= Employee Guide

Finding the apps — add to browser favourites

Internal access is via District intranet:
https://waitematadhb.hanz.health.nz/Pages/HR/SMO-CME-

Online-Forms.aspx

Apply for NP CPD & SMO CME
https://onlineforms-northernregion.flink.co.nz/#/CME/Dashboard
* Approvers Approve NP CPD & SMO CME

https://onlineforms-northernregion.flink.co.nz/#/CME/
ApproverDashboard

* SMO Super User CME/CPD Apps Super User /Admin

External Access — You can copy and bookmark the above URLs to
any device for use. Access via the national public website:

https://www.tewhatuora.govt.nz/for-health-professionals/webmail-
and-appl ications Counties Manukau, Te Tai Tokerau,
Waitematd, and Te Toka Tumai Auckland,

Click on the appropriate app button/URL and sign in to
your work Microsoft account with your DISTRICT email
address and network password. This will take to directly
to your dashboard. If you are on a shared computer, always sign-
out when you have finished your session. Otherwise the next app
user will see your info when they open the URL.

Notifications

You will receive email notification of your form’s status. This could
be Approved, Declined, or Query if there
is a question to ask or if something is
missing/incorrect in your form. Emails
will come from either the system—CME auto-
mation, or from payroll—Staff Service

. Staff Service Centre [HealthSource)
Service Request 10470006 has been

4 CME Automation

Approval History

Centre.
Approver Status Comments
In the case of a query—the email will tell | wicoete  queriea et
. . Hansen Oct 12021 1:43PM
you what the issue is that you need to
correct. Read the body of the SSC email or the (D) Pendling Apprave

comments under Approver History in the CME
automation email. Access forms via the email, or
via the app ‘View History’ dashboard.

Waiting on Flink

You will need to edit your form, by opening it to make any correc-
tions prior to clicking on Resubmit to send it back to the person
who sent the query. The form will have your name on it in your
View History dashboard. Edit this one, DO NOT start a new form or
your balances will be deducted twice.

v

NP CPD Online App =

GST

GST relates to New Zealand Goods and Services Tax. It applies to
most things in NZ including items purchased online from overseas.

GST in your claim must match what is on the invoice. You can edit
the GST box and un-tick the GST button to ensure this is correct.

Note: The Inland Revenue Department requires all receipts over S50
to be GST receipts — i.e. they must have a GST number on them,
where the supplier is registered for GST. Receipts/invoices need to be
itemised to show what the expenditure is relating to.

Overseas expenses and some NZ companies, e.g. not-for-profit, are
not registered for GST. In this case ensure that you un-tick the GST
box to match the invoice.

For example, NZTaxis vs Uber:

Uber generally don’t have GST receipts where as Taxis always do. So
these need to be 2 lines in your claim and not added into 1 line. The
Uber line must have the GST button unticked as no GST receipt
provided.

You are reimbursed the total (inclusive of GST) amount that you
actually paid. For expenses with NZ GST receipts, your CPD balance
may be deducted
by the lesser, GST
exclusive price.

taxinome: sirport

Uber sirport - home 1889

App trouble-shooting help and reference materials

Manager: Issues with your CPD balances and changes to entitlement.

Email: CMEQueries@waitematadhb.govt.nz - App issues and new staff set-up.
StaffNet > Online Claims page: for guides and videos

Relevant documents on StaffNet:

Nurse Practitioner Continuing Professional Development CPD Policy
Work-Related Expenses Policy

Travel Policy

CPD FAQs
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Health New Zealand

Te Whatu Ora

NPs guide to applying for
CPD claims online

Nurse Practitioner Continuing Professional
Development (CPD) Overview (Waitemata )

Nurse Practitioners are entitled to $5,000 per annum for educa-
tion purposes as per the Nursing Collective Agreement.

CPD can be accumulated for a maximum of three years.

This amount is not prorated to FTE and can be used in full from
day one of employment.

Waitemata CPD year runs alongside the Financial year Ist July—
30 June, with annual entitlements given Ist July each year.

New starts are pro-rated to the start of the next CPD year.

CPD dollars are for items and events that fall within the bounda-
ry of education expenses for individual NPs only. As such, fees
for professional bodies and tools to do your job are deemed

work related expenses and cannot be claimed here.

It is expected that costs will be reasonable and within policy lim-
its where defined.

Approved claim forms will automatically flow through to payroll
for processing.

Expenses should be claimed within 12 months of occurring.

All claims require suitable, itemised receipts, or invoices and
proof of payment with any currency exchange rate attached.

All CPD related claims must be made through the NP CPD App.

CPD course and conference leave, must be applied for via time-
cards in Mahi € Taea and NOT in this app.
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https://onlineforms-northernregion.flink.co.nz/#/CME/ApproverDashboard
https://www.tewhatuora.govt.nz/for-health-professionals/webmail-and-applications
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NP CPD online app

Dashboard

This is the home screen for the NPs CPD app, where you can
check your balances, raise and manage your claims. (No leave is
applied for here—use your timecard.)

The app is intuitive and easy to get around in. Clicking on

any of the buttons or arrows will move you to the next E
page in the section; and clicking on the home icon, will take

you back to the dashboard at any time.

| JEWREMO®  CME / CPD Dashboard @

Make a Claim for Reimbursement

| @ Course and conference claim

Claim for cource an ted travel

Dther.CPE _claim_ s

‘ Books/journals and subscriptions

Other Actions

.— View history

—  See all prior reouests and dlaims

Clicking on the Balance button will take you to a breakdown of
your balances.

Entitlement (Current balance) - Open Commitments = Available
Balance to spend:  $15,800 - $3,892 = 511,908

Balance Details
Showing transactions from the last 3 years

Select Unit: | NZD

Da= Source / Description Recsivec Spent Bzlzncs
13/02/2025 Test $5,400 S0 515,301
13/02/2025 Test 5,400 S0 §10,40
01/02/2025 Accrued Entitlement NZD $2,500 $0 $5,00!

Open Commitments

m ovre ol e recsess

Open Commitments are

st s2aaroe)

sissess s139283)

submitted forms that are “in

55217 $52.17

flight” and not fully approved
yet. Cancelling one of these forms will give you more Available
Balance to spend if required.

Employee pocket guide

Making a claim

Click on the claim button. Fill in the screens as required and submit.
Conference claims do not need pre-approval, only conference leave
does (via your timecard not the app.) Claims need to be reasonable
and within policies where defined.

Form Name

Make a Claim for Reimbursement

@ Course and conference claim

Claim for cource and associated travel

errepePD Claim Details

For CME / CPD expenses only - refer to Policy or Guidelines. Provide
details for each expense item ensuring you attach evidence of payment,
then click Next.

o Fill in a form name that
makes it easy to find in
your list; record details
for courses.

v NZD v

GST Amount Gross Amount

e Choose the category for

the claim item and fill in oo = =
details. o peeem
e Un-tick GST button if i
you do not have a NZ GST receipt. Ensure GST amount match- ]
es the receipt. You must attach documents for each claim
line. &
e Click on the + button to attach documents. A paper clip

with a number shows how many receipts are attached. Itemised
receipts are required. Attach proof-of-payment if you only have an
invoice and not a NZD receipt. E.g. credit card statement screen-
shot. Also currency exchange proof, if paid in foreign currency.

o Click Next to move through the pages and Submit for approval and
forwarding to payroll for payment.

To make finding forms by filtering easy, give all forms relating to 1
course the same 1* name: ABC—flights, taxi; ABC —hotel, meals,fee

All forms can be viewed from your View History button on the
dashboard. Each claim form is provided with a unique ID number, e.g.
ID: 36715. Use filters to find forms easily.

From here you can: View the form and its status, seeing what you have
claimed to date; edit forms; cancel forms, e.g. duplicate forms, where
you have made two claims for the same thing - to get the duplicate

amount credited back [Fiae
to your balance. Fiter by stavs R —

‘ Other Actions

:— View history
sez al prior requests and claims

v ] -

et :

Amending forms

Editing, cancelling, deleting forms
Go to View History from your dashboard to view your forms. You
can open a form by clicking on the form name or via the 3 dots

to the right. The 3 dots show options from the drop-down menu.

[]

Whatu Ora

View History

Filters I:I
Filter by status Fiter by form type
Open Form
5 form
Delete
Form / Staf Request Balance
£ 0o 50 D Open Form
Cance
$5217
Waiting on Admin Flink \:I
Open Form
200 573813 Cancel

Editing a submitted form - Claims submitted and “in flight”
cannot be edited for auditing purposes. You need to Cancel then
Open Form to edit, make changes and Resubmit. It will go back
to the beginning and go through all approvers again.

Editing a queried form— Use Open Form to edit, make the
required changes and Resubmit. It will go back to the querier,
not requiring reapproval by all earlier approvers.

DO NOT start a new form—edit the existing one. Otherwise your
balance will be deducted twice, and the original form will sit in
open commitments until you cancel and delete it.

Cancel—submitted forms can be cancelled. They can still be
edited and resubmitted by using Open Form. It will go through all
approvers again. You can delete a cancelled or draft form.

Delete—removes draft and cancelled forms from your history
permanently.

Form Status tells you where the formis up to
in the process. If your name is showing under
Status—Pending Approval, it means it is
waiting on you to do something. Check your

~ Approved

(%) Fending Approval

Waitina on null

emails for what needs to be done. t Beclinze
¥ Cancslled
Once a claim is fully approved, it will flow to
. . . B Finalised
payroll for processing and show as finalised
# Draft

once payroll have processed it for payment.




