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1.0 Getting Started

The following guide has been compiled to aid

you in your day to day use of your NHS Professionals On-Line

access, to help with all aspects of interacting with NHS Professionals, from updating your availability,

booking a shift and updating personal details,

your shifts.

through to viewing future bookings and reference numbers for

To gain access to the system you must access the NHS Professionals web site. This can be done by
loading your web browser (typically Internet Explorer) and typing in the following address:

http://www.nhsprofessionals.nhs.uk

(= NHS Professionals - flexible and 1 mporary NHS jobs in the UK - Windows Internet Explorer.

|E2E

ge- [

Edi Wew Favories Took Help

T Favorkes | @NHS Professionals - Hexdble and temporary S iobsi... |

v Page - Safety- Todls- @ 7

The No. 1 for NHS flexible workers

Your guide to
flexible working

Home

Nursing

NHSP manages a wide range of flexible
work opportunities for nursing, medical
and administration and clerical staff.

Doctars

Admin & Clerical

Lisarming & We enable nurses, doctors and other
Development healthcare professionals to work
flexibly within the NHS, fully suppol
Hot Jobs! .
werkllife balance needs and carg
News development goals.
Logins Select Your Professiol

FAQs

On this page click the
“Quick Login " link

Important
FAQ's about the

Alincate Sniuars

With 50,000 healthcare professionals, we are the
leading employer of flexible staff for the NHS

&
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Professionals

Quick Login

Done

& Internet

75 - Riwo% -

EEX

(= NHS Professionals - Logins - Windows Internet Explorer
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»

T Favorites | @ NHS Professionals - Lagins 1 | B8 =) @b - pager Sefetyr Tooks v -
~
The No. 1 for NHS flexible workers NHS|
Professionals
. X Your guide to [T —
On this page click the flexible werking
. = Apply to join now_.. it's easy!
Flexible Workers, Home NHS Professionals
Trusts and Agencies Nursing Online
|Ogln here for On“ne Doitais Flexlb!e Workers, Trgsts. Docsers and
A . Agencies can all login from this page
b00k|ngs > ||nk & Clerical to a wide range of online services.
Le
Develapment \Workers, Trists and At
Hot Jobs! 3
Totes Management information Reports for Trusts s Change in Status
Mew:
e Please note that browser bookmarks leading to NHSP login pages may need CONCLUSION TO
Logins updating to match our new website. CONSULTATION
FAQ's User Guides
Flexible Workers
Click here for user manual » —
2 fi Trusts
Click here for user manual >
Click here for Management Information user manual >
Agencies
Click here for user manual >

v
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You will now be asked to insert your Login ID and Password. Once you have completed this information
click the “Login ” Button.

Login ID |

Password |

[Loon

Forgot wour password?

You should now be successfully logged onto your personal on-line booking system, and this page will be
displayed:

3 StaffBank on Web: A Special Way for StaffBanking - Microsoft Internet Explorer provided by NHS Professionals

File Edit \“iew Favorikes Tools  Help | _.;;J'
G Back = - @) | @ search () Favorites €8 | S 4

Address I@ htbpeffdew-ink-wnanu-s1 1 W ardClerkStartp. asp j @ 6o | Links >

StaffBank

Professionals
Logaut Login

Auailable Shifts
Fefuse Boakings Hotifications

Input Auvailability
ward Preferences
Seleck Trust
Timeshests

Please note the information )
bar. This will allow you to
view whom is logged in, your
This is the Main Menu. Each Password Expiry Date and the
of these items will be covered trust you are currently

in more detail throughout the ‘working with’

remainder of this document. \ )

Future Confirrmed

Change Password
Eersonnel| Details

|@ ’_ l_ l_ ’_ ’_ |¥J Local intranek P

** |f the system is holding an electronic timesheet for you that has been authorised by a ward manager then
you will see the following under the natifications section in the middle of the screen:

Hotifications
Click here to viewy the 1 autharized Timesheet(s) avaiting to be released by you.

This will be covered in the later section, ‘Timesheets’, of this manual.

Web Training Document
Page 4 of 27
Version 4.3 Issue Date: May 2009



NHS

Professionals

2.0 Main Menu

The main menu provides you with the ability to navigate easily to the task you wish to perform. Each of
these will be covered in more detail throughout the remainder of this document:

Menu Options Are:

Functionality Description

Lists all available shifts for your
assignment code at the Trusts you
are registered with.

Available Shifts

Refuse Bookings Enables you to refuse shifts.

Allows you to provide your
availability for working shifts if a
shift that meets your needs is not
available at the time you are
looking. Also allows you to enter
the timescales within which NHS
Professionals may contact you.

Input Availability

Bookings

Enables you to highlight your
preferences for the wards you
Ward Preferences |would like to work at and those
where you would prefer not to work.

Requests & Bookings

Enables you to review shifts at
other Trusts where you are

Select Trust registered with NHS Professionals
to work.

Allows you to ‘Release’ or Query
Timesheets your electronic Timesheets

Functionality Description

Lists all future shifts where you are
Bookings Future Confirmed |confirmed as working, including
reference numbers.

Reports

Functionality Description

Enables you to reset your on-line
password. You should do this prior
to your password expiry date.

Other Change Password

Enables you to review the personal
details we have for you, and
Personal Details |provide updates to those details
where appropriate.

e
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3.0 Available Shifts

This menu option shows all the available bookings that match your assignment codes in a specified time

period. Click on “Available Shifts” from the main menu.

By s
Refuse Bookings
?‘%ﬂ . Available Shifts will display all outstanding shifts, matching your gqualification.
nput Contsct Preferences .
Ward Praferances Select the dates you wish to
_Srle::;::::: Select Date Range ta List Outstanding Requasts* V|eW by Cllcklng on the Calendar
Future Gonfimes startDate [1-hAR-2000 button next to the “Start Date”
. field and “End Date” field
Barsonmal berais End Date [TVARL2008
Date Range |14

Helo

*rote | if Date fields are blank, all Future Available Requests are Displayed

Enter the dates using the Calendar and then click on the ‘Show Requests’ button

select a Trust | All Trusts j

COutstanding shifts are listed below
Click in the box against the shift you wish to worlk

Date Select Trust Location ‘Ward Assignment Start Time End Time Hotes ‘Ward Details

13-Cct-2008 [T Certral Manchester & Manchester Childrens UniHos MR Eye Hospital  Outpatierts Department RMOO 1300 1800 m ‘Ward Details

14.0ct-2008 [T Certral Manchester & Manchester Childrens UniHos M R Eve Hospital  Outpstients Department RMOO 09:30 14:30
15.0ct-2008 [T Certral Manchester & Manchester Childrens UniHos M R Eve Hospital  Outpstients Department RMOO 09:30 14:30
16-0ct-2008 [T Certral Manchester & Manchester Childrens UniHos M R Eve Hospital  Outpstients Department RMOO 09:30 14:30
17.0ct-2008 [T Certral Manchester & Manchester Childrens UniHos M R Eve Hospital  Outpstients Department RMOO 09:30 14:30

AN

All available shifts that match your assignment codes will be displayed for your default Trust, or
the Trust that you have selected.

If the ward has entered notes about these shifts you will need to read them before you book
yourself.

details

You may also select the trusts to view the requests for. By default the option of ‘All Trusts is
@d. To filter for individual trusts select the trust from the trust drop down

Should you require to contact the ward directly click the ‘Ward Details button of the ward’s contact

S

Ward Details
Location Ward Directorate  Ward Type Phone Humber Address
M R Eye Hospital Cutpatients Department Temp Cut Patierts 0161 276 5504
E Examples of Ward Details and Notes
pages that are displayed when you
Request Notes For Reference Number : 42038203 click on the appropriate buttons
Hotes Entered By Hotes Entered On Hotes g
mirost 13-0ct-2008 09:25 E=cort Duty

Close
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4.0 Booking a Shift

If there are shifts available that match the Trust that you have selected and your assignment code(s) you will be
able to book into the shifts of your choice.

Outstanding shifts are listed below Click on ,the ‘Select’ Box I.’IEXt
Click in the box against the shift vou wish to work to the shift(s) you would like to
Date Select Location Ward assignmenf WOrk. Once you have finished

18-Mar-2008 [ ceesdtomiimm———— your selection then click on
—— ‘Save Bookings'.

EnrTmaare. 0 -

A Confirmation screen will appear.

Confirmed Bookings

Date Location Ward Assignment StartTime EndTime Status
Thank You for your interest inthis shift.
19-har-2005 TGH Meura Ward 1 RrMOO 10:00 10:10 Your booking iz confirmed.

Reference Number for this shift is 40213469

Please note there are severh
possible outcomes that could
occur from selecting the shifts
that you would like to work.

It is important that you read

the message, as the shift may
not be confirmed. Possible
messages are displayed

below. /

1. “Thank you for your interest in this shift. Your booking is confirmed. Reference number for this shift
is ZC23456”. This means that your name has been booked into the shift and you are now expected
to attend for the duty you have selected. You should enter the reference number displayed on your
timesheet.

Possible messages are:

2. “Thank You for your interest in this shift. The Service Centre will contact you if your request to work
this shift is successful. Please note this booking is not confirmed until you are contacted.” This
message highlights that your interest in this shift has been identified and if the shift is still available to
you, the Service Centre will contact you on the telephone numbers you have previously provided.
This shift is not confirmed as your shift unless a Placement Officer contacts you, so do not arrive for
the shift. Please be aware that without the NHS Professionals Reference Number you booking is
not confirmed.

3. The other messages that you may see relate to issues with your booking, such as you are booked
elsewhere for that time period or you have an expired NMC Pin, if relevant. To view your confirmed
bookings are please see the ‘Confirmed Bookings’ Report. For other queries please contact the
Service Centre using the ‘Contact Us’ section of the NHS Professionals website.

e
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5.0 Refusing Shifts

This option allows you to view all your booked shifts and refuse shifts.

If you require to refuse a shift that you have already accepted to work then you can do this via the ‘Refuse
Bookings’ link in the menu.

All your future Bookings will be displayed:

All future bookings for
Date Ref. Ho. Hame Start End Assignment Location Ward Refuse
1-dul-2005 40349835 0950 143 RMOO heatherwood Ante Matal Clinic Refuse
2-dul-2005 40345539 09:30 1430 RMOO heatherwood Ante Matal Clinic Refuse
F-ul-2005 403459840 09:30  14:30 RMO0 heatherwood Arte Matal Clinic Eefuze

To refuse the booking click on the ‘Refuse’ link
next to the booking you wish to refuse.

The following screen will be displayed and you
should then select the reason why and then
click ‘Refuse’

Refuse the Shift with Request Number 40213469

Select a Reason to Refuse: |M:I"

You will then receive confirmation that your booking has been successfully updated

You may only ‘Refuse’ a booking if that booking is more than 24 hours in advance. For any late
notice refusals please contact the NHS Professional s National Service Centre from the ‘Contact Us’
section of the NHS Professionals website.

e
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This allows you to update when you are available to work. Select Input Availability from the Main Menu.

3 StaffBank on Web: Main Page - Microsoft Internet Explorer provided by NH

File Edit ‘Miew Favorites

Toals

Help

enter you availability, non availability and

G Back ~ = - tat | &) search Favorites €38 | - & &

booking lead time.

StaffBank

Auailable Shifts
Fefuse Bookings
drnput Availability
ward Preferences
Select Trust

Future Confirmed

Paid Bookings
Cleared Unpaid Bookings

Bookings Mot Cleared

Change Password
Perzonnel Details

Address I@ http:/ fdev-ink-wan-s 11 MewFrame, aspx

The next few pages will discuss how best to
enter you availability for NHS Professionals

This screen gives you a variety of options to \

Logout  Login

Mon Unavailable all day
Tue Unavailable all day
W Unavailable all day
Thu Unavailable all day

Fri Unavailable all day

- Unavailable all day
- Unavailable all day

Add Booking Lead Time

Bt start

Usually available up to 0 hours before the shift

ortaining
e Hewt
Eﬂ;;s Unavailable all day
E;e.fﬂs Unavailable all day
g\;?»gs Unavailable all day
EQUIDS Unavailable all day
E;IDS Unavailable all day
-Unavailable all day
e

Lnavailable all day

2

’_ ’— ’— I_ ’_ |\-_J Local intranet v

Availability Option

Description

‘Weekly Pattern’

Allows you to enter availability for days of the week
regardless of the date. For instance if you are
always available on Mondays you should enter your
availability which will then indicate that you are
available for ALL Mondays

‘Booking Lead Time’

Allows you to enter the timescales at which NHS
Professionals can contact you before the start of a
shift. If you do not wish to be contacted if the shift
starts in x number of hours you should enter this
information in here.

‘Date Specific Availability’

Allows you to enter Availability for individual dates.
If, for instance, your availability is not the same from
week to week you can specify here which dates you
are available

Web Training Document
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Weekly Pattern

Clicking on the ‘Weekly Pattern’ availability button will allow you to enter any availability that you have ‘Week
in Week out'. For instance if you know you are available for specific time periods every week for the same

days you should enter that here:

Weaskly Pattern

% mvailable for the time period
7 Available all day
7 myvailable al day except for the time period

.

% Unavailable al day

Days

r hancay

r Tuesday
r Wednesday
r Thursdary
r Friday

r Saturday

r Sunday
ik

<

«

«—

Date Specific Availability

Enter either the times you are available
or ‘Available all day’ or ‘Available all day
except for the time period’ and the times
you are unavailable or ‘Unavailable all
day’ and then select the days of the
week that this availability applies to.

Click 'Ok’ and this will save your
availability for those days selected

Click ‘Cancel’ and this will return you to
the previous screen and disregard any
changes you have made

If you require entering your availability because you are not available on a weekly pattern then you will be

required to enter your availability here.

If required click on the white box next to ‘Go to Week Containing’ and select the date that you require to

enter your availability for:

11/06/2008] <

If required select the date that you

4

Su Mo
Mo .
0906 Lnavailable all day 23 26
Tue . 1 2
0ME navailable sl day 4 g
Wied .

15 16
11106 Unavailable all day b
Thu .
12 Unavailakle all day 20 a0
ri navailable sl da
13006 b
L=t )

June, 2008
Tu e Th
2F 25 28
i 4 35
1n|:| 12
17 18 14
24 25 26
1 2 3

Fr
30

G
13
20
27

4

Today: May 6, 2003

b

2]
Ky

7
14
21
25

5

require from the calendar that
appears and then click on the ‘Go
To Week Containing’ button.

This will allow you to view any
availability you have already
entered for these dates.

Click on the ‘Add/Edit Date
Specific Availability’ button

Web Training Document
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Once you have clicked on the ‘Add/Edit Date Specific Availability’ button you will see the following screen:

Add/Edit Date Specific Avaitability Enter the date range that you are
forthe following dates: ) available for in the ‘From’ box
Fram To < and the ‘To’ box and then click
| I ‘Add’
A You can then enter the time

period that you are available for,
if you are available all day,
available all day except for a
time period or Unavailable all

day.
@ goallable for the time periad Click 'Ok’ to save your
i _I availability for these dates
T pvailable @l day Click ‘Cancel’ to return to the
" soesllable sl day £xoept for the fime period previous screen and disregard

I_-li your changes

T Uriswaliabls al day

Booking Lead Time.

Booking lead time allows you to inform NHS Professionals of the number of hours prior to the request
starting that you wish to be contacted with regards to you availability.

Under the ‘Add Booking Lead Time’

button is a list of the Preferences
that you have entered and the
default to inform NHS Professionals
Edit Usually available up to & hours hefore the shift start how soon before a shift start that you
Edit Del 15/05/:2008 2 hours before the shift start are not available to be contacted.

Ad Booking Lead Time

To add a Booking Lead Time for a
specific date click on the ‘Add
Booking Lead Time’ button.

In the pop that appears enter your Booking Lead Time detail:

> Enter the date of the preference
n |1‘1f|:|5f2|:”:IB b // and the number of hours prior to
avallable up o Ial hours before shift start Lheecsohr::;iiigmg that you wish to

Click 'Ok’ to save these changes

e
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You will be returned to the previous screen and the new entry will be displayed:

~2d Booking Lead Time

Uzuayy available up to § hours befare the shift start
Edit Del 140572008 & hours befare the shift start
Edit Del 150572008 2 hours befare the shift start
N,
T ®

You may edit any of your preferences by clicking on the ‘Edit’ link next to the preference that you wish to
change.

Usually available upto 12 hours
before shift start

Change the details of your preference and click ‘Ok’ to update these changes.

If you require to delete the ‘Booking Lead Time’ that you have entered click on the ‘Del’ link and the ‘Booking
Lead Time' will be removed from NHS Professionals’ records.

It is important that you continue to enter you availability to inform NHS Professionals when you are available
to work.

Without this information NHS Professionals will not be able to contact regarding available shifts

I
Web Training Document
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7.0 Ward Preferences

This allows you to highlight wards that you like to work on, as well as those where it is your preference not to
work. Click on “Ward Preferences” on the main menu.

Auailable Shifts
Refuse Bookings
Input Availability

Ward Preferences
Select Trust
Timeshests

Future Confirmed

Change Passward
Personnel Details

Menu Options

Input Contact Preferences

Sorry 111

No Ward Preferences are Available.

Add Ward Preferences

£

You will be then asked what Trust you would
like to add preference for. If you work in
multiple Trusts, the drop down list will enable
you to choose.

Click on Continue

You will then be asked for the location. Once

T\ _

If you have no preferences in the \
system, you will receive an
acknowledgement of this.

Click on “Add Ward Preferences” to
allow you to add your preferences.

Add Ward Preference

Vhich trust would you like to work at? | Select Trust j

[ Comivue |

Select Trust

Hote: Ward Preferences is simply sddditionsl informstion given to the co-ordinstor's ahout your wilingnes:s to work this ward,
given a chaice, ft does not prevent your name from appearing in the list of available staft

again select from the list and click Continue

Add Ward Preference

Which Location would you like to work at?

[ Conimse |

Central Manchester & Manchester Childrens Uni Hos

Trust preference

Which ward(s) would you like to work at?
Hald "Ctrl' ey to select multiple wards

What is your Level of Preference?

Add Ward Preference

Location preference  Manchester Roval Infirmary

Central Manchester & Manchester Childrens Uni Ho

Anaesthetics & Recovery
Antenatal Clinic

Bed Management

Tick, if you like to wark in all the listed wards -

Update Preferance

N

You will be then asked what Ward you
would like to add preference for.

Once you have chosen the ward you
can nominate preferences as;

Keen

Like to

Prefer not to

Very Keen

Would not like it

Click on “Update Preferences” to save
your changes.
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8.0 Timesheets

YOU MUST RELEASE YOUR ELECTRONIC TIMESHEET BY 23:59 ON A TUESDAY IN ORDER
FOR THAT TIMESHEET TO BE PAID THE FOLLOWING WEEK

Clicking on the ‘Timesheets’ Menu option will display the options for entering your electronic timesheets.

The process for electronic timesheet authorisation is as follows:

1. The booked shift will be worked
2. The ward manager will authorise the timesheet.

3. You will need to either ‘Release’ the timesheet (your acknowledgment that you agree to the pay details)
or you can query the time sheet.

3a. If you query your timesheet it will then be passed back to the ward manager to authorise and the process
from step 2 will need to be repeated

Once you have clicked on the Timesheet option you will see a list of any of the electronic timesheets for the
current day.

Show Filter Parameters... @
Timesheets
%A
' 4
Trafford General
Hospial Anvaitin
07/03/2005 40213457 Intermediste RMOO 10:00 1010 0 ox10 oo A010 0 0010 L
[ Authorisation
Meurarehakilitation
It Ward 1

To view other timesheets you will need click on the ‘Show Filter Parameters..." blue arrow. This will display a
list of filter options available to you.

WEE: Date Rande g MR e
j Start v Mvaiting Release
[13092008 | | Released You can select the options from the
End I Gueried, wih Ward Managod drop down list, the calendar boxes
|13f1|2|f20l2|8 ¥ paid ' and the series of check boxes.
. 3 Maonths A
Once you have selected you filter
options click on the ‘Filter’ button to
update the list of eTimesheets that
match your criterion,
Check Box Option Description
Not Authorised If this option is ticked eTimesheets that have yet to be authorised for
payment by the ward manager will be displayed.
Awaiting Release If this option is ticked eTimesheets that have been authorised by the ward

manager but have not been agreed for payment by you will be displayed.
You will need to ‘Release’ these eTimesheets in order to be paid.

Released If this option is ticked eTimesheets that have been agreed for payment by
you will be displayed. These eTimesheets will be paid at the next NHS
Professionals payroll.

Queried, With Ward Manager If this option is ticked eTimesheets that have been queried by you and are
awaiting ‘Authorisation’ from the ward manager will be displayed.

Paid If this option is ticked eTimesheets any eTimesheet that has been paid will
be displayed
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The following options will be displayed

to you

Hide Filter Parameters...

IDate Range 'I

@

¥ bt Authorized

Start ¥ Awyating Release

IUE!USQUUB ¥ Releazed

et ¥ Gueried, with Ward Manager
.

R o

hanchester Rovyal
060372008 40213454 Infirmary
Bed hManagement

Ward Manager
Ward Manager

RMOO

Fuw left earlier
P left earlier than shift end time

Traffard General
Hozpital
07/03/2008 40213457 Intermediate
Meurarehahiltation
it izt 1

RMOO

- Contract  Acwal
F------------
vz

Any requests that have been authorised by the ward manager will be
displayed to you. The options for ‘Query’ and ‘Release’ will be in the
columns to the left of these shifts.

Any shifts that have yet to be authorised will display the ‘Awaiting
Authorisation’ text in this column.

You will also see any comments that the manager has left if they
have modified the timesheet

Timezheets

Qo0 a0 0 ox1o o 100 14100 20 0350 Guery Release

070372008 1327
070372008 11.02

Avyvaiting
Authorizstion

1000 A@xio 0 (10 000 A010 0 oo

The Comments Section will display any
comments passed between yourself and the
‘Ward Manager’ who is the individual that has
already modified your eTimesheet. You may add
a comment using the ‘Add Comment’ link on the

dt of your eTimesheets will be \

displayed to you here with the detail of
the booking along with the Start and End
Time of the booking ‘Contract and the
Start and End Time of the ‘Actual worked.
The actual is the total amount of time you

right of this section

will be paid for.

N—

_
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Querying a Timesheet :

If you wish to query the detail of your timesheet then click on the query link. You will be able to type a

message into the pop up box and this will then be notified to your manager:

ngr_ﬁl,r for shift with Ref. Hum. 40213454 worked on
NGE/2008

Start tirme was 08:00 and finsh time was 14:00]

SHEMITEHIBEY

Once you have queried a timesheet you will be returned to the Timesheet screen:

Manchester Roval

Bed Management

- Comtrat  Actual
F---————————--
vz

060320058 40213454 Infirmary RROD 1000 aoi0 0 010 4000 1410 20 0350

Gueried,
With Warel
Manager

Start Time was 0500 and end time was 1400 Murse 070352005 1927
Fwy lett earlier Ward Manager 07032008 1327
Py lett eatlier than shift end time Wiard Manager 070252008 11:02

Note that you can no longer query the timesheet and this will require action from the Ward Manager to allow
you to release the shift for payment.

Once the Timesheet has been authorised by the manager and then released by you the timesheet will be
paid at the next payroll. After this point the timesheet will be locked and no further modification will be
possible. The timesheet will be marked as ‘Paid’

9.0 Reports

Future Confirmed Bookings
This report will show you all the bookings that you have in the future that have been expressly confirmed
by you that you will be working

Future Confirmed Bookings |

Ll Select the dates you wish to view and then Click ‘Go’

From : [7-Mar-2008
R R Caolender |Go

Any future confirmed bookings you have will be displayed in the grid

Staff Hame: Abad Clarissa
LI Date S_tart I%nd Location Ward
Humber Time Time

40213457 T-Mar-2008 100 1010 Trafford General Hospital

Aszignment  Training

Irtermediste Meurorehahiltation Uni Ward 1 RN Gen Acute

e
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10.0 Other Menu Options

10.1 Changing or Resetting Your Password:

It is possible for NHS Professionals Online Users to change their own passwords via the change password
link in the menu or if you have forgotten your password you can reset your password using the ‘Forgot
Password?’ link on the login page

10.1a Changing Your Password once logged in

The top of the page shows details of the logged on user, along with the password valid to date — this will
enable you to keep a check but the system will remind you to change your password 14 days before, and for
everyday after until it expires. We recommended you change your password as soon as you see these
prompts, to avoid any problems.

Menu Options

Click on the change password link in the menu and you will see the following page appear:

Naur new passwiord musthe bietiveen 8 and 24 characters in length and contain at least
one number and one upper case latter

CHANGE PASSWORD

Enter your current
Password:

Enter the new Password: I

Confirm. your.nesw I
Password:

Enter your current password and then your new password twice. NOTE that your NEW password must be
between 8 and 24 Characters long and contain at least one number and one upper case letter, click submit
and your password will be changed if it matches the rules above

e
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10.1b Resetting a forgotten password

If you have forgotten your password click on the ‘Forgot Password?’ link from the main login page. You will
be redirected to the Password Management System:

/3 Password Management - Microsoft Internet Explorer provided by NHS Professionals MEE .
File Edit Yew Favortes Tools  Help | -

G Back + = - @) ﬁ|@55arth (3 Favorites glé & [z oY

Address [[F hetp:juat-int-www-s10:4001 {ForgottenpasswordEntryPoint 1 asp PAspxAutoDetectCookieSUpport=1 &returnurl=http:uat-nt-win-s L0&showHeaders=trueainadinframe=F = | @ Go |Lmks >

-

Password Management

Professionals

Forgotten Password

Username  [nfrostagorh

Email Address  [mark frost@nhsprofessionals nhs.uk

Confirm Email Address  [nark frost@nhsprofessionals nhs.uk

:
Type the characters you see 2 ‘&\ ( 6@

in the picture

||

Reset Password I Cancel |

After clicking reset you will receive an email with a link to a web page to allow
you to enter a new password.

=l
Elooe == T

Enter your username and then the email address you registered your username with NHS Professionals with
twice — please note you will not be able to copy and paste your email address from one box to the other.

Once you have done this you will be asked to enter the CAPTCHA information. Simply type in the 5 letter
number and letter combination into the box below the CAPTCHA detail.

Click Reset Password and an email will be automatically sent if your email address is recognised.

Retrieve your email and click on the link in this email. You will see the following page appear:

e
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Enter your new password details following the rules on screen. Enter the CAPTCHA information you see
displayed on screen. Click Reset Password and your password will be reset and you will see a page to
confirm you have changed your password. You will not be able to login to the system.

Fle Edt View Favortes Tooks Help | o

G Back v = - fal |@Search [3] Favorites @‘5 k3 (29 fe¥

Agdress [[=] httpy/juat-int-wum-510:4001 [ForgottenPasswardEnktryPaint2 aspx? AspiAUtaDetectCockieSupport=1&ref =c307F362-7707-47a2-a30h- 0052031 36915 =] pa |Lmks »
=

Password Management NHS |
Professionals

Forgotten Password

Please submit a password thatis 8-24 characters long, and contains at
least twio of the following: numbers, lowsrcase letters, and uppercase
letters. i.e. "password1A" or "passWORD"

New Password |

Confirm Hew
Password I

Type the characters EQM

you see in the picture

10

Reset Pazsword Cancel

|

&] Dane ’_ ’_ ’_| | & Lacalintranst
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10.2 Personal Details

This shows your personal details

Personal Details | Availability | Bookings |

Title
Mr

Surname
Afghan

First name
Martin

Middle name

Freferred nam

WMieb Login
Bab

Personal Information

e

Sex

Male

Date of Birtth
200052008

Mationality
Afghan

Ethnic Origin
British

Prefer To Use Web
Yes

Dizability Status
Ho

Disability

Emergency Contact Mame
Melanie
{Mother)

Emergency Contact Mo,

Contacts Certification Infarmation Contract Information Professional Inforrmation |

Staffil
406981

ESR Assignment No.

NI Number

AFC Accepted

Yes

AFC Accepted From
200052008

Address

10 Happy Ho
China Town
London

County
Country
Swaziland
PostCode

use

hobile 45454479561 545 Betwween 1200 18:00
Work Phone 45454479361545 Anytime
Home Phone 45454479561 545 Betwween 1200 15:.00
Mokile 45454479361545 Betvween 1000 21:00
Etnail @nhzprofessionalz nhe.uk | Anytime

You will automatically be sent to your Personal Details when you click on the ‘Personal Details’ menu option.

Please note the Tabs indicated by the red boxes above and the two ‘Edit’ Buttons.

Clicking on the First edit button will allow you to change you personal details:

Personal Details |

personal Information
Title

Mr

Sumname

Afghan

First name
Martin

Middle name

Preferred name

Mieb Login
Babs

Sex
Male

Date of Birth

Mationality
Afghan

Ethnic Origin
British

Prefer Ta Use lfeb

~

Dizability Status
Ho

Dizability

Emergency Contact Name

|Me|anie Frost (Mother)

Emergeney Contact No.

[01227 792586]

Submit

You will be able to change your
Emergency Contact Name,
Emergency Contact No. and the
option ‘Prefer To Use Web’

If you tick the ‘Prefer To Use
Web’ option you will not receive
any ‘cold calls’ from the Service
Centre

Click ‘Submit’ to save your
changes or ‘Cancel’ to discard
them

Web Training Document

Page 20 of 27

Version 4.3 Issue Date: May 2008




NHS

Professionals

Clicking on the ‘Edit’ Button underneath the contact details will allow you to edi

the Edit button is clicked the contacts will be displayed as:

it your contact details. Once

e

hakile 45454479561 545 Between 12:000 1800
Wyork Phone 45454473561545 Arvgtime
Home Phone 45454479561545 Between 12:00 1500
hakile 45454479561 545 Between 10:00,  21:00
Email @nhsprofessionals nhz.uk  Between 10:00 20:00

Add Contact

Edit Delete Down
Edit Delete | UpDown
Edit Delete | UpDown
Edit Delete | UpDown
Edit Delete | Up

Ok

A 4

to delete this contact

\ 4

The Edit option will pop up the edit box for
this contact. The delete button will allow you

The ‘Add Contact’ button will
allow you to add a new contact

A 4

to the system

your preference for

The Up/Down option will allow you to set

Professionals will use first. The list
works in a descending order so the first
option in this list will be used first and
then in order working down the list

which contact NHS

Editing your Contacts:
Click on Edit next to the contact you wish to edit.

Contact Details
Cantact Type

IMnhile 'I

Contact
[orrr7zerTi|

WUse Contact
Statt Time  [12:00 EndTims  |15.00

Edit the detail you wish to change.

The use contact Tick box and start
and end times will allow you to
specify when NHS Professionals
can use this contact. If you do not
have a specific time to contact for
this contact leave the ‘Use
Contact’ tick box unticked.

Click 'Ok’ to save the changes or
the ‘Cancel’ option to discard the
changes

Deleting your contacts:

Click on the Contact you wish to delete. The following confirmation pop up will appear:

Staffhank

Arganu sure you want to delete the contact record ¢ Maobile -=

O7agis T
| ves J  No |

Click ‘Yes’ to confirm the deletion or ‘No’ to cancel.
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Availability :

At the top of the personal details page you will see the tabbed options for ‘Personal Details’, ‘Availability’ and
‘Bookings’

Personal Details | Availability | Bookings |

Click on ‘Availability’ to view your availability

Personal Details | Availability | Bookings |

Standard/Mon Standard | Locational Availability |

Warks Public Holidays Mo Waorks School Holidays Mo Accepts Cold Call Shifts Ho

Mon Unarvailable all day ining I

Tue _ |Availabi fo thetine period 10:00 - 16:00 5
wWied Availahle all day except for the time period 15:00 - 16:30 haon Unawailable all day
Thu Avwailable for the time period 10:00 - 1800 1_3"‘1 0
ue . . N
Fri Awailable for the time period 14:00 - 2300 g4qp  fevailakle for the time period 10:00 - 18:00
el RO ARG EATD :\;1"’0 Svailable 8l day sxcept for the time period 15:00 - 16:30
Sun Avyailable for the time period 14:00 - 23:00 h
L . . . . :
HEMD Available for the time period 10:00 - 1800
Fri . . .
Usually available up to & hours before the shift start 12” o Available for the time period 14:00 - 23:00
Sat ) ) ) ) .
1810 Avyailable for the time period 10:00 - 18:00
B acvailable for the time period 14:00 - 23:00
19410 G R

Click on the Edit Button to allow you to edit your availability

Availability ‘

Standard/Non Standard |

wWorks Public Holidays M wWarks School Holidays ¥ Accepts Caold Call Shits M YOU can tICk or
] ntick the options for
u -
ity ‘Works Public
Holidays’ , ‘Works
School Holidays'

Maon Unavailable all day I it
Tue Available for the time peri

wed s alcarsoe] Y OU Should refer to section
Thu Awailahle for the time peri ‘Avallablllty’ to use these pages

Fri Available for the time peri ‘
e and ‘Accepts Cold
vailable for the time periger oo =T T ) g
- - - 150 Available all day except for the time period 15:00 - 16:31 . y
Sun Avallable for the time period 14:00 - 2300 = Ca“ Sh|fts
- .
Heno Available for the time period 10:00 - 18:00
Fri . " .
1710 Available for the time period 14:00 - 23:00
Edit Usually available up to B hours before the shift start Sat ; .

180 Available for the time period 10000 - 18:00
S ek for the t 14,00 - 2300
i vailable far the time perio - 23

Click ‘Ok’ to save these
changes or ‘Cancel’ to discard.
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Location Availability:

Click on the ‘Locational Availability’ Tab

Personal Details | Availability | Bookings |

| Standard/Mon Standard | Locational Awvailability
|

Trusts \ifoked For

Wigst Essex PCT
(Central Manchester & Manchester Childrens Uni Hos

This page will show you
the options that have
been setup for ‘Trust’
Worked at, ‘Will ONLY
Work At’ and ‘Will NOT
Work At’

Note that if you have
indicated that you will
NOT work at a specific
area you will never be
offered shifts for that
area.

Certral Manchester & Manchester Childrens
Uni Hos

Certral Manchester & Manchester Childrens
Uni Hos

M F: Eye Hospital

Tameside General
Hospital

Wil OMLY Wark At

Vill NOT Work &t
J\"A
Z

Cataract Services sk-sm 12-Sep-2008 13:55:25

Renal Dialysis Satelite Unit

rashwarth-sm 30-Sep-2008 120819

To edit your Locational Availability click on the ‘Edit’ button

Add Hew Trust b

Trusts Woked For

West Ezzex PCT
Central Manchester & Manchester Childrens Uni Hos

Delete
Delete

Add Wil Only

Wl ORLY Wiork At

Wl MOT Work At

Central Manchester & Manchester
Childrens Uni Hos

Central Manchester & Manchester
Childrens Uni Hos

M R Eye Hospital Cataract Services

Tameside General

Hospital Renal Dialysiz Satellite Unit

Ok

&ﬁ
o 4

sk-zm 12-5ep-2008 13:55:25 Delete
razhworth-sm 30-Sep-20058 12:06:19 Delete
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Add New Trust Worked For:

If you have completed the NHS Professionals’ full recruitment process you will be able to Add any of the
Trusts that NHS Professionals’ has a partnership with. To Add A new trust click ‘Add New Trust Worked For’

Hiraitable Trust:

Barking Havering and Redbridge NMHS Trust

Berkshire Healthcare MNHS Trust

HBracknell Forest PCT

Buckinghamshire Hospitals Trust
Buckingharmshire PCT

bl Camden PCT

i Central Liverpoaol Primary PCT

b Christie Hospital NHS Foundation Trust

il Colchester Hospital University Foundation Trust

Select the trust you wish to be available for and click ‘Ok’ to save that trust or cancel to discard your
changes.

Note — That if you work substantively within a trust and joined NHS Professionals using your substantive
post you will only be able to work in the Trust that you hold your substantive post in

Add Will ONLY Work At:
Click on the ‘Add Will ONLY Work At’ button and the following pop up will be displayed:

Add Wil Only \Wor kAt
: Trist
SeleCt. the trust/locat|0_n W:’:ll’d, |Centra| Manchester & Manchester Childrens Unj
you wish to add and click ‘Ok’ to =
save the changes or ‘Cancel’ to [aLL =l
discard the changes Wiard
[ALL =
o | cancel |

Note — That if you work substantively within a trust and joined NHS Professionals using your substantive
post you will only be able to work in the Trust that you hold your substantive post in

Add Will NOT Work At:
Click on the ‘Add Will NOT Work At’ button and the following pop up will be displayed:

Add Wil Mot Wiork At

Select the trust/location ward ITg-S*t TNanchester & Manchester Chiarens UnE]
. . ‘ , Bntra anchesier anchesier narens Un ™

you wish to add and click ‘Ok’ to  fI{ .

save the changes or ‘Cancel’ to | [gooth Hall Children's Hospital =]

discard the changes

PLEASE NOTE — ‘Will NOT Work At’ will override the ‘Will ONLY Work At’
This means that if you have selected a location/ward in ‘Will ONLY Work At’ and there is an entry in ‘Will
NOT Work At’ for ‘ALL/ALL’ you will not be available to work for this area.
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Deleting Availability for Trust:

If you no longer wish to work at a particular trust click on the ‘Delete’ link next to this trust. You will be asked
to confirm your selection:

Staffbank
Are you sure you want to delete West Ezsex PCT trust™?

Click ‘Yes’ to delete your availability for this trust or ‘No’ to cancel

If you wish to delete a particular ‘Will ONLY Work At or ‘Will NOT Work At’ availability click on the delete link
next to that availability.

You will be asked to enter the reason and click ‘Ok’ to delete that availability

Staffbank
Feaszon

Mo longer wish to work here]

Bookings:

To view your bookings select the ‘Bookings’ tab

i Persanal Details | Availability | Bookings |_
I

The ‘Bookings’ page will be displayed. Use the filter options to filter the list of shifts that are returned.

Bookings
' Bookings ' Retused Bookings ' beleted Bookings . .
TR ot Use the filter options and
& Future il >
Corevious  |Date Range =] [ALL [~ B click the ‘Filter’ button to
plat e reduce the list of returned
[EZ: R e = :
End wiard shifts
[ianorzooe | fALL =
Past Bookings
J&A
o 4
42038016 RNOD 02-0ct2008 20030 0300 R';"f;ﬁ::f:n:ry ‘;:‘lii’i:ge Mo ahabs
42038014 RMHOD M-Oct-2008  20:30 05:00 R';"f;f::f:n:y AM"Z;;CI“;S Yes shiaks
42038017 RMOD  30-Sep-2008  20:30 0300 R';"\f;ﬁ:ﬁf:n:'rv ‘\M"‘;iii*;“;e Yes ahabs =
Future Bookings

Certification Information:

Contact | Certification Information | Jontract Information | Professional Information |

e
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From the main Personal Details page click on the ‘Certification Information’. This will direct you to the
following page

| Contacts | Certification Information | Contract Information || Professional Information

Registration Body Visa Status Standard CRE Held SmartCard Inactive

HMC Ho Ho

Reugistration Mo Viza Expiry Date CRE Ref No SmartCard Unique User ldentification
123456789123

Registration Expiry CRE lesue Date SmartCard Issue Date

30M1/2008 01/09/2008

Intention To Practice
Ho

Aduft RMA RNOD i} Mo Moy

Mursing and Midwifary

This page holds details of your professional registration, visa, work permit, CRB, Smart Card and
Assignments. If you notice any mistakes in this page you should contact NHS Professionals to amend these
details.

Contract Information:

Contacts | Certification Infarmation ! Cantract Information ) Professional Information |

Click on the ‘Contract Information’ tab and the following page will be loaded:

| Contacts | Certification Information | Contract Information | Professional Information |

Contract Start Date PaySecale Self Employed

20052008 Ho

Contract End Date Spine Limited Company Name
1]

Reazon for End Fl Insurance Expiny Date
FPay Scheme

FPayment Calculation Rule AFC

1] Incremental Date

Frevious Bank Hours
1]

This page holds details of your NHS Professionals contract information. If you notice any mistakes in this
page you should contact NHS Professionals to amend these details.

Professional Information:

Contacts | Certification Infarmation | Cantract Information | Professional Information |

Click on the ‘Professional Information’ tab to show details of any Mandatory Training that you may have
undertaken or completed.

Contacts || Certification Information | Contract Information | Professional Information |

Mandatary Training +
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11.0 Logging Out

INHS |
StaffBank ool pudrmris

Auailable Shifts

Refuse Bookings Hotifications
Input Availability
Input Contact Preferences

Ward Preferences Once you have finished using the
Seleck Trust . . .
e Flexible Worker on line service

please logout by clicking on the
Logout button

Future Confirmed

Change Password
Personnel Details

If you have logged out successfully the browser window will close.
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