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Ophthalmic User Administrator Roles
The table below provides details of the User Administrator Roles that can be assigned:

PCSE Online Role Role Description
PL Organisation User Ophthalmic Performer List User Administrator — responsible for providing
Administration PCSE Online user accounts for Performers within their practice.
! OPTO Organisation User Ophthalmic User Administrator — responsible for providing PCSE Online user
For quick Administration accounts for Ophthalmic Payments users within their practice.

access to
individual sections
click on the heading

you want in the Ophthalmic Performers

contents
The User Administrator must set up PCSE Online user accounts for Performers within
their practice by following the steps below.
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2. How to Create a Portal User as a Performer

Step by step guide to creating a PCSE Online user account
for a Performer

1. User Administrator logs into PCSE Online. Enter email address and password.

PCSE Online INHS |

England

‘ Home About Sendres Organtsations News Help Contact Us Register = Login ‘

Signin

FMAIl ADDRFSS

I UAI Extsuperuseniuat com I

PASSWORD

Furgollen your login details? | Help

REGISTER AS A

Please Select

PRIMARY CARE SUPPORT  Organisation ices Legal
ENGLAND Deniits el
F Cervical screening
Phermacies ~ GPPayments

Market entry

Ophthalmic payments

Performer list

2. Access the User Management Landing Page.

PCSE Online NHS |

England

HOME USER MANAGEMENT HELP

Hello Kirsty McManus,

Welcome back to the PCSE portal. Select the service you require from the navigation bar above or from the summary
panels below. And remember we're here to help.

News

© NHS Fngland 2019 All rights reserved | Terms & Conditions | Privacy | Accessibility | Cookies

3. Click on ‘User Management'.

@ vatextsuperuser@uatcom 0 Messages ##Oeftings O Log out

PCSE Online INHS

England

HOME USER MANAGEMENT HELP

Creale User Pealusmnmer Regisbialion Deaclivale Use

USER MANAGEMENT HOME

As a super user, you can manage uscrs
Please note, when searching.

» Enter search criteria, with minimum of 4 characters
= Click Apply

Email v All v Apply Clear

@ NHS England 2019. All ights reserved. | Terms & Conditions | Privacy | Accessibiiity | Cookles
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From the User Management menu, choose the Performer Registration option. 1. Performer is not already a Portal User
... - -w= > > - =——-B-.-oBoBoHoHow . .-.o>»N N . """ . . —B@ . .. .>. If the Performer is not already a Portal User, you will need to confirm the Performer’s
email address and telephone numbers and click the ‘Update’ button.

HOME PERFORMERS LIS | RECORDS AND SUFFLIES USER MANAGEMENT HELF

Create Use Parformer Registration Disable User
S ——

Performer Registration

PROFESSIONAL BODY NUMBER

You will see the screen below where you must provide the Professional Body
Number (GOC, number) of the Performer.

alnw32d

FIRST NAME SURNAME
Alcx MNewman
EMAIL ADDRESS RE-ENTER EMAIL ADDRESS
= I alex newman:a),pcsenewsnop.co.ul-: I I 3IQK.I'!E'\J-'I"I"SI'I(GJDCSEI'IE!'.VBI'IOD.CO.UK I
PCSE Onlin
CS O < England TELEPHONE NUMBER MOBILE
{ J J
HOME PFRFORMFRS 1 IST RECORNDS AND SLIPPLIFS USER MANAGEMENT HFI P
- D —— Cancel
Create Lser Fartormer Kegistration Disable User
Performer Registration You will be taken to the ‘Create Portal User’ Screen with the fields populated with
PROFESSIONAL BODY NUMBER the Performer’s details. You should select a the ‘Performer’ Portal Role and click the
I ' ‘Create’ button.

ORGANISATION CODE

Dummy Ophthalmic Practice ELS

Role Status
PL Practice Manager |

I Performer O I
Version: 1.5.0.1 | 31 Oet, 201/

Specify the Professional Body Number and press the ‘Enter’ key. coneet

If the Performer is already a Portal User, you will be shown the first name and surname
of the Performer.

f If you see any error messages during this process, please contact the

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

PROFESSIONAL BODY NUMBER or phone 0333 014 2884.
roj002

A user record for this performer exists. Click here to view

FIRST NAME SURNAWE 2. Performer verifies User Account
Rabert Jones

Once the user account has been created, the Performer will receive an email with a
link for them to verify the account and set up a password.

You can click on the "Click here to view' link to see the full details of the Performer’s
Portal User. The screen that opens when you click on the link is same as the one for
‘Update Portal User’.

<< 4 > > D
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3. Performer is already a Portal User
If the Performer is already a Portal User, you will be shown the first name and
surname of the Performer.

Performer Registration

PROFESSIONAL BODY NUMBER
rojuz2
A user record for this perrormer exists. Click here 1o view
FIRST NAME SURNAME

Robert Jonecs

You can click on the "Click here to view' link to see the full details of the Performer’s
Portal User Account.

4. Professional Body Number is invalid
If the Professional Body Number specified is invalid, you will see an error message
‘Performer not found'.

Performer Registration

PROFESSIONAL EODY NUMBER

AAXX

Performer not found.

If the Professional Body is not found, please contact the Customer
A Support Centre via https://pcse.england.nhs.uk/contact-us/
or phone 0333 014 2884.
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3. User Administrator Roles

Ophthalmic User Roles

The table below provides details of the User Roles that can be assigned.

PCSE Online Role Role Description Typical Practice Role(s)

Contractor Signatory

GOS Performer

GOS Claim Manager

OPH Statement View

OPH Supplier Signatory
(Eng)

OPH Head Office

This role is for a GOS contractor or a
nominated contractor signatory who needs
to be able to enter patient details to create a
GOS claim, complete the contractor/supplier
section of a claim and sign the contractor/
supplier declarations.

This role is for ophthalmic performers who
need to be able to enter patient details to
create a GOS claim, complete the performer
section of a claim and sign the performer
declaration.

This role is for practice staff who need to
be able to enter patient details to create

a GOS claim, and view and edit all GOS
claims within the practice (excluding
editing the signed performer and contractor
declarations).

This role is for any member of practice staff
who only needs to be able to view GOS
statements.

This role is for staff who need to be able
to enter patient details to create a GOS
claim, complete the supplier section of a
GOS3 or GOS4 claim and sign the supplier
declarations.

This role is for head office based staff of
optical chains who need to be able to view
GOS statements for practices in their chain.

Contractor or nominated contractor signatory
who is authorised to submit GOS claims on
the contractor’s behalf.

Optometrist (or Ophthalmic Medical
Practitioner) who is on the NHS England
Ophthalmic Performer List and provides NHS
sight tests in the practice.

You must create a PCSE Online account for
a Performer by following the steps in Section
x before assigning the role of GOS Performer
for the Ophthalmic Payments system,
Dispensing Optician, Dispensing Assistant,
Practice Manager, Admin Staff, Receptionist.

Practice Administrator (Finance).

Practice Manager, Dispensing Optician
or support staff who are involved in the
dispensing and collection of glasses.

Head Office Administrator (Finance)
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Additional roles Step by step guide to creating PCSE Online Users
Z'j;siii?;ai\évfamﬁ;csoellzmz?drgzyi;sg;zr:On the ist of roles for an Ophthalmic User 1. User Administrator logs into PCSE Online. Enter email address and password.
CET PRT Supervisor

CETPRTClaimant EESEOnlie -
CETPRTReadOnly e g e

CETPRTClaimManager

OPHCentralOpticalFundStatementView —

OPHEyecareTrustStatementView IF:?:;::::;@mm :

Users with multiple roles = '

Please note, it is possible for a user to have more than one role e.g. an optometrist who m

is both a Performer and a Contractor would be assigned the Contractor Signatory and R

REGISTER AS A
GOS Performer roles.

Please Select

PRIMARY CARE SUPPORT  Orgerision Logal

Dentists Privacy Policy

General Practitioners Cookics

Opticians el ing Accessibility

Phamacies

Ophthalmic payments

Performer list
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2. Access the User Management Landing Page. Click "Create User’

PCSE Online PCSE Online e

HOME USER MANAGEMENT HELP HOME USER MANAGCMCNT HELP
Create User P riormer Registration Deactivate Liser

Hello Kirsty McManus, USER MANAGEMENT HOME

Welcome back to the PCSE portal. Select the service you require from the navigation bar above or from the summary As a super user, you can manage users
panels below. And remember we're here to help. Please note, when searching.

» Enter search criteria, with minimum of 4 characters

= Click Apply

News

Email v All v Apply Clear

© NHS England 2019. All righls reserved. | Tenns & Condilions | Privacy | Accessibilly | Cookies
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Assign user role(s). Enter user details and assign role(s). Then click ‘Create’.

HOME USER MANAGEMENT HELP
D ——
Create User Performer Registration Deaotivate User

3. Click on ‘User Management'.

PCSE Online e
9 CREATE NEW USER
TITLE FIRST NAMES SURNAME
HOME USCR MANAGCMCNT HELP Mr. v Cary Cray
e ————— EMAIL TELEPHONE
Creale Uscr Performer Registration Deactivate Uscr
gary.qraytest com LARRRRRENAEI
USER MANAGEMENT HOME MUBILE HEUUESTEH'S EMAIL
LRRRERERRILI UATExtsuperuseri@uat com
Asg a super user, you can manage users
ORGANISATION CODE
Please nute, when searching.
England Optha Practice 1

« Enter search criteria, with minimum of 4 characters

« Click Apply —

CFT PRT Supevisor

; CanfractorSianatory I
Email v Al v m Clear I
OPHSLalemen WView

OPHHeadOffice

Status

OPHCenb alOplicalF und StalemenView
UFHEYyaL are | ruststalementyiesy

OPH Supplier Sgnalory (Fng)

I GUSTIaimManager I

GETPRTClaimanl

CETHHIHeagUny

CCTPRTClaimManager

GOsHerformer -

GOSReadOnly

et

If you see any error messages during this process, please contact the
A Customer Support Centre via https://pcse.england.nhs.uk/contact-us/

or phone 0333 014 2884.

> D
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Verify user account. Once the user account has been created and role(s) has been
assigned, the user will receive an email with a link for them to verify the account and
set up a password

PCSE Online INHS

England

Set Password

USERNAME

Uscrightest.com

PASSWORD

Password

CONFIRM PASSWORD

Confirm Password

=

& NHS England 2019. All rights reserved. | Terms & Conditions | Privacy | Accessibility | Cookics
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4. User has forgotten their log in details

User has forgotten their password

If a user has forgotten their password, they should click “Forgotten your login
details” on the PCSE Online homepage.

PCSE Online INHS|

England

Sign in

EMAIL ADDRESS

PASSWORD

REGISTER AS A

p'ease Se ECI v

The User should then enter their user name and click “Reset Password”.

PCSE Online NHS|

England

Forgot Password

Type your user name and cick Reset Pagssword

Forgot User Name

Please contact your local user admnistrator if you have forgotten your uSer name.

@ NHS England 2019. All rights reserved. | Terms & Conditions | Privacy | Acosssibility | Cookies

User has forgotten their User Name
If a User has forgotten their User Name then they must contact their User Administrator.

> D
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5. Deactivatinq User roles 2. Access the User Management Landing Page
PCSE Online NHS

England

Step by step guide to deactivate a PCSE Online User

If @ member of staff leaves the practice the User Administrator should terminate their bt L A
PCSE online user role User

Hello Kirsty McManus,

Welcome back to the PCSE portal. Select the service you require from the navigation bar above or from the summary

1. Administrator logs into PCSE online. Enter email address and password panels below. And reimember we're here to help.

N
PCSE Online INHS =

England

Home  Ahmit  Services  (rrganisafions  News  Help  Contad ls Register » 1 ngin

& NHS Fngland 2019 All rights reserved | Terms & Condiions | Privacy | Accessibility | Cookles

Sign in 3. Click on "User Management'
EMAIL ADDRESS

PASSWORD

[ I PCSE Online

England
Sign in
HONE | USER MANAGEMENT | HELP

Forgotten your login detalls? | Help =
Creale User  Performer Hegistrabon  Deachvale User

USER MANAGEMENT HOME

As a super user, you can manage users

REGISTERAS A

Please Select

Please note. when searching

- Enter search criteria, with minimum of 4 characters
» Click Apply

Organisation Services Legal Fmail v All v m Clear

Denits  Reods ~ Pivay Poliy
General Practitioncrs Supplics Cookies
Opticians Cervical screening Accessibility
Phammacies GP Payments

Market entry

Ophthalmic payments

Performer list
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4. Click 'Deactivate User’ Check user name and click ‘Deactivate User’

‘ & uatextsuperuserfduat com (0 Messages ®@Seftings ® Log out & uatexisuperuser@uat com 0 Messages #Seftings @ Log out

PCSE Online INHS| PCSE Online NHS

England England

HOMF USER MANAGEMENT HFI P HOME USER MANAGEMENT HELP

Create User Perimer Regisiration Deacivaie Liser

Creale User Performer Registratic 1 Deactivate User

USER MANAGEMENT HOME

As a super user, you can manage users

Deactivate User

SELECT USER

Plaasa nofe whean saarching Gary Gray gary.gray@fest com
« Enter saarch criteria, with minimum of 4 characters ——————
« Click Apply ‘ Deactivate User ' Cancel
———
Email v All v Apply Clear

B NHS England 2019. All rights reserved. | Terms & Conditions | Privacy | Accessibility | Gookies

© NHS England 2019. All ights reserved. | Terms & Conditions | Privacy | ACcessibiiity | Cookles

5. Enter User Name

‘ & vatextsuperuser@uat.com 0 Messages @§Seflings [ Log out

PCSE Online INHS

England

HOME USER MANAGEMENT HELP

Create User Performer Registration Deaclivate User

Deactivate User

SELECT USER

Cl gand |
Gary Gray gary gray@iesi com =

© NHS England 2019. All rights reserved. | Terms & Condifions | Privacy | Accessibility | Cookies
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6_ Ed|t|nq User roles 2. Access the User Management Landing Page

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

Hello Ext superuser,

Welcome back to the PCSE portal. Select the service you require from the navigation ba

1. User Administrator logs into PCSE online. Enter email address and password panels below. And remember we're here to help.

News

PCSE Online NHS

England

‘ Home About  Services Organisations Mews Help Contact Us Reyisler + Login

& NHS Englaes 2019 AN nights mservod | Terms & Conedions | Privecy | ACcossibilty | Cookies

Sign in 3. Click on "User Management’

EMAIL ADDRESS
I UATExtsuperuser@uat.com I

& vatextsuperuser@uat com 0 Messages #Settings @ Log out
PASSWORD Q. 2 o g

m PCSE Online England

orgetten your login details? | | lelp — S A

REGISTERAS A ~
Create llser Performer Regisiralion DNeactivale llser

Please Select v Register

USER MANAGEMENT HOME

AS a super user, you can manage users
Please note, when searching.

« Fnter search criteria, with minimum of 4 charactars
« Click Apply

E&I(TH}E CARE SUPPORT  Organisation Services Logal
= Nentists Records ivacy Poficy
Opicins  Conicalooeenng Accessibility
Pharmacies GP Payments

Mankel enlry

Ophthalmic payments

Performer list
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4. Enter User Name and check you have the correct user

1. Creating User accounts for staff without email

‘ & vatedzupenizer@uat com 0 Messages $Seifing: W | ng not

Step by step guide to creating PCSE Online user

PCSE Online

england accounts for practice staff who don’t have an email
HOMF IISFR MANAGFMFNT HFI P acco u nt
Deactivate User For members of an optical practice team who do not have an email address they can
| use as their PCSE Online User Name, a practice User Administrator can create a PCSE

Online account by following the steps below.

Qary Gray gary.gray@icst.com

Please note Performers must have an email address and be registered for a portal
account through the Performer Registration screen. See [guide].

& NHS England 2019. All rights reserved. | Terms & Condifions | Privacy | Accessibility | Coolkies

1. Create a PCSE Online Ophthalmic user with a user name that is
not an email address

5. Tick the box for the appropriate role(s) and click on the ‘Create’ button 1.1 Ophthalmic User Administrator logs into PCSE Online

PCSE Online NHS

England
ORGANISATION CODE

Dummy Ophthalmic Practice ELS

Mewe Healp Contact Ue

Role Status

PL Practice Manager
Performer
Sign in
USER NAME
Cancel Uacr name

PASEWORD

Forgotten your login details? | Help

REGISTER AS A
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1.2 Select "User management’

PCSE Online NHS)

England

HOM! USER MANAGEMENT HELP

Hello User Admin National,

Welcome back to the PCSE portal. Select the service you require from the navigation bar above or from the summary
panels below. And remember we're here to help.

News

© NHS England 2018. Al rights reserved. | Terms & Conditions | P essibility | Cookies

1.3 Select ‘Create User’

Xy Dachbasede Sale Aetiity Socint X | o = a by

- @ @ Notsecure | secuneuatpese.englandnhsuk/HomePorta o o B O ;

QEelings B Log oul

PCSE Online

England

R MA EMENT HELP
“eformer Hegevaton  Deactvate User

USER MANAGEMENT HOME

AS @ SUPET LISET YOU CAN MANA0E LSErS

Username v A v m Clear

© NHES England 2019 AR ights reserved. | Terms & Coniioers | Privasy | Accussibily | Comis
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1.4 Enter user's details

— Suggested format for ‘User Name":
firstnamesurname@practicename e.g. jackbloggs@testoptician

— Select role(s) you want to allocate to the user and click ‘Create’

CREATE NEW USER

TmE FIRET HAME § EURKAME
Miss W Tes: Usar
UEER HAME TELEFHONE
esTmangoes: 1IN
MOEILE REGUE §TER"§ EMAIL
1TNZH Useragmingnational oo.uk

DiFRDANI EATION CODE

Tt Macional Roll Tt

[Feods

CET PRT Supsvisor

ComraciorSignanony

OPHSnemanTiaw

[

OPHCaralipticalFund Seatementiizw

OPHEp=Cans TrustSamamentviaw

OPH Suppller Sigmanory (Engl

SOSCEmMaTagar

CETPRTClskman

CETFATR=m0INl

CETPRTClalmbsnsgsr

GOSParformer

SOSRmaatnly

pobobubosdioboioig

PL Practice Manager
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1.5 Make a note of the Temporary Password that appears in the pop up and pass it 1.7 Pop up message confirms user's new password has been saved
to the user

TainingPatdl i ememiningpeta. e STIPemsl ST CRM

=]

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

1.6 User logs in to PCSE Online with User Name the User Administrator has allocated Password
then and the Temporary Password
_ . . .
User enters answers* to 3 security questions PCSE Online INHS

England

Home About Services Organisations News Help Contact Us Register =

"""" USER NAME
PALEWOAD &
semrenan User name
nnnnn o
.......... PASSWORD
PLIASE CHODSE SCURITY QUESTION 1 FLEASE CHODSE SCURITY QUUSTION 2 Password
WWhat s & memcratis placaT ~| | Vet s memoratis nas? -
[[anogeen ] [eopes
Apaars b o At Characrs g
PLEASE CROOSE SECURITY GUESTICN 3
Vinat s 8 memoratie cne? -
Forgotten your login details? | Help
REGISTER AS A
- = -
o i

*answers to security questions must be at least 6 characters long

<< 3 > D
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Password reset for user without an email 2.3 Enter answers to the security questions and click ‘Confirm’

2.1 Click ‘Forgotten your log in details’ on the Sign in page
PCSE Online EEEE?

PCSE Online m Forgot Password

Pesie snaveer the 2 sscurty quenton rom your selecion and provide snswers beiew,
England

MAT I5. A MEMORABLE DATE?

Home: About Services Organisations News Help Contact Us Register = Login

WHAT 5 A MEMORADLE PLACE?

=

Sign in

USER NAME

PASSWORD

2.4 Enter New Password and click ‘Confirm’

REGISTER AS A

Please Select L Register -
PCSE Onlne

New Password

England

2.2 Enter User Name and click ‘Reset Password’

PCSE Online Englcn‘d

Forgot Password

Pease anawer the 2 securty questions I your seloction and srovide snswers bekew.

VIHAT F5 A MEMORABLE DATE?

WHAT i A MOMCRADLE PLACET
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User without an email is unable to complete
Password Reset

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

PCSE Online NHS

England

HOME USER MANAGEMENT HELP

Hello User Admin National,

Welcome back to the PCSE portal. Select the service you require from the navigation bar above or from the summary
panels below. And remember we're here to help.

News

England 2019. All rights

3.2 Enter User Name of user and click ‘Apply’

& uatintsuparusarifuat com 0 Massages Changs Organisation  ©5Sattings

NHS

England

PCSE Online

HELP

N Deactvale User  Bulk Uses Upioad

USER MANAGEMENT HOME

Fus you are 8 Super User, you can croale now users for your practice, deactivale users and updale user detaile hore
Please nole, when searching

= Emfer search criteria, with minimum of 4 characters

- CHck Apply
e p—— S @....
Ussrname Surname First name  Last Logon Time Bad Password Count Account Deactivated. Account Action
s Expired
BonfiTest Tost Benji I00A2015 15:52:42 L] o Ka s ar

€ NHS England 2019 All fights reserved | Tome & Gondions | Privacy | Accessibiity | Cookins
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3.3 Click "Edit User’

& uatintsuparuseriRuat com 0 Messages Change Ovganiation  O5attings

PCSE Online

USER MANAGEMENT HOME

A5 you are a Super User, you can credle niw users for your practice, deacivate users and updale wser details hore
Fluase nole, when searching

- Erder search crlteria, with minimu of 4 characlers

- Clck Apply

Eanjiact LUsamama w ] w Clanr

Ussrname Surnama First mame  Last Logon Time Had Password Count Account Desctivated. Account Actlon

s
BonjiTest Tost Benji 0082018 15:62.42 [] Mo Ka

& NHS England 2013, Al ights resérved | T & Gondiions | Privacy | Accassibiity | Conkins

3.4 Click "Reset Password’

UPDATE USER

TITLE FIRST NAMES SURMAME
i - Bend

USER HAME TELEFHONE
DenfTest

MOBILE REQUESTER'S EMAIL
) UATInsapenuserGuat com

ORGAMISATION CODE

Englard Diths Practes |

- = @
o e o
I o

Signuleey (Fag}

OPM SAiamans Viass (Lng)

OPH Hesd Ot (Emis

OPTO Bepanizalion User Adwminiabialion
FL Crganization Liser Admisistiaton
OFH Suppber Sigratory (Eng)
OPTORE oS

ORH GO% Claim Mansger (Eng)

PL Pactice Mansger

OPH Training Chairn Procerscr (Eng)
OPH Training Chsim Viewer (Eng)
OFH Training Ciim Manager (Eng)
OFH GO Claim Precessor Eng,
ORH GO Clam Yiwes (Eog)

Sumrvicn sk Anshes! (Coganination)

Miain Cemlaet
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3.5 Make a note of the Temporary Password that appears in the pop up and pass it 3.7  Pop up message confirms user's new password has been saved
to the user

Fiease see fhe lemparary passwerd below Flease make 3 Rsle of T aad infeom the
uber o i lemprary paspword The passwerd rrusl be charsged 8 nest bogen

“pSINT:Y

(=]

3.6 User logs in to PCSE Online with their User Name and the new Temporary
Password

— User enters answers™ to 3 security questions

PCSE Online England

Welcome to PCSE Online

Please change your password

st is 3 memoraiie place?

PLEALE CHODEE SECUSTY DRESTION 3

~| | Vihatis 8 memeratls name?

Capta

*answers to security questions must be at least 6 characters long
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