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How to create Dental Care Professional Clinician (DCP) and add them to a
contract.

1. Dental Hygienist

2. Dental Therapist

3. Clinical Dental Technician
4. Dental Nurse

Tip: The Clinician menu option on your homepage will give you access to all the
clinician related functionality

If you already have the Personal ID (six digits long) for a DCP Clinician you can skip
this process move to the step ‘How to add a DCP to a contract’.

Creating a DCP Clinician

Homepage Menu
mm My Profile
B User Maintenance Click on the
B Provider __——Clinician Folder
Mm Contract
o — Click on Create DCP
i Faymenis Clinician
Bm Pensions
B ARR /
Bm Activity
B8 Reportinig Homepage Menu
= Participant Update B Back To Home Page
I PPE Reimbursement = Clinician Search
B Sedation Declaration = Create DCP Clinician
B NHS England Workforce
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Click on Create new DCP Clinician
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DCS522 - Create DCP Clinician

& Finance NHS Contracts v

# Home

DCP Clinicians created by you in the last 30 days

Search|Personal ID_v |

Records 0to 0 of 0

Page 1N

Complete all the fields in this section marked as mandatory (in yellow or with *)

r
DCP Clinician Details x

1.

| @)

I | coo umeer a

General Clinidan Details

Sex Clinician Type (from GDC
Title 4 Register) |
Fcfr.ename : Create Compass user (v}
Initiols L1 User Role [Please Select... v %
Date of Birth * 2 .
Clinician Contact Details
Address Title [ Landline Phone Number | |
Location & Landline Extension Number
Postcode Mobile Phone Number [ |
Address Fax Number [ |
Email Address [ * |
13
.

5 I Save I Save/Create mlﬂ
.

1. Enter the DCP clinician GDC number or use the magnifying glass to search
for the clinician’s record. General Clinician Details will then pre-populate apart
from ‘Sex’. Itis also recommended that the non-mandatory field for ‘Initials’ is
completed.

2. Enter the DCP Clinician’s date of birth.
3. Enter the Location ID or create a new one by clicking on the green cross —

enter postcode click Continue and choose address from the list. This should
be the DCP Clinician’s preferred contact address.
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4. The Create Compass user box will already be ticked. Select the DCP clinical
role Dental Care Professional from the drop-down menu. The email address
is used to provide the DCP Clinician access to a Compass account.

5. When you click ‘Save’ you will be presented with confirmation that a Personal
ID has been created and that an email has been sent to the DCP Clinician —
the email confirms the Personal ID number and provides a link for them to
create a Compass account.

DCP Clinician Detals x

Compass User Created

GOC Number 0000000681

General Clinidian Detalls:
Sex
Tite

Address Tite Landine Phone Nursber
Location Al Landine Extension Number
Postcode A3 E0H Mobile Phone Number
Address 122 PLUMMERS HILL WOKING Fax bumber
Email Address ennyanne92g gmail com *

Tip: The DCP Clinician needs to log in to Compass to retrieve the PIN required for
transmission of FP17s.

A DCP Clinician can view their current PIN by using the ‘Clinician PIN Request'
screen in the 'Activity' folder. A DCP Clinician can request a new PIN by selecting
the Reset PIN button on this screen.

A PIN is unique to each DCP Clinician and can be used for any contract they are
attached to.

The DCP Clinician Personal ID can be viewed in the following table once Save is clicked.
Alternatively you can locate the six-digit number using the Clinician Search option under the
Clinician folder.

S A BSA Dental DEV Redhat 8 [FSR]
NHS| DCS522 - Create DCP Clinician
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DCP Clinicians creat ted by you in the last 30 days

117432 TAMS JENNIFER ANNE 0000000681 Y Misw
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How to add a DCP Clinician to a contract
Click on
Homepage Menu / g]oentract Click on
m My Profile folder. Contract
B User Maintenance Amend.
Im Provider /
M Contract
S Chalcian Homepage Menu
M Payments
B Pensions B Back To Home Page
B ARR = Access Group Contep/Update
B Activity = Contract Amend
W Reporing = Contract History Search
= Participant Update
I PPE Reimbursement 5 ContracSearch
Bm Sedation Declaration i (ContactSetup
M NHS England Workforce

You will be presented with the following screen with the list of contracts associated
with your Compass log in.

Select the contract from the list or alternatively use the filter (enter contract number
and click arrow) then click Edit.

BSA Dental DEV Redhat 8 [FSR]

DCS047 - Contract Amend
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# Home » Contracts List

Search | Contract No v

MR H SLAWINSKI
MR J WHITBREAD
MR J WHITBREAD
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Select the Clinicians option.

[NHS]|
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DCS047 - Contract Amend

# Home » ContractsList » Contract
General
General
Servi Contract Details
Blagations o N
Contract Number: 1004310000 Contract Start Date 01/04/2017
AMECMacted Aty commissioner QGH Herefordshire and Worcestershire ICB Contract End Date
Contract Events
Contract Type GDS v Closure Reason Please Select. v
Pilot O Not Paid By NHSBSA ]
Provider 101281 Data Collection Only Contract
Contract Location 7335 @ @ Local Dental Committee LDC093 Q. WORCESTERSHIRE LDC
Address Title Prison Indicator Nov
Postcode DA4 9BJ
Address Unit 2 Evolution Provider Effective Date 07/01/2006
SHERBURN VILLAGE Landline Phone Number 12345678
Mobile Phone Number 12345678
Email Address DCSSTransformation@capita.co.t
Website Address www.nhsbsa.nhs.uk
Contact Name
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# Home » ContractsList » Contract

Clinidans

General

Search| Personal ID

Treatment Loc

Contract Events RICHARD JAMES

CHRISTINA ANNA
JACK

VALERIE ANN
ANTHONY PAUL
LYNDA MARY LOUISE
EMMA

DAVID JOHN

LESLEY CAROLYN
JOYCE PAMELA

Emma

788945
286249
547891

Records 1t0 11 of 11

AHMED Y

WALKER Y 01/04 7419101

ALWASH Y /0 3000.00

AMOUR Y 0.00

APPIAHANANE Y 0.00

KAHER Y 0.00
Y 0.00
Y 0.00
¥ 0.00
Y 08/05/2! 04, 0.00
Y 01/04/2017 02/04/2018 0.00

Page. 1N

Contract Clinician

Personal ID
Forename
Surname

GDC Number
Correspondence
Address

Start Date

End Date

Foundation Dentist
Trainer

NPE/NPEE

Employment Type

Records 0to 0 of 0

117432
JENNIFER ANNE
TAMS
0000000681

Personal v

01/04/2024

Search| Employment Type v

NPE/NPEE Start Date

Monday, 01 April 2024

NPE/NPEE End Date

NPE NPEE Action

Page /1

Cancel

Add the Personal ID of the DCP
Clinician. You can search using the
magnifying glass next to Personal ID.

Forename, Surname and GDC
Number will pre-populate.

Advised to choose Personal option in
the drop-down menu for
Correspondence Address.

Enter the Start Date (end date if
applicable).

You are then presented with the following screen. Click Create.
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You can see that the DCP Clinician has been added to the contract. Click submit.

BSA De wal DEV Redhat 8 [FSR]

[INHS]

. . . DCS047 - Contract Amend
Business Services Authority

& Fini nce NHS Contracts v

# Home » Contracts List » Contract

Cinidans

Search|Personal ___v] ®

23/24 NPE 23/24) PEE  Action

RICHARD JAMES AHMED

CHRISTINA ANNA WALKER
JACK ALWASH
920533 VALERIE ANN AMOUR
ANTHONY PAUL APPIAHANANE
LYNDA MARY LOUISE KAHER
EMMA A

Z << <<<<<<<=<=<

DAVID JOHN
LESLEY CAROLYN
286249 JOYCE PAMELA SCOTT 7
547891 Emma LUCUTA 60247 01 02/04/2018 0.00
17432 JENNIFER ANNE TAMS 0000000681 01/04/2024 000
Records 11012 0f 12 Page[  1]/1

The change then has a status of Amended and Awaiting Authorisation — you can only reject
at this stage.

The change needs to be authorised by your commissioner. You need to submit a Compass
Authorisation Form to the commissioner.

You can additionally view the changes by selecting the Summary option and then Display
Unauthorised Changes.

/umuy&ew

Contract Sumr

MRJWHITBRI Unauthorised Changes »

stiaais Contract Numl

Unit 2 Evolutio

Commissioner Contract Type Contracy Start Date Contract End Date Address Title
08 Herefordshire and Worcestershire ICB G0S 01/04/201

Herefordshire and Worcestershire ICB oS 01/04/2017 dradent Stud
5 erefordshire and Worcestershire Oraden Sudic

Page| 1)1 Units
High Street De 8 UDA
G Do
Clinician Nam
(S Cinicans

Dr S AHMED B Glinician )
Mrs JATAMS
Mrs J WALKEF Personal ID Name Start Date EndDate  Reason for Ceasing Con. address Trainer
Miss ALWASH 117432 TAMS, JENNIFER ANNE 01/04/2024
Mr PJ AMOUR PaN 1)1
Mrs KA APPIA
Mr A KAHER

=] Changes to NPE/NPEE
DrRAI 8
M Pintwst D Start Date End Date Employment Type NPEValue  NPEEValue  Allow Amend
e ShpARY 1066483  01/04/2024  31/03/2025  Dental Care Professional (DCP) 0.00 0.00
Miss S SCOTT Pﬂ?’ﬁ”
MrTSLUCUTA

NB. Other Payt
The contract changes were submitted for authorisation by Robin John Matloob

| e e |
[

You can only reject changes you have made.
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