NHS

Covid-19 Digital Staff Passport
Issuing and Verifying an
Employment Credential

This is a quick reference guide to issuing and verifying an employment
credential with the Covid-19 Digital Staff Passport.

ISSUING

ooooooooooooooooooooooooooooooooooooooooooooooooooo

Log-in to the portal using the account
details supplied to you via email

_ COVID-19 Digital Staff Passport
Click the Manage Contacts button

) L ) ) What do you want to do?
Clle the + 1conin the tOp rlght Manage Contacts to add contacts and issue credentials or
corner to create a new Contact Verify a Credential to check an existing credential

I want to;
Complete the fields, upload a photo
(under 500Kb) and Save as Draft 82 Manage Contacts 8% Verify a Credential
e Click Create Credential

Click the Search ESR button.
Search for the employees details (<] Add contact
and select the correct aSSignment- Flease enier the details fo make a new connection

The fields within the credentials

will be pre-populated with the
information available in ESR. If you
cannot see the Search ESR button,
ask your department lead to update R
your account
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Accepted Credential
NHS COVID-19 Employment

Credential

C19EOJobRole
Consultant

C19EOQJobTitle

Emergency Department Consultant

C19EOLegalFirstName
Joe

C19EOLegalSurname
Bloggs
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Check all the credential fields are accurately CONTACT CARD - MICHAEL WILLIAM ELUDINNI

completed
If preparing in advance, click Save as Draft

If ready to issue to the employee, ensure they have

+ Create credential

downloaded the Connect.Me app in preparation.

Search ESR

Click Preview, then click Issue

You can connect with the employee via QR code or
SMS message — choose an option and follow the
on-screen directions

Praferred First Name

Praferred Sumame

On the Connect.Me app the employee needs to
accept the connection and the issued credential

An automatic email confirmation of the issued
credential will be issued to the employee

ooooooooooooooooooooooooooooooooooooooooooo

Log-in to the portal using the account details supplied
to you via email

Click the Verify a Credential button

The employee will receive a notification or an SMS, asking
them to access the Connect.Me app to accept the connection

The portal will display a Credential Verified message

The portal WILL NOT retain the verified details of the
employee. If you wish to save these details, please do so
in line with your business continuity process

An automatic email confirmation of the verified
credential will be issued to the employee

Technical support: DSPsupport@nhsbsa.nhs.uk | 0800
(08:00 — 17:00 Monday — Friday: excluding Bank Holidays)
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Detailed guidance: https://beta.staffpassports.nhs.uk/support
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