Quick Guide to
NHSP:Online

This guide will provide you with a basic overview
of NHSP:Online. To access the NHSP Online
Booking Management system you will require
an Agency User account. You can request and
Agency User account by contacting the Agency
Support Team, contact details can be found at
the end of this guide.

The following topics will be covered in this guide:

1. Notifications

View Requests

Add Agency Worker
Edit Agency Worker
Book Agency Worker
View Invoices
Awaiting Authorisation

Awaiting Release
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Previously Released
10. Booking Status

11. View Self-Billing
12. Change Password

Step 1: To access NHSP:Online, please always
use Internet Explorer. You can access the system
using this link:
www.nhsprofessionals.nhs.uk/en/Login

Step 2: Once you have logged into NHSP:Online,
you will be presented with a menu of options.
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1. Notifications

This is the default homepage and any notifications for
shift modifications or cancellations will be shown here.

Menu Options

View Requests

Add Agency Worker

Edit Agency Worker

Book Agency Worker

Notifications

2. View requests

Menu Options
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To view any available shifts for agencies, select the
‘Trust’ and the date range (Only 7 days at a time) and
click ‘Submit’.

Agency Requests Filter Options
Tl Trgl-TrainingNHS Trst. 4
Start Date @ | Calender |
End Date @ m
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3. Add Agency Worker

a. To create a profile on the system for your agency worker simply
click on the ‘Add Agency Worker’ option.

Add Agency Worker
EditAgencyWaorker

b. An empty profile screen will appear ready for you to populate
with the worker details. Please complete all the fields.

epeecy Werker Detals | Agency Worker CheckLit

L_i_ S Agency Worker For fraining ———— |
Sismame; |

Farst Wame: |
NI humbser: r

ACEDD ACBGEn Agute
ACET ACBOP MM [
ACCD ADCGEn Acute

Add Assigrmants:

Agency Worker Email Address: |

Agency Worker Unigue Id: |
Gender:[ ||
Post Hiskd AL [Select Tros]
The Wiorker holds NHS Post at: [No Client Trust

Pay Methads: |PAYE )

£

c. If your worker belongs to a ‘Registration Body’ (NMC, GMC,
HCPC etc), you will need to include this by clicking the grey
‘Add Registration Body"’.

|  Add Registration Body |
~ RegistrationBody =
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4. Edit Agency Worker

a. To view and edit details on an existing worker profile simply click on the ‘Edit Agency Worker' option.

Add Agency Worker
EditAgencyWaorker

b. Then select the “Filter Setting’ and enter the first 3 letters of the ‘Surname’ and ‘First Name'’

c. Highlight the relevant worker and click ‘Search Worker’.

Search for Staff
[Me, 3 chares OF Survmed Form Mamd]
Sumame

_trJ

First Name

[t a-:
Sraft

Search Warker

5. Book Agency Worker

a. This option allows you to book one worker into several shifts.

AU Ay oLy VWl el

Matifiratinne

b. To book available shifts for the worker, simply select the Agency Worker, Trust and enter a date range
and click *Submit’. All available shifts will appear for the Trust selected for you to book this worker into.

Select Agency Worker

Trust | Trg1-Training NHS Trust v|

Start Date |15-APR2020 | ==
End Date [22-APR-2020 | Il
ET
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6. Invoice details

a. This option allows you to view invoices on system.
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b. Search for invoices by ‘Shift Reference’ or ‘Invoice Number’.
View Agency Invoice Details
® By Snift Reference Murber

) By Inv oice Murrber

Enter the Number: |

7. Awaiting Authorisation

a. Here under ‘Timesheets’ you can find shifts that are awaiting authorisation from a Trust.

Awaiting Authonsation

Previously Released

b. Simply enter the details under “Where / Date Range/ Staff Name"” and click “Filter’ and a list of
shifts awaiting authorisation will appear.

Whase ke Range Search for Stall
Tt Period ;.- farmman o Earpma ¥ e Kama
Trarang NG Taust L Last 3 morihs % urname
i reng
Lo i)
w Frat e
dawd
= St
| Temring Pl
Trasning P2 -~
Trasning Pl i
Trasning Fit
[Gex]

Fikex

8. Awaiting Release

a. Here under ‘Timesheets’ you can find shifts that are awaiting release after authorisation.

Awaiting Authonsation

Awalting Felease
Previously Released
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b. Simply enter the details under “Where / Date Range/ Staff Name"” and click “Filter’.

Wheve [—— Sparch for Saalf
Trast ) Sr. | Fwviesd ewnled bae
Temrwny NG Truit £ mit ] menia W Sasraeie
Lomabain

| Frsd harm
Wwrd

bt -

Ol

Filter

c. A list of shifts awaiting release after authorisation will appear. You will have the option to ‘Resend’ the
release email or ‘Query’ a shift here.

[ Rl b Agescy Viorier Hume  Agewoy Worker Uiskger M Trwst ard Fart Tonr  [nd Fse  Assipumest  SaialUosi  Sndciion Cellerend
p s o = Trmrang Locaton | . s - . P
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= Vi Lo | i
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9. Previously Released

a. Here under ‘Timesheets’ you can find shifts that have been previously released for payment.

Awaiting Authonsation

Awaiting Release

Previously Released

b. Simply enter the details under “Where / Date Range/ Staff Name” and click ‘Filter’.

Whaie [Ote Hange S chh for Seall
Mir, 1 thargben o Tarme
Trust & Shifts Worked ) Timeskest Rlense Surname
Trmrang NHS Truse bl
Lzt
oF First Bame:
Ward pd nay
v Last 3 monibe SEad|
Filter

c. A list of shifts previously released will appear which will include details of costs and
commission for each shift. You will have the option to ‘Query’ a shift here.

e P AaTwad
Commmivion Total Cont

Duir Rl b Agescy Worker Heme Ageacy Wostes Unigee B Eni ward g e e e
BRI HIOMELE Trmeng W 1 Timeiea W Trast .;_‘:;',_‘:';F"I“= MG O M 6 L aR00 MM 60 1w B O ey
SR AT By a P i Trasvny M6 Trust .;_':;':.:.“:_;’;“= dhaih DR M 6 L aRen el 6 k¥ Bl G ey
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10. Booking Status

a. The ‘Booking Status’ option allows you to view shifts that you have already booked.

b. To view your booked shifts, simply select the Trust and enter a date range and click “Submit’.
Agency Bookings Filter Options

Trust |Trg1—Traintng NHS Trust W

Start Date |18-MAY-2020
End Date |18-MAY-2020

c. All booked shifts will appear for the Trust selected. Here you can also filter by Location and Ward.

Ageecy Boalimgy bor Tewnk Trainksg WS Tras

wocwsen | Trgl-T g Locesion | - mwd | AN WaEs

[y - i s [, Jroecs M- D Toman [ i [ Trre— | —— [P e
g WRsEAT Temrwg Mt telm M L4 ] Fb ) Towrarg Lo sioe. § e Or Dmgd ¢ oS o
ot Tomearg Foe g Ve 30 - Y Tonb Lt e | Vot O G 181 T v

d. To cancel a shift or change the worker click ‘Options’ and select from the following options: ‘Change
Agency Worker’ ‘Modify Booking’ or ‘Delete Booking’

AgQency Booking SCreen

Baoking dar 1he
Trust Trainng NHS Trust

Loecafion Training Locsson 1
Werd Ward Or Depi 1

ocy wae 1o 1]
pus [15-May-2020
S Tygs |Stamdand
s T (1700
Erd Tiew _?Diﬂ
Bocksd Assgnment | CSWOD
ey o T

Back

11. View Self-Billing

a. This option allows you to view the backing reports/invoices once.

b.To view available reports, select the Trust, Date Range, Worker or Request
or backing report number and click ‘Filter’.

ofylinjB) www.nhsprofessionals.nhs.uk
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If your agency requires support or has any queries,
please visit our Help and Support platform:
www.nhsponline.nhs.uk/s/contactsupport, where
you can find helpful articles. You can also get in touch
with us through the contact form provided within

each article.

E u m m www.nhsprofessionals.nhs.uk
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