
 

  
 
  
 
 
 
 
Copyright © 2023 NHS England 

 
 

 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How to complete the 
NHSmail dentistry 
registration portal 
 
Published April 2023 



How to complete the NHSmail dentistry registration portal 

  

 

Copyright © 2023 NHS England 2 

 

 

 

 

 

 

 

 

  

Document filename: How to complete the NHSmail Dentistry Registration Portal 

Project / Programme Centre of Excellence  Project 
Centre of 
Excellence 

Document Reference N/A 

z N/A Status Published 

Owner Centre of Excellence  Version 8 

Author Centre of Excellence 
Version issue 
date 

12/04/2023 

https://s3-eu-west-1.amazonaws.com/comms-mat/Training-Materials/Guidance/HowtocompletetheNHSmailDentistryRegistrationPortal.pdf


How to complete the NHSmail dentistry registration portal 

  

 

Copyright © 2023 NHS England 3 

Contents 

Introduction 4 

How to complete the registration portal 4 

Dentistry pre-requisite questionnaire 4 

One-time passcode 4 

Step 1: Route A 6 

Step 2: Add town details and members 8 

Next steps 11 

Support and guidance 13 

 

  



How to complete the NHSmail dentistry registration portal 

  

 

Copyright © 2023 NHS England 4 

Introduction 

This guide explains how to create your NHSmail accounts by completing the NHSmail 

dentistry registration portal and how to activate the accounts once they are available.   

The registration portal allows practices to request the creation of a shared mailbox and up to 

10 personal user accounts, which can be given access to the shared mailbox if required.   

To apply for an NHSmail account, dental practices must have accredited to at least 

‘standard met’ level of the Data Security and Protection Toolkit Help (dsptoolkit.nhs.uk)  

(DSPT).   

How to complete the registration portal 

Visit the NHSmail dentistry registration portal.    
 
This will take you to the first page, entitled ‘Dentistry Pre-requisite Questionnaire’.    
 

Dentistry pre-requisite questionnaire  
Complete the dentistry pre-requisite questionnaire, where you will need to provide some 

unique information however, you will have a choice which information you supply, and this 

will be determined by the answers you give here.   

Once you have answered the pre-requisite questionnaire you will be asked to enter your 

practice details including; postcode, practice name and optionally your registered manager’s 

email address, if you have stated in the pre-requisite questionnaire that you know this.   

One-time passcode 
If you cannot locate your CQC contact ID, we will not be able to process your registration 

without a one-time passcode. This will be sent to you by request to your registered 

manager’s email address. 

If you would like to use the alternative one-time passcode method of authenticating your 

organisation, then on the pre-requisite questionnaire page please answer ‘no’ to the 

question.   

‘Do you know your CQC Contact ID?’. This will make the one-time passcode option 

available.   

Once you have received your passcode you will be able to use it on the online registration 

portal, as we will have completed the authentication process.  

https://www.dsptoolkit.nhs.uk/Help
https://portal.nhs.net/Registration#/dentistry
https://portal.nhs.net/Registration#/dentistry
https://portal.nhs.net/Registration#/dentistry
https://portal.nhs.net/Registration#/dentistry
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Note: One-time passcodes expire 3 weeks after being issued. 

When you have entered this information, you will be asked to provide your postcode. This 

will enable us to determine whether we have all your dental practice’s information, or 

whether we will require further details. If we have the information required for your dental 

practice, you will be directed to Route A.  
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Step 1: Route A   
1. Enter the dental practice CQC location ID.   

2. Then enter your dental practice (one of the following):   

   

• one-time passcode (this will have been sent to you by email, if you requested 

this in the pre-requisite questionnaire)   

   

• Care Quality Commission (CQC) contact ID – you will be able to find this within 

your CQC registration information   

   

Note: If you are unable to locate your practice, please contact helpdesk@nhs.net and you 

will be supported through the process.   

Click ‘Next’ and, if your details are authenticated, you will be able to proceed to step 2.   
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If the details are incorrect or you require further assistance, you should contact the dentist 

administration team at helpdesk@nhs.net or by calling 0333 200 1133 who provide support 

between 9am and 5pm Monday to Friday.   

Once you have successfully completed this section, please proceed to step 2.   
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Step 2: Add town details and members   

Enter the postcode town in which your dental practice is located.    

   

Dental.ODScode@nhs.net (Dental Practice name, Town)   

   

The town name is limited to 10 characters, so for names exceeding 10 characters these 

will be abbreviated.   
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Enter the name of the members within your practice who require personal NHSmail user 

accounts, for a minimum of 2 and up to a maximum of 10 staff members within your 

practice. The first member entered will be the shared mailbox owner. Select ‘Next’.   

   

As other members are added they can be given administration rights by ticking the box 

‘Mark as Mailbox Admin’.   
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The shared mailbox owner, typically the practice manager or administrator, has the 

responsibility for managing the shared mailbox permissions, however multiple shared 

mailbox owners can be nominated.   

It is important that the mobile phone numbers entered are only used once within the 

registration portal, as the number will also be used to check that an account for that user is 

not already in use. The phone number must be a mobile phone number and be personal to 

that user.   

   

    
    



How to complete the NHSmail dentistry registration portal 

  

 

Copyright © 2023 NHS England 11 

The mobile phone number provided as part of your NHSmail application will be hidden 

from the NHS Directory (People Finder) by default. You can choose to unhide your mobile  

number so that it appears in the NHS Directory by following the guidance on the 

NHSmail support site.   

Mobile numbers used to register for an NHSmail account must be UK based. 

Any NHSmail account registered with non-UK number will be disabled and will 

need to contact their local organisation to apply a UK based phone number to 

their NHSmail account. Please see Information – Non-UK registered Phone 

Numbers for more information. 

The dentist administration team will continue to have access to a user’s mobile 

phone number, regardless of whether it’s hidden in the NHS Directory or not.  

Access is required for authenticating a user for password resets, account 

lockouts and for contacting users who become inactive on the NHSmail 

platform.   

Note: If there are staff at your practice who already have an NHSmail personal 

account (ending in @nhs.net) they should not be entered in the form, to avoid a 

duplicate account being created.   

Once you have completed entering user details, click Confirm and finish.  

 

 

Next steps  

Once the registration request has been submitted an email will be sent to the email 

addresses supplied, advising of usernames. The email will also provide instructions 

on how to activate the new NHSmail account and how to use it.   

   

  

https://support.nhs.net/knowledge-base/using-the-nhs-directory/
https://support.nhs.net/knowledge-base/using-the-nhs-directory/
https://support.nhs.net/knowledge-base/using-the-nhs-directory/
https://support.nhs.net/knowledge-base/using-the-nhs-directory/
https://support.nhs.net/knowledge-base/how-to-hide-unhide-your-mobile-phone-number-from-the-nhs-directory/
https://support.nhs.net/knowledge-base/how-to-hide-unhide-your-mobile-phone-number-from-the-nhs-directory/
https://support.nhs.net/knowledge-base/how-to-hide-unhide-your-mobile-phone-number-from-the-nhs-directory/
https://support.nhs.net/knowledge-base/how-to-hide-unhide-your-mobile-phone-number-from-the-nhs-directory/
https://support.nhs.net/knowledge-base/how-to-hide-unhide-your-mobile-phone-number-from-the-nhs-directory/
https://support.nhs.net/2022/06/information-non-uk-registered-phone-numbers/
https://support.nhs.net/2022/06/information-non-uk-registered-phone-numbers/
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The temporary passwords for these accounts will be sent by SMS to the 

individual’s mobile phone number that was originally supplied in the registration 

portal. Once users have logged into their NHSmail account, they will see an email 

confirming the email address of the practice’s shared mailbox and information on 

how to access this.   

   

If a staff member within the practice already has a personal NHSmail account, the 

shared mailbox owner will be able to link the staff member’s personal NHSmail 

account to the shared mailbox once the shared NHSmail account has been set up 

for the practice.   
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Support and guidance   

   

Further information is available on the NHSmail support site on how to use NHSmail, 

including:    

   

• using Outlook Web App – email (www.nhs.net)    

• Passwords and Unlocks    

• NHS Directory, including how to hide / unhide your mobile phone number 

• Guide for Dentists using NHSmail   

   
If you require further assistance, you can contact the dentist administration team at 

helpdesk@nhs.net who provide support between 9am and 5pm Monday to Friday, 

excluding bank holidays. Outside of these hours, simple tasks can be performed by the 

national helpdesk by calling 0333 200 1133 or by emailing helpdesk@nhs.net - the 

NHSmail helpdesk is available 24 hours a day 7 days a week.   

   

 

 

https://support.nhs.net/
https://support.nhs.net/
https://support.nhs.net/
https://support.nhs.net/
https://support.nhs.net/article-categories/policy-owa/
https://support.nhs.net/article-categories/policy-owa/
https://support.nhs.net/article-categories/policy-owa/
http://www.nhs.net/
http://www.nhs.net/
http://www.nhs.net/
https://support.nhs.net/article-categories/user-passwords/
https://support.nhs.net/article-categories/user-passwords/
https://support.nhs.net/article-categories/user-passwords/
https://support.nhs.net/?s=nhs+directory&ht-kb-search=1&lang=
https://support.nhs.net/?s=nhs+directory&ht-kb-search=1&lang=
https://support.nhs.net/?s=nhs+directory&ht-kb-search=1&lang=
https://support.nhs.net/?s=nhs+directory&ht-kb-search=1&lang=
https://support.nhs.net/knowledge-base/registering-dentists/
https://support.nhs.net/knowledge-base/registering-dentists/
https://support.nhs.net/knowledge-base/registering-dentists/
https://support.nhs.net/knowledge-base/registering-dentists/
https://support.nhs.net/knowledge-base/registering-dentists/
https://support.nhs.net/knowledge-base/registering-dentists/

