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[image: ]How to Register1a

[image: ]If you wish to register as a user of the Information Services Portal, go to the ISP login page and click Register as a new user.1a
1a
2a

2a
2b

Before registering it is recommended that you read the registration guidelines for information on who can register and the levels of access available.
2b

Enter your personal details in the spaces provided. 
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To select the organisation you wish to register for, click on the drop down menu.
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3b

From the drop down list choose the organisation type your desired organisation belongs to. 
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3c

Once you have chosen your organisation type, search for your desired organisation. Enter the name, or partial name, of the organisation and select Look up.3d

From the search results, select your organisation.
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Choose which type of user you wish to register as.
3f

[image: ]For information on which reports each user type has access to, hover the mouse over the symbol.3h
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3g

From the list of authorisers, choose the person that you wish to authorise your registration.
3h

If your desired authoriser is not listed, enter their email address in the space provided.
3i

Enter the code in the space provided. If you cannot read the code, you can either refresh the code or select the speaker icon symbol to hear the code.
3j

After reading the Registration Guidelines and Terms & Conditions, click the box to confirm this.
3k

[image: ]Select Submit to submit your registration. You will receive an email confirming you have applied for access. If your access has been denied, you will receive an email explaining why it was denied and a link to resubmit your application. If your access has been approved, you will receive a confirmation email. Follow the link in the email to continue setting up your account and the following page will open;4a
4c

4a

4e
4d
4b

To set up your three security questions, choose a question form the drop down box and then enter your desired answer.
4b

Enter your desired password.
4c

For information on security questions and choosing your password, hover your mouse over the I symbol.
4d

Your personal details will be pre-populated, but if you wish to edit these details, select Edit Personal Details.
4e

Once you have finished, select Save Changes. You will be sent to the home page.

[bookmark: _Manage_Authorisations]Manage Authorisations
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[image: ]If you are an authoriser for your organisation, you can manage the applications for you to authorise from My Account. Select My Account from the home page and the select the Pending Applications tab. The following page will appear;5b

5c
5d

5b

The details of the application will be shown, but for more details select Expand and the expanded details will be revealed. 
5c

If you wish to approve the the application, select Approve and the following will appear;
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[image: ]If you wish to leave a reason for approval, leave a comment in the space provided. If you wish to attach a file to the approval, select Attach File and choose the desired file. Select Approve to approve the application. The following message will appear; 
5d

To reject the application, select Reject and the following will appear;
[image: ]
[bookmark: _GoBack][image: ]Type your reason for rejecting the application into the space provided, then select Reject. The following will then appear;



        NHSBSA Information Services Portal	             	8                                                     Automated Registration	

image2.png
NHS Registered Users Lo Guest

Ifyou are not camying out an NHS role, use Guest login to see a limited view

E-mail
o
Type the code shown in the picture
Password
—
——
Need to register?

For further information on registration and who s an authorised user click
here.

fyou are not camying out an NHS ole, a imited view of the data is available.
via the guestlog on




image3.png
Request Registration

Registration Gt es
(@) e sorse v ease rgston aeines e suiin  ruest s i Read Registration Guidelines
help you o understand who can register, now t registr and e Ievels of access
availabe
Profile

“Al fields are mandatory
Enter Personal Details

Please enter your personal details below to register for access to the Information Services Portal

First Name.
Last Name

Emai

Telephone




image4.png
Enter Organisation Details

Please selectthe organisation

Organisation Type |

‘and level of access required below

Select Organisation Type.

Organisation

Enter Keyword

Register As





image5.png
Select Organisation Type.

Select Organisation Type
National
Regional Office:

AreaTeam




image6.png
Organisation Type | Area Team n

e

6 Records Found

CUMBRIANORTHUNB TYNE & WEAR AREA|
TEAM-Q49

INORTH YORKSHIRE AND HUMBER AREA
TEAM-Q50

INORTH EAST LONDON AREA TEAM - Q61

INORTH WEST LONDON AREA TEAM - Q52




image7.png
Register As
() Standard User




image8.png
Authoriser

Details are listed below of those who can authorise your request within your chosen organisation. Ifthe name of the person you wish to
‘authorise your access does not appear in the list below please free type their email address in the *Add Authoriser” Box

Select Authoriser
Joe Bloggs (joe.bloggs@email.co.uk)

Add Authoriser:

Captcha

Type the code shown inthe picture:

.
2

() 1have read Reaistration Guidelines and agree to the Terms & Conditions




image9.png
Questions @

Question
Answer
Question
Answer
Question

Answer

Change Password @
New Password

Confirm New Password

| Please Select

| Please Select

| Please Select

Edit Personal Details Save Changes




image10.png
7 Backto NHS Prescription Services INHS|
Information Services Portal tome tyAccount Heip Logout Business Services Authority

Welcome




image11.png
My Account Details | Request New Profile Available Downloads

Jane Doe Area Team

Expand$
‘Standard User New User Registration




image12.png
@ Reason for approval

‘Additional Comments

© AtachFile RNl





image13.png
[——





image14.png
® Access not authorised

‘Additional Comments





image15.png
(@) st o en .





image1.jpeg
Information Services m

provided by.. Business Services Authority

.




image16.png




