NHS|
OPENﬁ
SPACE

DELIVERED BY NHSPS

QRG8 - QUICK REFERENCE GUIDE

My Accounts




FMOO00

Viewing your Accounts

Go to the My Account Dropdown menu and select
the [ACCOUNTS] option.

Invoices and Credit notes
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You can use the filters at the top of the list to make
it easier to find specific Invoices and Credit notes.
You can filter by invoice/credit note ref,
invoice/creditnotes, start and end date, property,
service, payment status.

If you do not set any filters, the invoices and credit
notes list will display all your transactions.

Each inovice line will include information regarding
which property service and the date and amount
that has been paid or is awaiting payment, and the
payment status.

If you wish to find out more information about your
invoce, you can do so by clicking on [VIEW
INVOICE].

Onthe next screen, you will be given a copy of your
invoice giving you more informatoion, inlcuding;
date, booking reference, room, service, time, costs
including and excluding VAT.

It will also tell you the date the payment was
applied

You can print this invoice by clicking on [PRINT
INVOICE].
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Help My account Basket @
Booki
INVOICES & CREDIT NOTES
showing 110 of 168 m o
Involce/Credit note re. Involces/Creditnotes v | Startdate v | End date v
Property v || service v || Payment status v Reset fiters
INVOICE | ILGR1000254 | 25/05/2021 | £48.00 Total cutstaring
2 Low Grange Health Village £0.00
Alcohol services
INVOICE | ILGR1000253 | 25/05/2021 | £48.00 otal outstanding
2 Low Grange Health Village £0.00
Addiction services
INVOICE | ILGR1000252 | 25/05/2021 | £48.00 Total cutstanding
2 Low Grange Health Village £0.00
uralogy
B vewwvoc | EULLY PAID
frs] Involce 1LGR100025%
OPEN 2Low Grange Health Village

openspace.nhs.uk
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Outstanding Payments

If you have any payments that did not process
successfully for any reason, the total outstanding
value of these will appear on the right hand side of
the screen.

Click on [PAY] in the top right hand corner of the
outstanding payments box.

On the next screen, click on [PAY NOW] to
complete your payment for each outstanding
amount.

View your reports
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You can view and download your invoices and
credits report by clicking on [VIEW REPORT] or
[DOWNLOAD REPORT]. (This report will be
based on the transactions you have filtered)
You can also select which other reports you wish
to view by clicking onthe Reportsdrop down menu
on the right hand side of the screen.

You will have the option to view your full Invoices
& credit notes report.

openspace.nhs.uk
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OUTSTANDING PAYMENTS @

You have outstanding payments across 3
invoices, current outstanding balance:

£1,368.00

INVOICES & CREDIT NOTES
Showing 1-2 of 2

e CID RS

VIEW REPORT

Invoice/Credit note ref. Invoices ~ || startdate ~ | End date v

Property ~v | serice ~ | | Payment status [EJ v Reset filters

INVOICE | ILGR1000240 | 18/05/2021 | £48.00 Total outstanding

2 Low Grange Health Village £0.00
Orthoptic - Chariey and Soutn Ribble CCG

oo
INVOICE | IPRE1000137 | 27/04/2021 | £91.20 Tatal outstanding
Preston Healthport £91.20
Faediatrics services

[ v oo |

Showing 1-2 of 2

VIEW REPORT DOWNLOAD REPORT

REPORTS

Please choose a report to view from the list.

Invoices & credit notes report v

INVOICES & CREDIT NGTES REPORT
Showing 110 of 168

MANAGLS INVOICES/CREDITS OWILOAD REPORT

Fulypaid 6000

sulypaid  Eopa

Fulypaid  Fo00

1smiaseAce umonnas swsEn Ewe ruypan oo
tsmaoseact LGRO00250 BONKY G0 Rl £000
Tooseace coanoomaz s eese  Assed ey
[ram— — nusaon Gmm suypid e
e o nosaon s salymid s
15BI0PACE rAOD3ES WA Ema Ry £000
tsoanosance R0 W Gme0 Ruypsd  E000
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Account Activity

e This gives you adetailed view of all the activities
and actions that are taking place on your Accourt.

e The type of actions that can appear are; Paid
invoices, Booked rooms, cancellations, added and

ACCOUNT ACTIVITY @

cancelled payment methods, added/removed TrisTest Primary...  18/10/21  Paid invoice -
users/hosts ICRA1000032

e Itwillonly give you the most recent acviity on your TrisTest Primary...  18/10/21  Paid invoice -
account. Tosee past activities, clickonthe view all ICRAT000031
button.

e The next screen will show you all your account . =

.. ICRA1000030

activity.

e Usethe filters to locate your desired activity. rod Bull 18/10/21  Booked room -

e You canfilter by activity details, user name, start 448100
and end date (it will defualt to today’s date so this .
must be changed first, to find the data you SO ceem e y

require) & activity type. VIEW ALL

e This information can be downloaded to Excel, by
clicking on Download Report’.

ACCOUNT ACTIVITY REPORT

) Filters m Date - ASC v DOWNLOAD REPORT
Showing 1-4 of 4 activities
Enter activity details e.g. User N Rod Bull v 30th Sep 2021 V¥ End date v Activity type w Reset filters
User name Activity type Date
rod Bull Paid invoice - IAUD1000002 30/09/2021
rod Bull Paid invoice - IAUD1000003 01/10/2021
rod Bull Paid invoice - IFAI1000443 01/10/2021
rod Bull Added user - Anees Baig 06/10/2021

Showing 1-4 of 4 activities

FMO000 openspace.nhs.uk February 2019
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Managing and adding new Users

You can view, manage and add new users to your
NHS Open Space account.

Further information on this in included in the ‘Add
and Manage Users’ guide.

Managing and adding new Services
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Select [ADD NEW] in the top right corner of the
Services box.

Using the Services menu, select from a list of
health services.

Select the [ADD ANOTHER SERVICE] button to
add as many additional services as you require.
Select ‘Yes'’ if the service is CCG Commissioned
and use the ‘CCG Region’ field to select the
location to be serviced.

Tick the box if you are licenced to perform the
service and input your licencing body and
registration number.

Select the [SUBMIT FOR APPROVAL] button.

It can take up to 48 working hours for your Service
to be made live on the system to book against.

openspace.nhs.uk
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MANAGE USERS (13) @ + ADD NEW

Rachel Wilkinson Primary User

=2

Paula Sugden Primary User

Nicola Iddon Primary User
Rod Bull Primary User

Steve Hambridge Primary User

VIEW ALL

SERVICES @ ADD NEW

II

Activity - Baby EDIT

Addiction services EDIT

Adult therapies EDIT

Request nhew service

1. Add service details

I
»

Service type v

Service v

Service identifier

Maximum 30 characters

Cancel

February 2019
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Editing a Service

e To edit aservice, click on [EDIT].

¢ Update any of the information that you wish to edit.

e You can edit the name, have a unique identifier,
set whether it is a commissioned service or not,
input or update the CCG and confirm if the Service
is still active.

e Once you have made your changes, click on
[SAVE]

Payment Management

e You can view, manage and add new Payment Methods
to your NHS Open Space account.

e Furtherinformation on this in included in the ‘Direct Debits’
and ‘Payment Cards’ guides.

FMO000 openspace.nhs.uk
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EDIT J
CLOSE
CLIENT SERVICE
Name
Activity - Baby
Unique identifier
Unique identifier
Commissioned?
No
Ccg name
Ccg name
Active?
Yes v
Go Back

PAYMENT MANAGEMENT @ ADD NEW

Alcohol Services - Card

5454*****x*¥*5454 | EXP 12/22
nigel nyatsanza
Alcohol services

Urology - DD EDIT

nigel nyatsanza
Urology

Activity Baby - Addiction - DD EDIT
nigel nyatsanza

Addiction services

VIEW ALL AND MANAGE
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Host Management

e Youcanview, manage and add new Hosts
to your NHS Open Space account

e Select [ADD NEW] to add a hew host.

e Click on [EDIT] to edit an exisiting host.
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ACTIVE HOSTS (9) @ ADD NEW

Florence Nyatsanza
florence@example.com

012345678

john.p@example.com

012345678

Laura Thrumble
laura@gmail.com

123456789

max smith

MANAGE ALL

e If you are editing or adding a new host you will be asked to input or amend the host names, phone number

and e-mail address.

e To remove a hostm change their status from active to inactive.
e Click on [ADD NEW HOST]to add your new host.
e If you are editing a host, select [UPDATE DETAILS]to update your hosts information

CLOSE

ADD NEW HOST

Please add details for the host

First Name

Last Name

Email

Phone Number

FMO000

openspace.nhs.uk

CLOSE
HOSTS
Update host details.
Florence
Nyatsanza
florence@example.com
012345678
Active v
Go Back
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Password Management

e To change or update your password,

e Click on [EDIT PROFILE] at the top
of the Accounts s screen.

e Use this screen to update your name, and phone numbers
And update your marketing preferences.

e Input your existing password.

e Typeinanew password.

e Confirm your new pasword.

e Click on [UPDATE PROFILE]

FMO000 openspace.nhs.uk
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EDIT PROFILE

EDIT PROFILE

Persanal Detalls

TraTest

omaserann

Your role

Update password

Current Password

aosed

PrirmargUser

oramaazsa
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