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Licensing portal for independent providers: Frequently Asked Questions 

 

 

1. What are the different types of users on the licensing portal? 

 

a) Super User 

 

The Organisation’s Super User is the user that has all rights to the organisation’s portal. If 

you were the key contact for your organisation during the licensing application, you will 

automatically be set up as a Super User once your licence has been granted.  

 

Super Users are able to: 

 

 Add new users to the account 

 Amend/update user accounts  

 Update personal details 

 Delete user accounts  

 Send messages to Monitor via the licensing portal 

 Mark messages within the licensing portal as Confidential   

 

Licensees can set up more than one Super User if required. 

 

b) Regular User 

 

Regular Users have fewer rights to the licensing portal compared with Super Users. Regular 

Users are able to: 

 

 View the current licence 

 View the provider’s details 

 View all documents associated with the provider 

 Send messages to Monitor via the licensing portal 

 

c) Read-only User 

 

Read-only Users have limited rights to the licensing portal. Read-only users are restricted to 

viewing the current licence and organisation details on the “Organisation Details” page. 
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3. How do I add a new user? 

 

If you are a Super User, you may add other Super Users, as well as Regular and Read-Only 

users, to your account.  To do so, please follow these steps: 

 

1. From the Licensing Homepage enter your Username and Password  

2. Click “Log On” (The homepage for your organisation will be displayed) 

3. Click “User Accounts” from the Top of the page 

4. Click “Add User”  

5. Enter the New User details and Select a User Type, for example, Super User or 

Regular User 

6. Click “Confirm” to submit  

 

An email notification will be sent to the New User on steps to complete registration using the 

email address you have provided.  Please ensure that the email address is valid.  

  

4. What should you do if you are leaving your organisation? 

 

If you are the key contact/Super User and you are leaving the organisation, you will need to 

set up new Super users to enable the organisation to access the licensing portal after you 

leave.  See the steps under Question 2, above, to add new users.   

 

5. How do I send messages via the licensing portal? 

 

To send a secure message to Monitor about your organisation’s NHS provider licence, 

please follow these steps: 

 

1. From the Licensing Homepage enter your Username and Password  

2. Click “Log On” (The homepage for your organisation will be displayed) 

3. Click “Messages” from the top of the page 

4. Click the “New Message” icon 

5. Enter a subject in the Subject Title Field (subject should not be more that 60 

characters) 

6. Enter your message in the “Message Content” text box.   

7. Click “Send” icon at the bottom of the page 

 

6. How do I send a message with an attachment via the licensing portal? 

 

To send a secure message to Monitor including an attachment, please follow these steps: 

 

1. From the Licensing Homepage enter your Username and Password  

2. Click “Log On” (The homepage for your organisation will be displayed) 

3. Click “Messages” from the top of the page 

4. Click the “New Message” icon 

5. Enter a subject in the Subject Title field (subject should not be more that 60 

characters) 

6. Enter your message in the “Message Content” text box 

7. Click the “Attach Document” Icon at the bottom of page 
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8. Click the “Browse” link and select the file you wish to upload from your document 

library  

9. Click the “Upload” Button 

10. Click the “Send” icon at the bottom of the page 

 

 

7. How can I change my organisation’s details via the licensing portal? 

Please note that only Super Users have permission to amend details of the provider 

organisation on the licensing portal. 

1. From the Licensing Homepage enter your Username and Password  

2. Click “Log On” (the homepage for your organisation will be displayed) 

3. Click “Organisation’s Details” at top of page 

 

      To change the Correspondence Address 

1. Click the “Edit” Link next to Correspondence Address 

2. Edit the address details as required  

3. Click “Confirm Edit” (“Changes to Organisation Details Confirmation” box is 

displayed) 

4. Review your changes and click the “OK” button 

 

     To change the Financial Year End for your organisation 

1. Click the “Edit” Link next to Financial Year End 

2. Amend the date as required 

3. Click “Confirm Edit” (“Changes to Organisation Details Confirmation” box is 

displayed) 

4. Review your changes and click the “OK” button 

 

      To edit the name the provider trades under 

1. Click the “Edit” Link next to Name Organisation Trades Under 

2. Amend the name as required 

3. Click “Confirm Edit” (“Changes to Organisation Details” Confirmation Box is 

displayed) 

4. Review your changes and if they are correct click the “OK” button 

 

8. How can I change my username or password? 

 

1. From the Licensing Homepage enter your Username and Password  

2. Click “Log On” (the homepage for your organisation will be displayed) 

3. Click the “My Account” tab from the top of the page 

4. Click the “Edit” link (note until the user edits the information the “cancel edit” and 

“confirm edit” buttons will remain disabled) 

5. Amend the username / password details as required 

6. Click “Confirm Edits” or “Cancel Edits” as required 
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