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This is the Local Administrator Frequently Used Features Guide. It summaries key Portal
features that you will use frequently as an Administrator. For a fully comprehensive overview
of all Administrator features, please refer to the NHSmail Portal Local Administrator Guide.
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Using Bookmarks Using this guide

This guide has been formatted with Bookmarks so you can intuitively navigate around each of the 
sections and easily find the content you wish to learn about. Each Bookmark goes to a different 
page within the guide. 

To use Bookmarks in a guide that you have downloaded and opened in a PDF reader:

1 Click the Bookmark icon in the toolbar on the left side of the screen

2 Click on each of the section titles to view the content you wish to open
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Using Bookmarks Using this guide

To use Bookmarks in a guide that you are viewing through a PDF web viewer:

1 Click the Bookmark icon in the toolbar on the top right side of the screen

2 Click on each of the section titles to view the content you wish to open
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Roles and Permissions Roles and permissions

NHSmail 2 Role

Local Primary Admin

Local Admin

Tenant Admin

Local Helpdesk

Global Helpdesk

Connectors

Authorisations

Audit

As an administrator for the NHSmail platform you will be assigned a role. This role will determine 
the permissions you will have when performing particular activities on the platform. Below 
outlines the different roles in the NHSmail platform and the matrix highlights the permission 
assigned to these roles:

Roles Permissions
Create 
User 

Read 
User

Update 
User 

Delete
User 

Create 
Contact

Read 
Contact

Update 
Contact

Delete 
Contact

Local Primary Admin X X X X X X X X

Local Admin X X X X X X X

Local Helpdesk X X X X

Global Admin X X X X X X X X

Global Helpdesk X X X X X X X

Tenant Admin X X X X X X X X

Audit X X

Authorisations X

Connector X X X X X X
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Roles and Permissions Roles and permissions

Roles Permissions
Create 
Shared 

Mailbox 

Read 
Shared 

Mailbox 

Update 
Shared 

Mailbox 

Delete 
Shared 

Mailbox 

Create 
Distribution 

List 

Read 
Distribution 

List 

Update 
Distribution 

List 

Delete 
Distribution 

List 

Local Primary 
Admin X X X X X X X X

Local Admin X X X X X X X X

Local Helpdesk X X X X

Global Admin X X X X X X X X

Global Helpdesk X X X X X X X X

Tenant Admin X X X X X X X X

Audit X X

Authorisations

Connector X X X

Roles Permissions

Create 
Org Unit 

Read Org 
Unit 

Update 
Org Unit 

Delete  
Org Unit 

Org Unit 
Shortname

edit 

Set Org 
Registration 

Limits 
Read 
Audit 

Top Up 
Updates 

Local Primary 
Admin X X X X X

Local Admin X X X
Local Helpdesk X
Global Admin X X X X X X X

Global Helpdesk X X X X
Tenant Admin X X X X X X X

Audit X
Authorisations X

Connector 
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Searching for a NHSmail Portal entry

When performing actions such as editing a user or adding a user to a distribution list you will 
need to search for the entry in the Portal. This search feature is consistent across the user 
management, contacts and distribution list screens so it will become a familiar action to complete

To search for an entry (e.g. user, contact or distribution list):

1 Navigate to the User Management, Contacts, Distribution Lists or Organisations tab by
clicking the Admin tab followed by one of the above

Searching and navigating

For more information on these sections refer to: User management, Contact management, 
Administering distribution lists and Organisation attributes in the NHSmail Portal Local 
Administrator Guide 

2 Type the user, contact or distribution list name in the search box in the top right of the
page and click the magnifying glass

Refer to the Advanced Search section of the NHSmail Local Administrator Guide for more 
information on using this feature

Depending on the action you need to complete, you will select your desired entry by either ticking 
the box to the left of the name of the target object or double clicking on it

You can also use the navigation features at the bottom left of screen to view more users per page 
(10, 25, 50) or click the numbers in the bottom centre of the screen to move through the different 
pages of users 

Handy Hint
If you need to narrow your search further, use the advanced search or click Display Name
in the tool bar to sort the list in alphabetical order 
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Creating a user account

2 Click Add in the top left of the screen and select User from the drop down menu

When a new employee joins your organisation, you must check if they already have an NHSmail 
account to avoid creating duplicate accounts on the service. If the user doesn’t have an NHSmail 
account from their previous organisation, follow the instructions in this section.  If they do have 
an account from a previous organisation, refer to the Leavers and Joiners section of the NHSmail 
Local Administrator Guide . 

Once you have created a new account, the user will need to log into their email and sign up to 
the Acceptable Use Policy for the service. They will not be able to send and receive emails, or use 
any portal features until they have completed this step.  

The details you add when setting up the new account will appear on the NHS Directory and will 
be searchable by any other user.
Note: if your organisation is connector managed, you should continue to follow local policy for 
managing accounts
To create a new user:

1 Click Admin in the navigation bar at the top of the screen and select User Management
from the drop down menu 

3 Enter the Title, First Name, Last name in the appropriate boxes

User management

All fields with an * are mandatory

The display name will be filled in automatically based on the user’s first and last name 8
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Creating a user account

6 Click Generate Password to generate a password for users

User management

You should follow local guidance on the methods of distribution of passwords to new users. 
Users will be asked to change their password when they log in for the first time

5 Select an Email Alias from the drop down menu 

These fields are optional

4 Type in any contact numbers, including Mobile, Telephone, Pager, Fax and Job Title into 
the designated textbox 

7 Select the user’s Organisation from the drop down menu

8 If appropriate, select the user’s Organisational Unit clicking the + and – in the expandable 
list

You will only be able to select a organisation that you have administration rights over 

If an organisation has Organisational Units set up (Wards/ departments) the plus sign will appear 
next to the name. If there is no plus sign, the organisation has no Organisational Units set up 9



Creating a user account

9 Select the user’s Clinical Speciality, Clinical Role and Work Area from the designated drop 
down menu

User management

You can select more than one clinical speciality, clinical role or work area from the drop down 
menu

Warning
If you accidentally select the wrong clinical speciality, role or work area, you will need to 
deselect the incorrect fields before selecting the correct speciality, role or work area

10 If required, select a Site

11 If required, enter notes about the user in the Notes textbox

Other administrators will see these notes when viewing or editing the user account.  You should 
keep these notes up to date so that they accurately reflect any additional information about a 
user’s account (e.g. on maternity leave until 20th June 2017) 10



Creating a user account User management

Warning
If information is missing from mandatory fields, you will see the following error message 
under each missing field. Fields need to be completed before the user can be created

Additional Information

• Once a user’s account is successfully created you should guide the user to log in at
www.nhs.net and use their temporary password provided. On first log in, the user will need to
reset their password, accept the Acceptable Use Policy, update their profile and set their
security questions. Users will not be able to use NHSmail until they have completed these
steps. Please refer the user to the to the Portal Getting Started Guide for more information on
completing these steps

• Users will also receive a welcome email as the first email into their inbox. You should
encourage users to read this carefully

• Local Administrators will only be able to create and edit user accounts for organisations over
which they have administration rights

• To edit a user’s account details, refer to the Edit a User for more information

12 Click Create at the bottom of the page once you have entered all required information for 
the user’s email account

The following message will be displayed:
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Unlocking a user's account User management

If a user has incorrectly entered their password more than three times, their account will move 
from a status of active to locked. Users will need to contact their Local Administrator to unlock 
their account before they can access either their email account or the NHSmail portal. To see all 
the locked accounts that you have administrator rights over, use the Advanced search and choose 
Locked from the Status drop down list. Refer to Searching and Navigating for more information

To unlock an account:

2 Use the search box to find the account you wish to unlock

1 Click Admin in the navigation bar at the top of the screen and select User Management
from the drop down menu 

Refer to the Searching for an Entry section for more information 

Handy Hint
Use the Advanced Search and search for ‘Locked’ under Status for a list of accounts which 
have the status of locked 

4 Click Unlock in the Actions box

3 Click on the user’s Display Name to open the User Details Page

The following message will be displayed:

You should follow the steps to Reset a User’s Password once the account is unlocked
12



Resetting a password for a user
You will need to reset a password for users who have forgotten their password. You must 
authenticate a user before you reset their password to ensure the security of the account is not 
being compromised. Refer to Authenticating a User section in the NHSmail Local Administrator 
Guide.  If the account has been locked, this action will automatically unlock the user’s account. 
You will need to follow local organisation policy to communicate the user’s new password

To reset a password for a user:

1 Click Admin in the navigation bar at the top of the screen and select User Management 
from the drop down menu 

Performing actions on 
behalf of users

2 Use the search box to find the account you wish to reset the password for

3 Click the user’s Display Name to open the User Details Page

Refer to the Searching for an Entry section for more information 

5 From the Reset Password screen, click Generate Password

A random password will be generated

4 From the User Details Page, click Reset Password in the Actions box

6 Select the Require Password Change At Next Logon checkbox

This step is good practice and should be selected for all users 
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Resetting a password for a user Performing actions on 
behalf of users

7 Click Update

The user will have to change the temporary password to a new one when they next log in

Additional Information

• Users can also reset their password from the self-service section of the Portal. Training
materials have been provided to users on how to perform this action.

• If the user doesn’t know how to reset their password using the portal, we recommend that
you direct them to the Changing Your Password section of the Portal User Guide on the portal
where they will find the information they need

You should provide the user with their temporary password by following your local organisation 
policy for distributing passwords

The following message will be displayed:
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Creating a shared mailbox

2 Click Add at the top left of the screen and select Shared Mailbox from the drop down 
menu

A shared mailbox (also known as a generic mailbox) is a type of mailbox that can be accessed by a 
group of users from the same organisation. The shared mailbox may be used for several reasons 
(e.g. a district nursing team may have a shared mailbox for incoming referrals that the entire 
team has access to so anyone on duty can read or action the email).  To access the shared 
mailbox users must first be granted ‘Send As’ or ‘Full Access’ permissions by their local 
administrator

To create a shared mailbox:

1 Click Admin in the navigation bar at the top of the screen and select User Management 
from the drop down menu 

3 Type the shared mailbox Display Name into the text box 

Administering shared 
mailboxes

Display names must be less than 30 characters and contain no special characters, numbers or 
spaces

4 Select the Organisation from the drop down list

5 If appropriate, select the Organisational Unit by clicking the + next to the organisation 
name to expand the list
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7 Click Hide from address lists if you would not like the shared mailbox to display in the NHS
Directory

Administering shared 
mailboxesCreating a shared mailbox

6 Type the shared mailbox Email Name into the text box 

An email address will be automatically generated after the Email Name is entered. It will begin 
with the organisation short name

If you do not click this box, users of NHSmail will be able to search for the shared mailbox on the 
NHS Directory, but will not be able to see who the members of the shared mailbox are.  Only 
users of Outlook Desktop Application will be able to view the members of a shared mailbox.

8 Enter a description of the mailbox which will be shown in the directory

Note: the maximum length of the description field is 1024 characters
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Administering shared 
mailboxes

3 Select the tick box to the left of the user’s name

To add multiple users, tick the box next to their name

Creating a shared mailbox

1 Click Add in the Send As box

‘Send As’ permission allows a user to send emails from the shared mailbox email address. The 
message will appear to have been sent from the shared mailbox and will have no affiliation to the 
user’s personal email address

2 Type the user’s name into the search box

To select users with ‘Send As’ permissions for the shared mailbox:

Setting shared mailbox permissions

You can also use the navigation features at the bottom of the user list

Handy Hint
Use the advanced search to narrow the results by for example status or organisation
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Administering shared 
mailboxes

Additional Information

• For all information on policies and procedures related to Shared Mailboxes refer to the Shared
Mailbox Guide for NHSmail located under Help

• Refer to the Editing a Shared Mailbox for more information on how to change any shared
mailbox attributions following creation

• You will not be able to set an out of office on a shared mailbox, this should be managed by the
shared mailbox owner in Outlook Web App

6 Click Create and the following message will be displayed:

Creating a shared mailbox

4 Click Select at the bottom of the page

5 Click Add in the Owner box

‘Owner’ permissions allows a user to open the shared mailbox, view incoming emails and send 
emails from the shared mailbox email address . They will be responsible for managing all further 
permissions for the shared mailbox

To select users with ‘Owner’ permission for the shared mailbox:

You can add yourself as an owner by clicking “Add Myself As Owner” checkbox.

Follow steps 2 - 4 above to select the users who will be granted this permission

A mailbox owner should be encouraged to manage the mailbox themselves e.g. add additional 
users to the mailbox through Outlook Web App. For more information on performing these 
actions, direct users to Delegated and Shared Mailboxes on the NHSmail training and guidance 
pages

If you accidently grant a user ‘Send As’ or ‘Owner’ permissions, click on the red cross: 
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Creating a static distribution list

2 Click Add in the top left of the screen and select Static Distribution List from the drop 
down menu

A static distribution list is used to send an email to more than one person. A static distribution list 
consists of recipients that have been manually added and remains unchanged until you add or 
remove new recipients. You can also include recipients external to the NHS. This is different to a 
dynamic distribution list which automatically updates recipients based on specific NHS Directory 
criteria. When you create a new static distribution list it will be added to the Directory. You will 
only be able to create static distribution lists for organisations that you have administration rights 
over 

To create a static distribution list:

1 Click Admin in the navigation bar at the top of the screen and select Distribution Lists 
from the drop down menu 

3 Select the Owning Organisation from the drop down menu

Administering 
distribution lists

4 If appropriate, select the Organisational Unit clicking the +  in the expandable list
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Creating a static distribution list Administering 
distribution lists

7 Type in user’s name into the search box

To add multiple owners, tick the box next to their name

6 Click Add next to Owning Users to add owners to the distribution list

8 Select the owning user by checking the box to the left of the user’s display name 

The owners of the distribution list you create must be inside your organisation

5 Type in the Name of the Distribution List 

Names must be less than 50 characters and contain no space or special characters

The email address will be created automatically, using the organisation’s short code followed by 
the name you entered for the distribution list  

Refer to the Searching for an Entry section for more information 

9 When all distribution owners are checked click Select

If you accidently add a user as an owning user, you can remove them by clicking the red cross 
next to their email address

10 Select Hide this group from address lists if you would not like the distribution list to 
display in address lists

You can add yourself as an owner simply by clicking “Add Myself As Owner”

20



Creating a static distribution list Administering 
distribution lists

1 Select whether the authorised senders will be only senders inside NHSmail, senders
inside or outside of NHSmail including the Internet or select Specific Senders Only

If you select Specific Senders Only you will need to add their email address into the appropriate 
box and select Add. Their names will then appear in the Authorised Senders box

11 Enter the Description for the distribution list in the text box

Adding authorised senders to static distribution lists 
You must set who will be authorised to send to the static distribution list you create 

To set authorised senders: 

This description will be seen when a user searches the Directory for the distribution list, so please 
make the description informative. There is a character limit of 250 including spaces

2 Use the search box to find and select authorised senders by checking the box to the left of
the user’s display name 

Refer to the Searching for an Entry section for more information 

Warning
If you select senders inside and outside of NHSmail including the Internet, anyone who 
knows the DL can send emails to it
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Administering 
distribution lists

1 Click Add

When a recipient is successfully added to the distribution list their name will appear in the 
Members box. Contact Directory entries show at the end of this list

2 Use the search feature or the navigation features to find and select Recipients for the
Distribution List  by checking the box to the left of the user’s display name 

Adding recipients to static distribution lists 
To add a recipient to a static distribution list:

Creating a static distribution list

3 Click Select at the bottom of the page once all authorised senders have been selected

Additional Information

• There is a maximum number of 500 recipients for a static distribution list
• If you wish to add an external recipient (email address other than .nhs.net) you will need to

first add the recipient as a contact.  Refer to the Contact management module for more
information

3 When all recipients are checked click Select

4 Click Create

Check that all details for the distribution list are correct
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Administering 
distribution lists

Dynamic distribution lists are created from a number of pre-set rules and groups defined by the 
distribution list owner. When an email is sent to a dynamic distribution list, it will be delivered to 
everyone within the NHS Directory (i.e. NHSmail) who matches the criteria defined for the group

Whereas static distribution lists have a list of pre-defined recipients, dynamic distribution lists 
will deliver to recipients who match the criteria at the time the email is sent. The advantage of a 
dynamic distribution list is that it accesses live data from NHSmail Portal and therefore does not 
require active maintenance by the owner e.g. if people leave or join the organisation. However, 
unlike static distribution lists, it is only possible to set up dynamic distribution lists to include 
recipients on the NHSmail platform

Examples of scenarios in which dynamic distribution lists might be helpful include a clinical 
commissioning group who wants to contact all Chief Execs across multiple organisations, setting 
up a mailing list for a multidisciplinary teams within the same organisation and a local 
administrator wanting to contact everyone within their organisation

There is no maximum number of users that can be included in a dynamic distribution list, but 
larger groups may need to go through an internal process of approval. When setting up dynamic 
distribution lists for a large number of users, the following controls are in place to ensure that 
these lists are checked and approved before they can be used

Dynamic distribution list controls

Condition Rule

The Dynamic Distribution List has more than 
500 recipients

The distribution list must have specific senders 
set, such that only the specified senders will be 
able to send emails to the distribution list

The Dynamic Distribution List has more than 
50,000 recipients

When the distribution list is initially set up and 
with every subsequent change, it must be 
approved by a Global and Tenant Administrator

The Dynamic Distribution List has recipients in 
multiple organisations

When the distribution list is initially set up and 
with every subsequent change, it must be 
approved by a Local Administrator from each 
organisation. Note: For GP practices the 
approval shall come from the Parent 
Organisation, and not the Practice itself

A user who is not an Administrator sets up or 
makes a change to a Dynamic Distribution List

When the distribution list is initially set up and 
with every subsequent change, it must be 
approved by a Local Administrator

Creating a dynamic distribution list 
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2 Click Add in the top left of the screen and select Dynamic Distribution List from the drop 
down menu 

3 Select the Owning Organisation from the drop down menu

Administering 
distribution lists

1 Click Admin in the navigation bar at the top of the screen and select Distribution Lists 
from the drop down menu 

4 If you know the Organisational Unit the distribution list belongs to, select an 
Organisational Unit (you may have to click the + to see lower levels of detail) and click OK

Creating dynamic distribution lists

Creating a dynamic distribution list 

Handy Hint
You can click the minus sign (-) to collapse the list of Organisational Units to make the page 
easier to navigate
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5 Type the Name of the distribution list

Administering 
distribution lists

The email address will be generated automatically
Note: Names must be less than 50 characters and contain no spaces or special characters. You 
cannot use the same name as that of another distribution list that is Active / Pending / Rejected.

To set an owner for the distribution list:

6 Click Add next to Owning Users

7 Search for the Owning User and click the tick box next to their name and click Select

Note: you can only select one owning user 

8 Select Hide this group from address lists if you would not like the distribution list to
display in address lists

Creating a dynamic distribution list 
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9 Enter a Description for the Distribution List

Administering 
distribution lists

Users will see this description when searching for the distribution list in the NHS Directory. There 
is a character limit of 250 including spaces

1 Choose the category of authorised senders for this distribution list

Only senders inside NHSmail: all users on the NHSmail platform will be able to send emails to the 
distribution list

Senders inside and outside of NHSmail including the Internet: all users inside and outside of 
NHSmail including anyone on the Internet will be able to send emails to the distribution list

Specific Senders Only: this allows you to specify which users are able to send emails to the 
distribution list. Note: you must select this if your distribution list will contain more than 500 
recipients

If you choose Specific Senders Only: 

Setting authorised senders 

Creating a dynamic distribution list 

Warning
Be aware that if you select Senders inside and outside of NHSmail including the Internet 
any email address will be able to send emails to the distribution list  

2 Click Add next to Authorised Senders
26



Administering 
distribution lists

4 Tick the names of all the authorised senders you want to add and then click Select

1 Click Add Rule

Adding recipients to Dynamic Distribution Lists 
Recipients are added to dynamic distribution lists based on a number of rules that can be 
grouped together. You can add multiple groupings of rules to distribution lists

To add a new rule:

Creating a dynamic distribution list 

3 Use the search box to find the account you wish to authorise

Refer to the Searching for an Entry section for more information 

Handy Hint
If you make a mistake with the list of senders, click the red cross to remove them
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Administering 
distribution lists

3 Select from the drop down whether the condition is ‘equal to’ (=) or ‘not equal to’ (!=)

2 Select the first condition for the rule using the first drop down list (e.g. Work Area)

Creating a dynamic distribution list 

Handy Hint
If you do not include organisation in your rules, you need to use country to avoid the 
distribution list including recipients in  both England and Scotland
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4 Select the second condition for the rule from the drop down list (e.g. Acute Medicine)

Administering 
distribution lists

Based on the rule above, all users within the NHS Directory who have the work area of Acute 
Medicine would be added as recipients to the distribution list

You may wish to add additional rules e.g. recipients must work in Acute Medicine in your 
organisation. To set additional rules within the same group: 

5 Click Add Rule and repeat steps 1-4. Select AND from the drop down if all rules must apply
/ Select OR if at least one rule must apply 

If AND is selected, all subsequent rules must apply to the user in order to be added to the 
distribution list e.g. if you select Organisation = Aintree University Hospital AND Work Area = 
Acute Medicine, it will go to everyone working in Acute Medicine in this hospital. 

If OR is selected at least one of the subsequent rules need to apply to the user e.g. if you select 
Role = Midwife Consultant OR Role = Midwife Manager, it would go to users who are either 
Midwife Consultants or Midwife Managers. 

Creating a dynamic distribution list 
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Administering 
distribution lists

Grouping rules allows you to apply multiple rules to determine dynamic distribution list 
recipients. A group belongs to the rule that sits above it. When you select the AND / OR in the 
rule that sits above any group, you determine whether all rules and any groups sitting beneath 
the rule must be true or if only one of the rules or groups needs to be true.

To group rules together: 

1 Click Add Group and repeat steps 1-5 from the previous section to set the rules for the
second group

Grouping rules 

6 Click Delete next to the rule you want to delete

If you make an error whilst creating a rule you can delete it. To delete a rule: 

Creating a dynamic distribution list 

In the example above if a user is part of Aintree University Hospital AND the user is either 
Administrator OR Administrative Assistant, they will be a recipient of this distribution list.
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Administering 
distribution lists

Additional Information

• Dynamic distribution list rules will only apply to users with an NHSmail account and not NHS 
Directory contacts 

• Contacts can not be added as Senders or Owning Users 

Viewing the target users will help you understand who the recipients of the distribution list will 
be. You should always review target users as it allows you to determine whether the rules in the 
distribution list are appropriate to include your target audience. It will also help you determine 
what controls will apply to the approval of this distribution list. To view all target users of the 
distribution group: 

1 Click View Target Users at the bottom of the page

Viewing Dynamic Distribution List Recipients 

2 Click Delete Group next to the group you want to delete

If you make an error whilst creating a group you can delete it. To delete a group:

Creating a dynamic distribution list 

2 When you have reviewed the target users and are satisfied, click Back

Depending on the number of recipients and whether there are recipients across multiple 
organisations, the distribution list may need to be approved by a Global or Tenant Admin or by 
Local Administrators in other organisations. Refer to Dynamic distribution list controls for more 
information

Handy Hint
You can also delete individual rules within a group rather than deleting the entire group

Warning
If there are many target users, you may experience a delay in loading this page. Only the 
first 500 recipients will be shown along with an indication of the total number of recipients

3 Click Complete on the Dynamic Distribution Creation page
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Approving a distribution list Administering 
distribution lists

Users are able to create both static and dynamic distribution lists on NHSmail. Once they have 
created their distribution list, an email will be sent to their organisation’s Local Administrator to 
approve (or reject) the list. Local Administrators must assess the suitability of the distribution list, 
and should query the creation with the user if they have any questions about why the list is 
needed

To approve a static or dynamic distribution list:

1 Click Admin in the navigation bar at the top of the screen and select Distribution List from
the drop down menu 

2 Use the search box or advanced search feature to view distribution lists with the status of
pending 

3 Click on distribution list you wish to approve or reject

All the distribution lists that have been created under the organisation you have administration 
rights over will appear in a list format with a status of pending or active. Active distribution lists 
are ones that have already been approved, pending status means the lists need to be approved 
or rejected 

The distribution list screen will open

Refer to the Searching for an Entry section for more information 

Note: the list will only show distribution lists that are owned by your organisation or distribution 
lists waiting for approval from an LA from your organisation. Once a distribution list has been 
approved, if it is not owned by your organisation, it will not show up in this list
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Approving a distribution list Administering 
distribution lists

1 Click Approve 

You should review the content of the distribution list that the user has created before choosing to 
Approve or Reject the list. Follow local organisation guidelines for guidance on when to approve 
or reject a distribution list 

To approve a distribution list:

To reject a distribution list:

1 Click Reject 

The following message will be displayed:

The following message will be displayed:

If the distribution list is approved, the users that created the distribution list will receive an email 
notifying them that it has been approved. When the user logs back into the portal they will see 
that the status of the list has become active and they will be able to manage the distribution list 
going forward. If the list is rejected, they will receive an email notification saying that the 
distribution list was rejected. The user should contact their local administrator to query the 
rejection if necessary
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Creating a Directory contact

2 Click Add at the top left of the screen and select Contact from the drop down menu

Within the NHSmail Portal you can create a NHS Directory entry for a contact that does not have 
a NHSmail account (nhs.net domain). For example an individual who is affiliated with your 
organisation but that works at a NHS trust where they use another email system.

Once you add a contact, he or she will become visible and searchable in the NHS Directory to all 
NHSmail users. The contact can also be added to distribution lists.  Once you have entered the 
contact information you will be responsible for management of the contact information to ensure 
it is kept up to date. You can configure your connector to update Contact entries. Refer to the 
TanSync guides on the Policy and Guidance Help Page.

To create a new contact:

1 Click Admin in the navigation bar at the top of the screen and select Contacts from the 
drop down menu 

3 Enter the user’s details such as Title, First Name, Last name in the appropriate boxes

Contact management

4 Type in any contact numbers, including Mobile, Telephone, Pager and Fax into the 
appropriate boxes

All fields with an * are mandatory

The contact’s display name will automatically generated
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Creating a Directory contact

6 Enter the Email Address in the appropriate textbox  

8 Type in any relevant Notes about the contact in the Notes text box 

Contact management

This note will be visible to all users when they search for the contact within the Directory

Handy Hint
Use the notes field to let other administrators know why the contact has been added to 
the Directory as a Contact e.g. what company or organisation they work for

5 Select a user Type from the drop down menu

User types include: employees, contractors and external suppliers 

Warning
You will not be able to add email addresses that end in nhs.net as they are already in the 
NHS Directory

7 Select the Contact’s Clinical Speciality, Role and Work Area from the appropriate drop 
down menu. You can select more than one option
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Additional Information

• You can tell the difference between a Contact entry and a NHSmail user when searching the 
directory.  Contacts entries have (Contact) following their display name and the icon next to 
their name is an address book  

• Contacts will not have access to the Portal to manage their own contact information, so you 
must ensure that you manage the contact information so that it remains up to date

Creating a Directory contact Contact management

11 Click Complete  at the bottom of the page

The following message will be displayed:

9 Select your Organisation from the drop down menu

10 If applicable, select the Organisational Unit that the contact is affiliated with from the 
expandable list 
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