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Claim submission process – Overview
For this year’s CPD allowance we have introduced a new CPD 
allowance claim form, to be hosted on the eOphthalmic system, which 
will allow you to enter your details directly onto a secure web form and 
submit them to us, using your existing eOphthalmic log-in credentials 
and PIN number. 

(Step 1) Open up and complete the claim form.
(Step 2) To ensure that the information you have provided is correct, 
prior to submission, the claim will go through a set of validation 
checks. 
(Step 2a) You will be provided with a claim ID reference number.
(Step 3) The system will show if the claim has passed “system” 
validation.
(Step 4) Any fields that fail will be highlighted and you will be required 
to correct them. The claim will then need to go through the “system 
validation process” once more (Step 2). 
(Step 5) Once the form has passed the “system validation” 
successfully, you are able to proceed to submitting the claim.

Upon receiving your claim, we will send you an email (to the address 
provided) with details of the next steps.

The following pages will walk you through the process in more detail.
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Digital Webforms - Log on Page
(https://digitalwebforms.mhs.scot.nhs.uk)

If you currently submit your GOS and/or NHS optical voucher claims via the eOphthalmic web form you will use the same eOphthalmic 
username and password.

If your GOS and/or NHS optical voucher claims are submitted automatically via your Practice Management System (PMS) and/or you don’t 
currently have an eOphthalmic account, then you must set up a user account for the eOphthalmic system, in order to be able to access and 
submit the new CPD allowance claim form. 

You should submit your claim from the computer you use to submit your GOS claims. This is so that the connection will be secure and get 
through our security firewall. If you have any problems submitting your CPD claim then please contact nss.psdophthalmic@nhs.scot 

Please Note:
You will not be able to complete your CPD allowance claim without an active user account.  As set out in 
recent communications, to create an account, please refer to these instructions.

Action

https://digitalwebforms.mhs.scot.nhs.uk/
mailto:nss.psdophthalmic@nhs.scot
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nss.nhs.scot%2Fophthalmic-services%2Feophthalmic%2Fhow-to-set-up-an-eophthalmic-account%2F&data=05%7C02%7Ckatie.matthews%40nhs.scot%7C054030f8686b4b968a5408dca01fc6ea%7C10efe0bda0304bca809cb5e6745e499a%7C0%7C0%7C638561305544281622%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=K2xKjX8jK292Fr04JQRHS7CYf%2ByIZPBc9FiAXRItdhw%3D&reserved=0


Digital Webforms - Log on Page Action

Log in to the webform at this address:
 https://digitalwebforms.mhs.scot.nhs.uk

This will take you to the landing page, where you can log in using your user account credentials.

https://digitalwebforms.mhs.scot.nhs.uk/


Digital Webforms - Practice Selection Page

Select the relevant practice from the drop-down list (the details will be used to auto populate some of the fields on the claim). Click ‘Continue’. 

Action



Digital Webforms – My Forms Page

Clicking on the ‘Create New Form’ button will open the CPD form. 

Action



Digital Webforms – CPD Claim Form
(https://digitalwebforms.mhs.scot.nhs.uk)

The claim form is split into 4 Parts:

PART 1: OPTOMETRIST'S PERSONAL DETAILS
PART 2: OPTOMETRIST'S PROFESSIONAL DETAILS
PART 3: BANK ACCOUNT DETAILS
PART 4: DECLARATION BY OPTOMETRIST/OPHTHALMIC MEDICAL PRACTITIONER

Fields that contain an * are mandatory fields that you must complete.

The claim form contains a ‘Validate and Save’ button located at the bottom which will save the information you have 
entered if you need to return later to complete the claim. You might also want to save the details entered and double-
check them prior to submitting the form.

When you have completed the claim, click the ‘Validate and Save’ button to have your data “system validated”. Any errors 
will be highlighted at the top of the claim form (this also applies if you partially complete it).  Once you have corrected the 
errors, click the ‘Validate and Save’ button again. After the information passes the “system validation” checks the ‘Submit’ 
button at the bottom of the screen will turn green and you can then submit the claim to us. 

Info

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdigitalwebforms.mhs.scot.nhs.uk%2F&data=05%7C02%7CNick.Elliott-Cannon%40nhs.scot%7C69ca45f7fafa4b738f1908dcc80a49cd%7C10efe0bda0304bca809cb5e6745e499a%7C0%7C0%7C638605193772679169%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=%2FEhPEWlngc0mp0jD%2BtBaRl6jX98GftKYKgfde6YwGtk%3D&reserved=0


Digital Webforms – CPD Claim Form

Your personal NHS or personal non-NHS 
email address will be used to advise you of 
the next steps once your form has been 
submitted successfully. It will also be used 
to contact you if any issues arise, so it is 
imperative that the address you give us 
is correct. Please use your NHS email 
address if you have one. 

Action



Digital Webforms – CPD Claim Form

There are several sources both internal and 
external that we use to validate the 
information that you provide.  If validation 
fails on certain fields where you believe the 
information you have provided to be correct, 
there are specific actions that you need to 
take.

Field 11. GOC Number – Please check the 
GOC web site to ensure the number you 
entered matches the number held by the 
GOC.  If the numbers do match, please 
contact nss.psdgospayteam@nhs.scot

Field 12. Independent Prescriber Code (if 
applicable) – If the number you have entered 
has been provided by your Health Board, 
please contact them directly.  Once you 
have had a response, please contact 
nss.psdgospayteam@nhs.scot

Action

https://str.optical.org/
mailto:nss.psdgospayteam@nhs.scot
mailto:nss.psdgospayteam@nhs.scot


Digital Webforms – CPD Claim Form

Field 17.   This should be the Health Board 
for which you are claiming the eligibility 
period (i.e. at least 6 months working during 
2023). 

Field 18. To ensure you are paid correctly, 
please select the fee option that relates to 
you during the 2023 calendar year. For 
example, you may currently be an 
Independent Prescribing Optometrist, but 
you may not have been for the period you 
are claiming for.

Action



Digital Webforms – CPD Claim Form

To ensure that the payment is made to the correct account, please double-check the details you have entered 
before submitting  your form.  
• The account name must match the name of the account held by your bank or the payment will not go through.
• The sort code should just consist of six numbers – no dashes, no spaces. 
• Most bank account numbers have 8 digits. If yours only has 7 digits, please add a leading ‘zero’ at the 

beginning to bring it up to 8 digits. 
The validation checks will ensure you have entered a valid sort code and account number but will not validate the 
account holder(s) name.  Please do not enter the name of the bank, as we require the name of the account 
holder(s). 

Action



Digital Webforms – Validation Checks

Step 2 - Once you have completed your form and made the 
declaration, the form is now ready to go through the “system” 
validation checks prior to submission.

This is executed by clicking the Validate and Save button 
located at the bottom of the form. You will also be presented 
with the Claim ID reference number.

If the fields pass validation, the claim is now ready to be 
submitted.

If any fields fail validation, they will be highlighted at the top 
of the claim. Once you have corrected these, you will click 
the Validate and Save button again. You will also be 
presented with the same form ID reference number. If 
there are no further corrections required, the form is now 
ready to be submitted. 

Action



Digital Webforms – Form Submission

The submit button located at the bottom of the form will change from grey to green once all of the “system” 
validation checks have been passed. 

Press the submit button when it turns green and a pop-up box will appear which will ask you to enter your PIN number.  

Action



Digital Webforms – Form Submission

Your PIN is the 6-digit number you enter to submit your GOS/NHS Voucher claims or (if you do not normally use the eOphthalmic web form 
platform) have set up specifically to allow you to submit your CPD form.

If the PIN number does not match the number we hold for you, an error will be presented at the top of the form.  
Once you have corrected this you click the ‘Submit’ button again. If you unable to enter your PIN then please contact our Customer 
Services Helpdesk at nss.psdophthalmic@nhs.scot 

Action

Once the form has been successfully submitted, you will receive an on-screen acknowledgment that your form has been received by us, 
along with the Claim ID reference number. We will then check for any duplicate claims and the next working day, an email with details of 
the next steps will be sent to the email address that you have provided on the claim form. 

mailto:nss.psdophthalmic@nhs.scot


Digital Webforms – My Forms Page

Once your claim has been submitted successfully you will be taken back to the ‘My Forms Page’ where details of your 
submission and a copy of the claim form will be saved for you to view at any point. 

Once you have submitted your claim to us, do not submit any further versions. Allow your initial claim to work through the 
system. If you realise you have made an error after submitting it, for example you have entered an incorrect email address, 
please do not create a new claim form or try to edit the one you submitted. Contact nss.psdgoscpdclaims@nhs.scot and 
they will advise you on what to do.

Info

mailto:nss.psdgoscpdclaims@nhs.scot


Info

If you have been advised to edit and resubmit your form.  Select the ‘Edit’ button, amend your details and follow the steps above. 
Below is how your claim form information will display once it has been resubmitted successfully. 

Digital Webforms – My Forms Page: 
Edit Claim Form



Digital Webforms – My Forms Page: 
Create New Claim Form
If you have been advised to submit a new claim, select  the ‘Create New Form’ button and complete the claim from the 
beginning. Below is how your claim form information will display once your new claim has been submitted successfully. 

If you have any queries regarding these instructions then please contact nss.psdophthalmic@nhs.scot 

Info

mailto:nss.psdophthalmic@nhs.scot
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