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1. Introduction

If a student has attended a placement as part of their course, they may be able to claim back: 

• excess costs for travel relating to their placement, compared to their usual journey to university
• dual accommodation costs they paid for to attend their placement

2. Feedback

This is your portal; your feedback is 
important if we are to shape future 
development to deliver the best experience 
for you. 

As part of our continuous improvements, we carry out Stakeholder and User Research sessions to help 
us improve the functionality of the NHS LSF HEI portal.

Based on the feedback received during the sessions, we have made some updates to the HEI portal 
making the system more efficient and user friendly.

If you would like to provide feedback regarding the portal, please log in and use the link at the top of 
the page as highlighted here.

We welcome all feedback and will analyse all contributions to inform development of future 
functionality.
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3. Purpose

The functionality available to you is determined by your assigned role. The TDAE portal will allow you 
to review, authorise and return students’ TDAE claims.

You can view all new and previous TDAE applications submitted by your students. You will also be 
able to view any cases that have been returned to you by the NHSBSA which will require further 
action, either by you or/and the student.

The TDAE scheme rules and policy can be found here.

https://www.gov.uk/government/publications/learning-support-fund-8th-edition-2024-to-2025/nhs-financial-support-for-health-students-8th-edition-nhs-learning-support-fund#travel-and-dual-accommodation-expenses-tdae
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You need an account to use the portal. Accounts come in two types (see Dashboard - User 
administration section).

Once your account is created, you will 
receive an activation link via email and be 
asked to create a password.

You can then access the portal with your email and password.  

Once logged in, your email address will appear in the upper right corner of the portal along with an 
option to logout. 

4. Logging in

When you log into your account, you will 
land on the portal dashboard. From here, 
you will have a quick reference snapshot 
of all active TDAE claims you have.

There is a Notice Board where we will 
post relevant and useful documents and 
articles to address common themes/ 
questions, and this will evolve over time.   

5. Welcome to your dashboard
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6. View active TDAE claims

The ‘View active TDAE claims’ button on the 
portal takes you to the details of all the active 
TDAE claims assigned to your university. 

On this page you will be able to 

• View ‘Previously processed claims’
• Download details of claims that need 

processing’ using CSV
• You can filter all claims 

Clicking ‘Process claim’ will begin the 
assessment 

• ‘Student personal and course details’ 
This will show you the student’s NHS LSF 
reference number, academic year and 
course they are studying.

• On this screen you will see how many 
sections have been completed and how 
many sections are still outstanding.

• By clicking on ‘Claim notes and history’ 
You will be able to view when a student 
has submitted a claim, along with a claim 
audit trail.

Following on from your initial checks, you will 
now be required to commence processing 
‘Travel Details’. Within the ‘Travel details’ 
section you will be presented with two options:

• Check university travel details
• Check placement travel details
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In the above two sections you will be able 
to add comments, check all supporting 
documentation, authorise the claim or ‘Return 
and decline claim’ Additional guidance can be 
found here.

You will only be able to authorise a claim once 
all sections have been completed and the 
declaration has been ticked.

https://www.nhsbsa.nhs.uk/sites/default/files/2024-11/TDAE%20Guide%20for%20students%20and%20universities%20%28V1%29%2011.2024%20%28accessible%29.pdf
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7. Active TDAE claim statuses

8. Previous TDAE claim statuses

To be completed - claim needs to be reviewed.

Started by you - case is locked by you and will unlock at the end of each day.

Started by […] - case is locked by your colleague and will unlock at the end of each day.

Returned from NHSBSA - action is required. Click ‘view claim’. The reason for return will be 
provided in the ‘claims notes and history’.

Returned to student – this has been sent back to the student because it needs to be reviewed or 
completed, or because further evidence is required. You can check the reason by clicking ‘view claim’. 
The reason for return will be provided in the ‘claims notes and history’.

Submitted to the NHSBSA – the university has authorised the claim and submitted to the NHSBSA 
for assessment.

Paid – the claim has been assessed by the NHSBSA and payment has been released.

Rejected – either by the university or NHSBSA. Click ‘view claim’. The reason for rejection will be 
provided in the ‘claims notes and history’.
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9. Filter statuses

This will then open the following screen allowing you to search and filter by using the following 
categories.

Student name - the ability to search for a student by 
name.

Course – all students who have claimed on a specific 
course or the courses you administer.

Course year – all students on a specific study year

Status – show all claims with a specific status (for 
example, to be completed), started by you.

To view information in the category you have 
selected, you need to click ‘Apply filter’.
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10. General queries 

If your query isn’t in our frequently answered 
questions section on the Notice Board and isn’t 
student specific, you can raise a general query using 
the relevant option in the navigation menu.

You’ll be presented with this e-form to complete. Some of the fields will be autocompleted based on 
your account information.

You should provide as much information as possible 
in the ‘query’ box, which can be expanded using 
the circled icon in the lower right corner if required.

Once complete, click ‘submit’ and this will be sent 
directly to a member of our team who will be able 
to assist you.
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11. Student search

If you want to quickly find a student studying at 
your university, you can use the search function by 
selecting it in the navigation menu. 

Clicking ‘search’ will return results for all students 
who have selected your university. If you want 
to refine your search, you can use any number/ 
combination of the parameters presented.

Search results will list all students who meet the following three criteria:

• created an NHS LSF account and made an application
• are linked to your university via the selection they made on their application
• their application is approved

If the student you are searching for doesn’t meet all of the above criteria then they will not be 
returned in results and they should check the information on their NHS LSF account.

Students have full control of the information that links them to your university, so should alter this if it 
is incorrect via their NHS LSF account.
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12. Student specific general queries 

To log a general student query, you need to search for the relevant student, by selecting Student 
Search in the navigation menu. 
 
You will now be able to search for the student using a number of fields, such as:

• NHS LSF number
• surname
• date of birth
• course
• academic year

You will also be able to use a number of 
combinations to search for a student.

Clicking on the student’s name will open the 
student’s details screen where you can access the 
general student query option.
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13. User administration

The types of users for the portal and their permissions are as follows:

HEI Admin 

This role can only be assigned and managed by the NHSBSA Student Services. Any user with this role 
has control over all other users at their university and can manage these (including creation of new 
users, amendment to current users and deactivating accounts for users no longer required) via the 
‘User administration’ section. They have access to the ‘Courses’ section and ‘TDAE’ section.

HEI Admin users assume responsibility for managing the other users at their university and it is 
expected that the user list will be maintained, including the deactivation of accounts where required. 

If a HEI admin leaves their organisation, NHSBSA Student Services should be notified so the defunct 
admin account can be removed and another allocated if required. This can be actioned by submitting 
a general query - see section 10.

User Access

Assigning HEI Portal roles depending on your user’s job 
role;

Confirmation of Student Attendance

COSA user – review, submit change request, termly 
COSA

COSA read only – view but not change or submit

COSA none – does not require a view of the COSA 
process

Travel and Accommodation Expenses access

TDAE user – review, assess, permission to authorise 
TDAE claims

TDAE read only – view but not authorised to access

TDAE none - doesn’t not require a view of TDAE 
process

You can select an option in both categories if required. 
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For example, if a member of staff works on both COSA and TDAE, select ‘COSA user’ and ‘TDAE 
user’. 

If they access TDAE but only need view COSA details, select ‘TDAE user’ and ‘COSA read only’.

User administration can be accessed by clicking the 
relevant option of the navigation menu.  

Once here, you’ll be prompted to enter a surname and/ 
or email address for the user, then click ‘Search’. If the 
user exists, the portal will return a result. 

If no search results are presented, this means there is 
no existing account for the user and you need to create 
one by clicking ‘create user’.
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Here you will need to provide the email address, 
surname, first name, Job/department, contact 
number and intended role type for the user and 
indicate whether the account is active or not. 

Once this information is correct, click ‘create’. This 
will email the new user with an activation link and 
next steps to activate their account.

Alternatively, immediately clicking ‘search’ will 
display a list of all existing users associated with your 
university.  

Clicking a users’ email address will present the details 
for the selected account. Actions here include:

• changing details for the account owner
• amending the role
• making the account active/inactive

Any changes you make to the account can be 
committed by clicking ‘update’ or aborted by clicking 
‘cancel’.

Please remember:

• do not share your password with anyone else 
as this creates a security risk to the student’s 
accounts and across the wider systems.

• if someone requires a different user access level, 
please speak to your designated admin user in 
the first instance. 

• it is important you notify us when users no 
longer require access so their accounts can be 
closed. By failing to notify us of a staff member 
no longer needed access, this creates a security 
risk to the students’ accounts and the wider 
system.
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