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To create a new contract go the Contract option in the main menu
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Click on Contract set
’ up and completion
[ Contract Setup and Completion



You'll then be presented with the following screen

Click on Create
DCS045 - Contract Setup and Completion
4 Home

LRI W Contract No |~ | » Create
&4 Contract No Commissioner Name Contract lype Contract Sart Late Contract End Date Who With
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The process of setting up a contract has been simplified and has been broken down into 7 easy steps.
When you complete each step you'll see the step name change to Green.
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One of the key differences you'll notice when you create a new contract is that all new contract numbers
will be a random 10 digit number.

This means the concept of the six digit personal number for dentists will eventually disappear.

Before you start the contract set up process make sure you have the details of the

provider, performers and location to hand.

If the provider, any of the performers or the location is new you'll need to create them prior to creating

the contract. Separate guidance is available help you set up new providers and performers. New locations
can be created as part of the contract create process.

Once you've started creating a contract it will automatically save everything you've

entered each time you click the Blue arrow to move to the next screen




General

If the provider, performer or location are new make sure you create these before
you create the contract

# Home » Contracts List

Only tick one of
Select o these boxes if you
contract type [ : : don’t want the
i.e. GDS/PDS Conirac End Date NHSBSA to pay the

Closure Reason il :

Not Paid By NHSBSA % provider
Data Collection Only Contract [

Provider Effective Date |

Landline Phone Number

Enter location
id for the
contract or
click on the
create icon
to create a
new one

Tip:

Enter the provider
number or search
for the provider by
clicking on the
search icon

Fields in Green are mandatory

Mabile Phone Number
Email Address
Website Address
Contact Name

Click to move to the next
step in the process

Use this to
set up
Compass
access for
the provider




Step 2 Services

Click on Create to add a service to the contract.

This will bring up a pop up box

Display Senvice Values For Financial 151&&]
Year

Search Service Name =| ] Create

Rastoeds Bba 0 of O I FBF 171 G el
Recuming Total | ool Mon-Recurring | 000 Total Contract | 000
Total Valui

Search Performance Unit =] »
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Functionality to allow providers to complete the
contract set up process will become available later

Enter a start date for

the service and if it's a
non-recurring service

you'll need to add an
end date and tick the +5er

'non recurring' box e

Service Liow S 0w [ ™ &
Sarice Line End ute [N ™ &

Select the type of service you want to add to the
contract, for GDS this must be '‘Mandatory Services'

Add a performance
Add an annual value target for the service
for the service or the

full amount of the
non-recurring funding

L T T 4 Pege 11 e

Click Add to add the service to the
contract or click Add/New to add

this service and create another one
for the contract




Tip: You'll only have access to the KPI
step if you're creating a PDS + contract

Locations
Click to add a treatment location i.e. practice

address for the contract
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Add the location ID if you know it or click on
the green cross to search for a location or add a new one

Location T ) Landine Phone Number | '
Practice Name ‘ ; Mobie Phene Number ; |
Postcade 1 Emergency Cortact tumoer [
Address \ ] Emergency Cortact Hame [
\ ] Email Address [
‘ ] Website Address [ ]
[ ] Treatment Location Start Date /04R008NIN ™ @ Saturday, 01 April 2006
[ ] Treatment Location End Date | Im
Add | Add/Create = Cancel

When completed click Add to add the location to the

contract or Add/Create to add the current location and
create a further one




Performers

Step 4

Click to add performer(s) to the contract

# Home. ® Contracts List
i seneral ) services 0 wms &) Locations ) Pertormers (PP Tamets () Summa
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Search | Foréname ;1 ]
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H:
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Search to find
the performer

you want to add
to the contract

Enter the start date,
and end date if you
have one, for either
the NPE of NPEE,
NPE/NPEE is entered
for the financial year

Perfommer 1D

Forename

Sumame

GDC Number

Correspondence Address  [Pigase SElsciN ~|

Performer Start Date uﬂm-lﬁ |7 Friday, O1 May 2015
Perdommer End Date L

Search Ernpll:l-_.rnen: Type j Create
Empéoyment Type ! NPEMPEE Stan Date | MNPEMNFEE End Date | NPE| HNPEE IMFD!'I
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Add Add/Create Cancel

Click Add to add the performer to the contract
or Add/Create to add a further performer

5o the end date Must  Jiiiiaiimtbadi =

REEMPLE End Duss =

be 31/3 or before Panghiymant Type =7 o

Enter the amount of NPE or
NPEE for the period. This will

be determined by the employment
type you have entered
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Click to add
the performer’s

NPE or NPEE

Select the type of employment for the performer. If you
select Agency or Incorporated you must enter an NPEE figure,
even if the performer is a member of the NHS Pension scheme.

Click Add to confirm the details
for the performer. Click Add/New
to confirm the current details and

to add NPE/NPEE for another
performer




m’ Performance targets

You can use this screen to enter individual activity targets for performers.

Enter the relevant
performer number

or click on Search S S o

Forename [ [I— |
Sumame Il

[
GOC Number [T |
Contracted Activity

]
Select the type of } P I
target, UDA and A .
or UOA for the Add | AddiCroate | Gancel
financial year.

Click add to confirm the target or

Enter the value of :
Add/New to confirm the target for

the target for the

financial year this performer and add a further

target for another performer

Step 6

Summary

At the end of the process you'll be presented with a summary screen showing all the information
you've entered. You will then need to submit the contract for authorisation.

& Home » Conirscis L

«
e

Coninct Summany
1A, Dpritall Prasciics Limised [189547) Conieact Start Duse: 231002014

Conirt Mamber, 1002420000
Comirin Lodaten Adadress
Wmmmmm;wmm.

G5
Services Walue

Seart End Thii Yair Anduil T 't vl Lisins
[Ephdaminiiy 230304 L840 858 00 £1,000, 030 080 1 1030 LIS
Mandutory Secvican byl b T L840 08 £1,008 03 L L] LD
Eractithone: Catalls
Practiianar hama NP HPEE

Click on Submit

for Authorisation |k £108.00 o0
to Send the w-ﬂrm“muﬂMqhmm-l*ﬂ“

contract to be F————
authorised PP —

Click on Generate summary pdf if you

want to retain a copy of the contract
summary for your records




