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Setting up your NHS Volunteering account

This guide explains how to set up your NHS Volunteering account when accessing it for the
first time.

Important:

e The link in your welcome email must be used within 24 hours.

e To set up your account, select the 'Create a new password' link in your welcome
email.

e NHS Volunteering uses multifactor authentication to keep the service secure for
users.

e We recommend that you download the Microsoft Authenticator app onto your mobile
device before you start setting up your account.

e When setting up your account you will need to scan a QR code on your laptop or PC
using the authenticator app.

e Please do not close your browser at any time when setting up your account.

Once your account is set up, use this link to sign in to your account: Sign in to NHS
Volunteering

Author: NHS Volunteering Training and Support Team NHS Volunteering - A Workforce Service delivered by the NHSBSA



https://volunteering.england.nhs.uk/recruiter
https://volunteering.england.nhs.uk/recruiter

Page 2 of 11

Contents

Setting up your NHS Volunteering account..............oceeuiieiiieuiiiiiiiiiiiieieeeeeeeeei e 1
Select the link in your welcome email on your laptop orPC .......eveeeieeeiiiiiiiiiiiiieeiiieees 3
Create your password on your [aptop or PC.........ccevveeeiiiiiiiiiiiiiiiiiiiieiieiieiiieeeeeeeeee 4
Sign in to your NHS Volunteering account on your laptop orPC ...........cccevvvveeiiinniiiiieennees 5
Download the Microsoft Authenticator App on to your mobile device.................ceveunnnnn..... 6

Add your NHS Volunteering account to the Microsoft Authenticator App on your mobile
DV i ettt ettt ettt et ettt ettt ettt et ee et e e teeeseseesaesesscassssseecacacssetescacaceceieacacorescs 7

Select the type of account you want to use on the Microsoft Authenticator App on your

N O DIl BV IO ettt ittt ettt ettt et et e este st eesssssssease e sseeaenss s teaeaesteteaeaenssseaeensereseaeacerereaens 8
Scan the QR Code on your laptop or PC using the Microsoft Authenticator app on your

0D I OV IO . .t itiii ettt ittt ittt tettetetesessessssasssssssssssssssesscssssssssssescsscssescsscosescssessescoseaces 9
Enter the verification code from the Microsoft Authenticator app into the NHS Volunteering
SOV I ittt ittt tisteietestetsteseeseseseeteseseesesseseetessesetessessstessesssessesestestesessescesescescesesceace 10
You're now signed in to your NHS Volunteering acCount .........oc.veieiieiesieiiiesieieeeaeerenees 11

Copyright: @ NHS Volunteering



Page 3 of 11

Select the link in your welcome email on your laptop or PC

Important: You will receive this email once you have been added to the organisation
account as a user.

To start setting up your NHS Volunteering account, complete the following step:

1. Select the ‘Create a new password’ link in the welcome email to create a new
password.

NHS

Dear Alex Metcalfe,

You now have an account with NHS Volunteering as a recruiter
for NHS Volunteering — Training and Support.

You are almost ready to use NHS
Volunteering

Before you can use your NHS Volunteering account you'll need
to:

1. Create a new password

2. Enter your email address and new password on the
login page.

3. Follow the instructions to verify your identity through
Microsoft Authenticator.

4. Enter the verification code.
The link to create your new password will expire in 24 hours.

Using NHS Volunteering in the future

Once you have setup your account you can sign into NHS
Volunteering with your work email address and password.

You will have to enter the verification code every time you login.

Regards,
The NHS Volunteering Team.

LT The link will expire after 24 hours.
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Create your password on your laptop or PC

To create and confirm your password, complete the following steps:

1. Enter your password in the New Password text box.
2. Confirm your password in the Confirm New Password text box.
3. Select the ‘Create’ button.

Volunteering

Verified Email Address

Verified Display Name

Verified Phone Mumber

Verified ODS Code

Create

LYY Your password should be at least 12 characters long and a combination of uppercase
letters, lowercase letters, numbers, and symbols.
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Sign in to your NHS Volunteering account on your laptop or PC

To sign in to your NHS Volunteering account, complete the following steps:

1. Enter your email address in the Email Address text box.
2. Enter your newly created password in the Password text box.
3. Select the ‘Sign in’ button.

INHS

Volunteering
Sign in

Sign in with your email address

‘ Email Address
—

Password

p ‘

Forgot your password?

A

LT For the next step, you will need to download the Microsoft Authenticator app on to your
mobile device if you don’t already have it.
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Download the Microsoft Authenticator App on to your mobile device

To download the Microsoft Authenticator app on to your mobile device, complete the
following step:

1. Download the Microsoft Authenticator app for either your iOS or Android mobile
device using the relevant service.

Volunteering

Download the Microsoft Authenticator app or any other
authenticator app of your choice.

uy ® GooglePlay |l & .ﬂ.ﬁp Store

Follow these instructions for using Microsolt Authenticator
to add your NHS Volunteering account.

You will need to keep this browser window open

Qpen the Microsoft Authenticator app and select the plus
con in the top nght comer. Then select Work or schoo
secount’ and use the suthenticator app to scan the QR code

bedow

Do not close your web browser.
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Add your NHS Volunteering account to the Microsoft Authenticator App on
your mobile device

Important: You must have downloaded the app on to your mobile device before you can
complete the next steps.

To start adding your NHS Volunteering account to the Microsoft Authenticator app, complete
the following step:

1. Open the app and press the plus icon in the top right-hand corner.

Authenticator

Let's add your first account!

For further assistance, see the Help
section in the menu

Already have a backup?
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Select the type of account you want to use on the Microsoft Authenticator App
on your mobile device

To select a type of account when adding your NHS Volunteering account to the Microsoft
Authenticator app, complete the following step:

1. Select the ‘Work or school account’ link.

Add account

AT KIND OF ACCOUNT ARE YOU ADDING?

. Personal account

- Work or school account

Other (Google, Facebook, etc,)
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Scan the QR Code on your laptop or PC using the Microsoft Authenticator app
on your mobile device

To scan the QR code and link your NHS Volunteering account, complete the following steps:

1. Select the ‘Scan QR code’ link on your Microsoft Authenticator app.
2. Use the camera on the app to scan the QR code on your laptop or PC.

30

Add account QR code

WHAT KIND OF ACCOUNT ARE YOU ADDING?

I

Personal account

=- Work or school account b

Other (Google, Facebook, etc.)

Add work or school account

Sign in
Scan QR code

Cancel

LITE The QR code can only be scanned using the authenticator app.
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Enter the verification code from the Microsoft Authenticator app into the NHS
Volunteering service

Important: The Microsoft Authenticator app refreshes the 6-digit code every 30 seconds.

To add the code from the Microsoft Authenticator app to the NHS Volunteering service,
complete the following steps:

1. Read the current code on the Microsoft Authenticator app.
2. Enter the code in the Enter your code text box in the NHS Volunteering service.
3. Select the ‘Verify’ button.

nhsbsab2cpoc
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< Cancel

NHS!

Volunteering

Enter the verification code from your authenticator app.

Enter your code is required.

‘ Enter your code

o I
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You’re now signed in to your NHS Volunteering account

This page shows confirmation that you are now signed in to your NHS Volunteering account.

You can now create and manage adverts for your volunteering opportunities.

m iolan beeding
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Your dashboard

You can uie yous daibboard 10 oneate, edi and neuie ingt. You can sl neview your applcaticns.

Your organisation is NHS Violunteering - test account
Wiew your organisation’s defalls

Whew your organisation’s coportunithes (oners in & new Lab)
Manage team members

Creatn new listing

Search for a linting

Your listings

Pubilited e Drafy

Published

Tile Date created Chesing date Applications
recgived

tEE and et fimey Tomeand gedien:  Godles Acsubelly taiement

© Crown copyright

You've signed into your account for the first time and reached the end of this user guide.
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