
Dental CPD Allowance
Instructions on how to submit your claim



Digital Webforms

Claim submission process overview

PSD Scotland have developed a new CPD webform to replace previous PDF versions of the GP214 Dental CDP Allowance.  Dentists must 
continue to use the NES Portal for all other PSD Scotland run courses and are only permitted to use the new webform process for non-PSD 
Scotland delivered courses which are not accessible to claim via the NES portal.  If you attempt to submit a claim for a NES run approved 
course, defined as a course which has been organised by the Dental CPD Educator and is delivered by PSD Scotland your claim will be invalid 
and rejected.

If you have already submitted a claim for a course on a PDF form, DO NOT resubmit it on the digital form. 

Use the Dental CPD Allowance Webform if:
• You attended an event that was not organised or delivered by PSD Scotland but is CPDA-approved.
• If the course was not arranged through the portal.
• You are claiming an allowance for a qualifying non-PSD Scotland delivered CPD activity.

Do NOT use the Dental CPD Allowance Webform if:
• The course was organised by the Dental CPD Educator network.
• The course was delivered by PSD Scotland.
• The course is available to claim through the NES Portal (please ensure that you check this in the first instance).

Claims for PSD Scotland-delivered courses:
• Courses organised by the Dental CPD Educator network and delivered by PSD Scotland must be claimed through the NES Portal.
• These claims should not be submitted using the Dental CPD Allowance Webform.
• It is the dentist's responsibility to ensure that any claim should be submitted correctly 
• Courses that should be claimed through the NES Portal but have been submitted via the Webform will be rejected and returned for 

submission through the correct route.



Digital Webforms

Logging in

A pop-up will appear when you click on 
the dental image or the word ‘Dental’

Enter your List Number and PIN in 
this pop-up then click Submit

The Digital Webforms Service https://digitalwebforms.mhs.scot.nhs.uk/v3

You must complete two steps to access the webform

Step 1: Sign in
Sign in using your personal NHS email address and password. You may also be 
asked to complete multi-factor authentication (MFA) to confirm your identity. 

If you have problems signing in, contact your NHS Board.

Step 2: Confirm your details
Enter your list number and PIN. Once these
details have been verified; you will be given 
access to the webform.

https://digitalwebforms.mhs.scot.nhs.uk/v3
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Homepage

Once signed in, you will be taken to your homepage, where you can select from the available options. Guidance and validation messages will help you 
navigate the system, complete the form and correct any errors.

Create a New Form for an 
approved course that you 
have attended

Navigate to the Forms 
Management screen

Log out



Digital Webforms

Creating a new form

Start by selecting Continuing 
Professional Development (CPD) 
Allowance. 

The system will check for existing 
forms. If none are found, a new form 
will open. If one or more forms are 
found, you will be prompted to 
check whether you have already 
submitted a form for the same 
approved course or have created a 
form, but have not yet submitted. 
You can do this on the Forms 
Management screen which is 
accessed by clicking on the Forms 
button.
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Form layout and navigation

Navigation
Selecting Create New Form will open the Dental CPD Allowance form, which contains four tabs. The active tab will be highlighted in light blue. You can 
move between tabs by clicking the tab name or by using the buttons at the bottom of each screen. The available buttons may change depending on the 
tab you are viewing.



Digital Webforms

Information and validation messages

Information messages
Information messages are displayed on the Homepage, Forms Management page, to provide guidance when creating, editing, deleting a form. 

Validation error messages
Validation messages help identify errors and ensure information is entered in the required format. Errors are highlighted beside the relevant field and 
tab to help you locate and correct them. Validation is carried out when you select Validate at any stage while completing your form, and again when you 
select Submit. Common validation errors include a required field has been left blank.
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Form – Professional Details

All fields in this tab are pre-populated except for the Select Health Board field, which is selected from a drop-down list.  
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Form – Course Details

Tick the declaration checkbox to confirm your attendance at the course, then complete all fields in this tab. Number of Sessions. Only full sessions, 
half sessions, or a combination of both will be accepted.   
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Form – Claim Details

Complete all fields in this tab, except 
the CPD Amount Claimed section, 
which is automatically populated 
based on the number of sessions 
entered in the Course Details tab.

To change the number of sessions 
claimed, update the Course Details 
tab. The amounts in this tab will 
automatically recalculate.
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Form – Declarations

You must tick all three declarations to confirm your agreement and understanding before submitting the form.   
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Completing and Managing Forms

Saving Forms
We recommend saving your form regularly using the Save button at the bottom 
of each tab. Once saved, a message will confirm that your form has been saved 
but not submitted and will display the Form ID. The Form ID will also appear at 
the top of the form. Saving regularly helps prevent information from being lost 
if you leave the form before submitting it and allows you to review the 
information entered before submission. Saved forms can be accessed from the 
Forms Management screen, where they will appear as drafts.

Validation
You must validate the information entered before submitting your form. This 
will check for any errors or missing information. If the form is validated but not 
submitted, a message will confirm that your form has been validated but not 
submitted and will display the Form ID. If the form has not previously been 
saved, the Form ID will also appear at the top of the form. Validated forms are 
automatically saved as drafts and can be accessed from the Forms Management 
screen.
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Submitting your Form

Submitting your form
After you select Submit, a pop-up message will appear prompting you to 
enter your PIN. An error message will be displayed if an incorrect PIN is 
entered.    

Once the correct PIN has been entered, an acknowledgement message 
will appear on the screen to confirm successful submission.  
This message will include the Form ID and a link to the Forms 
Homepage.
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After your form has been submitted

Email Confirmations and Reminders
Once we have received your form you will receive an automated 
acknowledgement email on the next working day. If you have submitted
multiple forms, you will receive a separate acknowledgement email for each 
submission. You will receive further instruction by email from the Dental 
Payments Team if there are any further issues with your submission.

If you have submitted a form that contains errors and/or requires
amendment, please contact: nss.psddentalcpdclaims@nhs.scot before you 
edit and resubmit the form or create a new form.

If you have a form saved as a draft, you will also receive automated reminder 
emails until the form is either submitted or deleted. Where a draft is no longer 
required, you should delete it to prevent further reminder emails. 

From: NSS psddentalCPDclaims

Subject Field: CPD request summary

Thank you for submitting your claim and we can confirm that your submission, 
Form Id 28 has passed our initial validation checks. 

Your claim will now proceed to the payment processing stage where your claim will 
be assessed further against the full eligibility criteria as part of our payment 
verification process. There is no need to chase or resubmit your claim as we will be in 
touch if any further information is required.

From: no reply NSS psddentalCPDclaims
Subject: Reminder: Draft Dental CPD Form 

Dear Practitioner,

You have a Dental CPD form saved as a draft. Please review and submit it as soon as 
possible to ensure there is no delay in processing your information.

If you have already submitted a form, please do not submit another one. 

This is an automated reminder sent for all Dental CPD forms currently saved as 
“Draft”. This may include cases where a form has already been submitted, so please 
double-check before submitting another form.

If the draft form is no longer required, please delete it to avoid receiving further 
reminder emails. 

If you have any questions, please contact: nss.psddentalcpdclaims@nhs.scot

mailto:nss.psddentalcpdclaims@nhs.scot
mailto:nss.psddentalcpdclaims@nhs.scot
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Forms Management

Submitted and draft forms will appear on the Forms Management screen. You can edit or delete a draft form. However, submitted 
forms can only be edited. 

If you choose to edit a submitted form a pop-up message will appear. To proceed, select ‘OK’ which will take you to the 
form for editing. Once you have resubmitted the form, the submission number will increase by 1. 



Section page blue with graphic

If you have any queries 
regarding these instructions, 

then please contact 
nss.psddental@nhs.scot

mailto:nss.psdophthalmic@nhs.scot
mailto:nss.psdophthalmic@nhs.scot
mailto:nss.psdophthalmic@nhs.scot
mailto:nss.psdophthalmic@nhs.scot
mailto:nss.psdophthalmic@nhs.scot

	Slide 1: Dental CPD Allowance Instructions on how to submit your claim
	Slide 2: Digital Webforms
	Slide 3: Digital Webforms
	Slide 4: Digital Webforms
	Slide 5: Digital Webforms
	Slide 6: Digital Webforms
	Slide 7: Digital Webforms
	Slide 8: Digital Webforms
	Slide 9: Digital Webforms
	Slide 10: Digital Webforms
	Slide 11: Digital Webforms
	Slide 12: Digital Webforms
	Slide 13: Digital Webforms
	Slide 14: Digital Webforms
	Slide 15: Digital Webforms
	Slide 16: Section page blue with graphic

