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Introduction

GP Pensions administration is now managed through PCSE Online.

You can now complete and submit your Type 1 annual certificate form in PCSE
online. Creating an easier and more efficient way to declare your annual income
and contributions.

The purpose of the certificate is to calculate:

* A provider’s pensionable NHS earnings
* The level at which pension contributions need
to be paid, and the contributions due

We will use this information to reconcile payments
received against the certificate and arrange to correct
any under or over payments from the previous
financial year. PCSE will process certificates
submitted by the deadline of the 30th April.

It is important to remember to keep your Performer List professional details up to
date as any discrepancies can cause unnecessary delays in the processing of your
NHS Pension scheme details. Click here to view our support guide for managing your
performer details through PCSE Online.

Also, if you need to search for a practice ODS code whilst filling our your Type 1 form,

you can visit the NHS Digital ODS Portal by clicking the link here.

For further support with filling out your Type 1 form, you can find a video demo here
which will give you an insight into searching for and adding a practice to your Type 1
form.

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

* GPP - GP Principal
e GPP - GP Accountant

one of the icons below to be taken straight to that section.
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Page 1 - Pension Scheme Member Details

Before you can complete a Type 1 annual
certificate, first you need to:

* Loginto PCSE Online
* Click GP Pensions and Payments GP (and non GP) Providers Annual Certificate

e Choose Pensions . .
+  Click Annual Certificate of Pensionable Profits

° Click Annual Certificate Pansionabls pay relaing in e MRS Penghon Sofems yaor endad 31 March
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Member Details page of the Type 1 form. Certificate). Solely Bolo GPs 10 nol complete a Year End Certificate as its not intended for them.
You can click on the magnifying glass icons Pensiaon Scheme Member Detalls
. . . . = m “-I
to see more information if required. When Mavigation Lo e

you're ready to move on click Next. 1 < Pansion Bchams Bcabir Delnle

Typen CEraer Peracn Soname Mproomhg Munter
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3.
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Finamcial Year
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You can click on the magnifying glass icons
to see more information if required. When
you’re ready to move on click Next.

10+ Addfticeruul | rloien s

e ®

12 - Declaration WS

Fraciice I Coniracl Type (FEME, PGS, BPMS, APME)
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14+ 30L0 Decaration 2015 Emphoying Auhority Code Host (PCSE or LHR)
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& Q-

Tick if earnings cip applies 1o your sdded yesr purchas

[l i Cnp Appiien (5]

Tich thia Boe if ligures in this cortificate an from @ provisional tax eotuis
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You can click on the magnifying glass icons
to see more information if required..

Vi E ]

GF Privale Feo [Scll Employed] Accounls yeld emd when privale Bees ane nol fed thicegh
prachoe accounts

T - b

Commencessenl Dule i practice staried n cumen year

M

I you have refired Brom @ schess dering currenl fnancial yedr, ploase snber your dabs of
refivernl, inChedneg 24 For rebrpant Ale use this box 10 inchede the dafe of leaving one
prachies, but nok retiring.

| —— E m

Tich i earnings cap applies (o yvour sdded yesrs gaarc hase

L0 Eaming Cap Appies ]

Tich thiz ko if ligures in this cerdificade are from a provisional tax refum

£ Figueen from Provisionall Tes Ftum 1%}
Once you have entered all of the relevant

information, click Save and Next to move
on in the form. Ersteresd 30K K Peraion Soferma Y

RIS HHE Perasion Schevss

Save and Next
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Pages 2 — 9 Recording my income and contributions

Now that you have progressed past your
Pension Scheme Member Details, you
can now begin to work your way through
the form recording your income from

various different sources and logging the GP Share/ GP Non Share of Total NHS/ Non NHS

= Hide Mavigatian Menu

contributions that you have made to your Income

NHS pension scheme. 1 - Pensicn Scheme Membar Detaily + Calculation of GP share or non-GP share of total NHS incoma and non-MHS income for the
BEPENSES At

You can click on the magnifying glass icons 2 - Tolal Anrial Necoree

to see more information if required. When Step 1

you're ready to move on click Next. 3 - Expenses and Pensionable Profit Spachly your GP or Mon GP* stans of Incoma dechnd in
B 5 2t 0 o The Pull peaciecs parlnershin lax

retm of pow medical prachce, sdusted for lax
4 - Hon-NHS Expenses Altemnative purposale refiects your stare of hoxes 379 £ 3.50

e your shase of box 3.71)

E - Hon-NHS Expenses Extended

Step 2

A ot S gl INGiMme deciised in boxes 15 &
105 of M Sl empayed{TUlT) pages: of your Lax refum . in
7 - Emplayes Contrbutions 2 respect of medcal reated work | adamsted by L
puposesii e refiacs boxes 15 plus 16 minus 63), =e

B - NHSPS Contributions 1995/ 2008 Eaod § and 10 OLHed for B pUpOEes white o
i ek 7 2000 o e ST Pages

B = Employes Contributions 4

§ - HH5PS Confributions 2015
Shep 3

10 - Additional Information A ypour medical nelated employed income reflected in
et of Bhee employment pagres of your o netum

11 = Declaration 1658 / 2008

Slep 4
12 - Declaration 2015 A pour medical related empioyed income, before
Epenses, deckared alsewhene o FOur b reln,

13 - S0LO Declarstion 19952008 e for L poepose
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You can click on the magnifying glass icons
to see more information if required. When
you’re ready to move on click Next.

Siate the amount of INCome INCluded in Box 3 abowe
retating b non MHS income

Step d
Saati T amcani of INcomE Iciudid In Bax 4 ko
reliling o Hon NHS inoons

Step &
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Total non.NHS Income A9 o
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Once you have completed pages 1 -9,
you will come the Additional Information

page.

You will use this section to provide any -
additional information and calculations to PCSE Online
support your annual certificate submission.

You can click on the magnifying glass icons
to see more information if required. When

yOU’re ready to move on click Next. Home  GFFenslons O Areagd Cemfcxie O NHE Pention Bohvma unnual Income Listng  » Ashull Derincaie

GP (and non GP) Providers Annual Certificate R i
of Pensionable Profits

Additional Information ® ®

Lksin this pages io provide afiach any addisnal informalion and calculations (1 you Ganndl use Bh

1 - Pernalon Scheme Member Defally siandard or aliematve non-NHS axpenss calculabons axplain your cwm mothod of non-NHS expanse
caloulation e Also usa this box bo provicke any ofher infoemation thal may assisl e processng of
2 = Todal Annual Income «° ihis cordicabe, inchuding noles about relingment, 24 how retiemant, senionty, added years capped
nOmTE ic

Selechad Financel Year T0TRNID

= Hide Havigation Menis

- Expansas and Pensionable Profit v

= Mon-NHS Expenses AHemative «

- Hon-MHS Expenses Extended v
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You can click on the magnifying glass icons
to see more information if required.

Once ready, you will have the option at the
bottom of the page to Submit the form. You
can also Save for later and Print the form.

3 - Expenses and Pensionable Profit «*

4 = Hon-MH & Expenses Alternative «

5 - Mon-MH S Expenses Extended +*

Save for Later Print

i - Employes Contributions 1 H

T - Employes Contributions 2 +*

B - NHEPS Contributions 1005 2008 «

B - NH5PS Contributions 2015 +*

10 - Additicnal Infermatian | condem hat infcemsabon peovidad on e Corliacate 5 Comec], 5 consistent with my HMERC fax retumm,
my declared HHS pertionable pay doés nol include non-NHS (e, pevale) income, and that | hall pay
11 = Declaration 1995 / 2008 il contnbutions dua

| haarwes Doimaefy iy ibegated authority from the rebewant GP 1 Mon GP Paniner i comgleds Tis fom on
12 - Declarathon 2015 Thair batall

13 - SOLO Declaratian 10952008 Declaration Date

Rl Lt ]

1
|
Pravious Save e Laimr | Print H ®

14 - SOLD Declaration 2015
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Depending on your circumstances i.e.

the type of work you have declared in the
submission or which NHSPS you are a part
of, you will be given the option for different
declarations in the form.

You can click on the magnifying glass icons
to see more information if required.

®

11 - Declaration 1995/ 2008

12 - Declaratlon 2015

Once ready, you will have the option at the
bottom of the page to Submit the form. You 13 - SOLO Declaration 1995/2008

can also Save for later and Print the form. Declaration Date

14 - SOLO Declaration 2015 100020

Save for Later Frimt
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Where can | see my historic Type 1 forms submitted through PCSE
Online?

If you want to view historic Type 1 Annual
Certificates submitted through PCSE
online.

Log in. PCSE ﬂn"nE

Click on GP Pensions and Payments
Click Pensions

Click Annual Certificate

Click Listing screen

NHS5

HOME GF Persiors and Paymeenls

Home > GFPensions > Annual Certificats > NHS Pension Scheme Annual income Listing
Click on the magnifying glass icon to see

more NHSPS NumberiGMC Code/GP Name Form Type

Search By NHSPS Nomber GMC Codel GP Mame Arnual Cenmcate

Submission Date From Submission DateTo

— -

Ferm ID % HHEPS Mamber Mame % Organtiation Mams S Submiszion Typs Submission Dats % Declaration Stxtus = Revert Action
o Draft

®
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Step-by-step clicks

Each process been summarised below in a series of step by step quick clicks. If you would like to see these processes in more detail, return to the contents page and click
on the relevant process.

Completing and submitting a Type 1 Annual Certificate

Log in to PCSE Online

Click GP Payments

Choose Pensions

Click Annual Certificate

Click Annual Certificate

Enter your GMC number to populate your personal and professional details

Enter your national insurance number and choose the relevant practice that you are registered against (if applicable)
Select the financial year that the annual certificate is relevant to

In the next few boxes, select the relevant dates if the sub-titles apply to you and your circumstances

0. Review the content and click Save and Next

1. Depending on the type of work you have carried out in this financial year, work your way through pages 2 to 9.

220N RWON

These pages are as follows:

+ 2 -Total Annual Income

» 3 - Expenses and Pensionable Profit
* 4 -Non-NHS Expenses Alternative

* 5-Non-NHS Expenses Extended

* 6 - Employee Contributions 1

* 7 - Employee Contributions 2

* 8- NHSPS Contributions 1995/2008

e 9 -NHSPS Contributions 2015

. Add your additional information on page 10
Tick the declaration box and submit
3. If applicable, read and tick the declarations between pages 11 - 14

N —



Contact Us

For further support and information, please visit our website:

www.pcse.england.nhs.uk

| Qﬁ PCSE Website

To visit PCSE Online:

Q PCSE Online

NHS

England

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

Primary Care Support England . e
Online Enquiries Form

Your feedback helps us to make things better. https://pcse.england.nhs.uk/contact-us/

How satisfied are you with this interactive guide for Type 1 annual certificates?

* * * *
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:
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