Partnhers in Care

How to activate your NHSmail Account

NHSmail User Guide for Care Providers
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Step 1. Go to internet browser and enter www.nhs.net. This will take you to the NHSmail Portal

Step 2. To activate your account for the first time, click Login at the top right hand corner of the web page. e R

Home Email Help

NHSmail Enabling collaboration for health and social care

NOTE: you will be asked to accept the Acceptable Use Policy (AUP) when signing in for the first time .
Do NOT select access email as this will bypass the AUP step. If this happens you will be unable to send emails from your new account.
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Step 3. Enter the NHS mail email address you have been provided XXXX .nhs.net
Do not use your personal email address e.g. yahoo.co.uk
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[ signin

(@] () 3 https://fs.nhs.net/adfs/Is/?client-request-id=d779e322-8b58-1118-7574-f66bc36eeb6418&username=&wa=wsignin1.0&wtrealm=urn%3afederati...

Step 4. Enter the temporary password
exactly as it is in the text message sent to

your mobile phone.
This is the number you gave when registering for your
NHS mail account.

Sign in with your NHSma

— <  Step 5. If you are on a work computer or one
Unlock Account or Forgotten Pastword? Click here. that iS Only used by yourself tick the

box ‘This is a private computer’
If you do not tick this box you will be unable to
access attached documents.
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Step 6. Once you are happy Click ‘sign in’
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Step 7. You will be asked to change your password
Enter the NHS email again and the password you were provided in FERETE ST
the text message

Please note there are certain rules you will have
to follow when entering your new password.
Listed here:

Step 8. Enter your new password following the ‘rules’ listed

NHS

Update Password

Your new password must meet the critena below

o Minimum length - 10 characters without requiring »
You must update your password e your
password has expired mix of character types

o Must not match previous 4 passwords

¢ Not detected a3 2 cOmMmMONn password. for example
.............. Password123. Winter2018

.......... o Not detected as a breached password (a password
—— | used for an account that has previously been

sam.testS@nhs net
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tep 9. You will automatically be logged out of your

account.

You will then be asked to re-enter your NHS email
address and your NEW password. Remember if you
Are not using a shared computer tick ‘this is a private

computer’

NHS

Sign in with your NHSmad account

s testS@nha ret

o This 1 & prvate computer

Unlock Account or Forgotten Password? |

Step 10. You will then be taken to the Acceptable Use
Policy. This is a standard policy applied to all users of
NHSmail.

Have a read through scroll to the bottom and click accept
when you are ready.

If you do not accept this policy you will be able to access
the NHS mail account but unable to send emails.

@ Acceptable Use Policy
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1 Introduction
2 General information about NMSmal

). Your responsbiities when uung the NMSmal

4 Uning NHSaill services tO eschange sentitive indormation

5 Using the NHSmad Office 365 (0365) 1ybnd Service
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NOTE: Answers to your security questions must be at least 6
characters long

Step 11. After accepting the Acceptable Use Policy you will be able to set up NOTE: Spaces between words count as a character i.e. the
your security questions to complete your NHS mail activation. space between Downside Close will count as a
character Partners in Care

This page will load automatically with the mobile number you
provided with ‘hide my mobile number’ already ticked.

This means no one else can see your mobile number. However, if you want ey can IO TOPOSRAg Niviers &¢ S04 o rumce B4
people to see this number untick the box. IMPORTANT: please do not practer length tbw

delete your number from this box, this number is used for any password re-

sets. So if you forget your password in the future it will be this number that Jecunty Question |
the new temporary password will be sent to. If no mobile is provided the
process of unlocking your account is much longer. brte I >
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Step 12. After completing your security

questions click ‘save’ Step 14. It is recommended you sign
back in and access your account
Jacunty Quastor § straight away. Enter your NHS mail
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address and password.

you’ message. Click ‘OK’

To 9o back 10 the Emai Cli .F)' »
-

YOU are nOW Signed Out Yo 9o back 16 Portal Click ”." Sign in with your NHSmail account
mlenti@nrhiret I
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¥ Thes @ & private computer

Unlock Account or Forgotten Password? Clack hare



http://www.picbdp.co.uk/
mailto:picare@bpc.ac.uk

Step 15. You will be taken to the Outlook Web Outlook'Web App Feilie el Tz
App and asked to choose your ‘Language’ and R
‘Time Zone' R e s

Time zone (UTC + 00:00) Dublin, Edinburgh,
Lisbon, London

Click ‘Save’

@ New mall

This is what your NHSmail will
look like through the portal
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