Date from

VWYY

Claim Date 10

CITHTE Y

Cladm Type Clalm Start Date

Clalm End Dags Clalm Status - Paymaent Status Rwwart to Draft O lwste
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How do | Submit a locum cover cost claim?

Now you are in the Locum Cover Claim
screen. The next job is a simple one, Fill in

the blanks! Home > GPFP Payments 3 Claims » Claime Portal » Locum Cost Claems Fomm
e blanks!

Remember! You can only submit a claim LGCU m CﬂSt Gla im Fﬂrm
when you reach the date of the first day The: folicaving fonm must be completed for all Locum Cost Claims, In ofder to validate the pre-approval for the relevant claims types the user compileting the
of the pre-approved locum claim. You will Forrn miust enter Claim D from heir approved Pre-Approval Tarm, i the Pre-Approval Tamm has nol besn completediejeciad by B authorser the user will not

not be able to make a claim before the b able lo submil this claim form

approved start date.
Claim Period Start Date Clabm Period End Date

i ik

Select Claim type Pre-Approval Claim 1D

Flrgse Selecl Fre-Appeoval Clasm 10 r

Absent Performer Details

GMC Codae Parformar Nama @ @
LA Lroede Feriommes Fame

Contractor Details
Contractor Code Cantractor Hame Contractor Address

P b Caoniractor Mams Conlrncior Aodress

Locum Cover Details
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How do | Submit a locum cover cost claim?

Continue down the page completing
all fields and uploading the supporting
documentation for your claim.

At any point you can Cancel or Save for

later. If the claim is complete, click Submit. Add Mars Locum Cover Detals

File Upload

Please anter additional details to support Application
Once you have claimed a reimbursement Custom text antry mas 180 characters

for your locum cover, you will be re-directed
back into the claims portal where you will
be able to see your locum cover request in
the main table on the screen.

Todal Claim Amount for Cover

Dwclaration

I dpciarg thal the micemalion | harad grain of el Toimn B Comect and complisle. | uecenslang thad # il i mol, the valug of the claem mary e resovangd Insm my orgarsiation, To enable
HHS England of s delegated authorty by check entitiement and bo pravent and detect fraad | oondes o the dstiosune of relevant informaticn from el fonm with and by PCSE
{Capita} on behall of HHS England, Be NHS Business Services Authoary, Deparmesnd for Wiork @nd Penseons, HW Revenos & Customs, NHS Dagstal, NHE Counber Fraud Aduthonty,
Lesiad Aanthoiities &nd Do parialmeng fenctons. on their Behall

Declaration Date

el sy L] Tick to Confirm
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How do | amend a claim?

Once that you have submitted your claim,

you may realise that you have made an .

error in the initial submission. This may be Standard Claims Portal
that you attached the wrong supporting Selact new claim typo

evidence to the claim or that you requested

an incorrect amount. Piease Sl Croate Mew Glaim Apply For Locam Pre-Approval

Either way, amending a claim is simple.
Click on the magnifying glass icons to see
how this is done.

QEONC

Clairm Date from Claim Type

Please Seiect

Cilairm Sl - Paymsnt
Siatis

D Didells Jerl Prasclic Rates -
Waler

202 B T Pending

Driplaing 1-1 &l 1 Aema
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Step-by-step clicks

Go back to the
contents page

®

Each process within the claims portal has been summarised below in a series of quick clicks. If you would like to see these processes in more detail, return to the contents

page and click on the relevant process to see this.

Submitting a premises claim

1.

© N o o kA 0 D

Log in

GP Payments

Payments

Claims

Choose your new claim type (premises claim)
Create new claim

Select premises claim type

Enter claim period start date and end date

Apply for locum pre-approval

N o o A~ w DN

Login

GP Payments

Payments

Claims

Apply for locum pre-approval

Select claim type for pre-approval

Enter Absent Performer details (GMC Code,

Absence start and end date)

9. Choose your contractor code

10. File upload (supporting evidence)

11. Upload button

12. Enter additional details to support the claim
13. Enter total claim amount for the premises
14. Tick the declaration box

15. Submit

8. Choose contractor code

9. File upload (supporting evidence)

10. Upload button

11. Enter additional details to support the cover
12. Tick the declaration box

13. Submit

Submitting a premises claim

1.

2
3
4.
5

10.

Login

GP Payments

Payments

Claims

Choose your new claim type
(locum cover)

Create new claim

Enter the claim period start
date and end date

Select claim type

Enter absent performer details

Enter contractor details

11.

12.

13.
14.

15.
16.
17.

Add more locum cover
details (information about the
performer who undertook the
locum cover)

File upload (supporting
evidence)

Upload button

Enter additional details to
support the claim

Enter total claim amount
Tick the declaration box

Submit



Contact Us

For further support and information, please visit our website:

PCSE Website

www.pcse.england.nhs.uk

To visit PCSE Online:

m Q PCSE Online

England

For queries relating to a particular service, please use our:

Primary Care Support England

Online Enquiries Form

https://pcse.england.nhs.uk/contact-us/

Your feedback helps us to make things better.

How satisfied are you with this interactive guide for submitting claims?

Very Satisfied Satisfied Dissatisfied Very Dissatisfied C u Sto m e r S u p po rt C e n t re

0333 014 2884

Or alternatively, you can call our:

@ Go back to the contents page
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