
 

 

Manage the service through profile manager 

 
Here is a guide to manage and pause the service. You will learn how to: 

• Change your GP surgery shared inbox 

• Change configurable questions (additional services) 

• Opt in and out of Notify a patient 

• Pause the service 

 

 

 

 

If you prefer, watch a video on how to manage or pause the service through NHS 

profile manager. 

 

 

 

  

https://digital.nhs.uk/services/register-with-a-gp-surgery-service/sign-up-to-start-using-register-with-a-gp-surgery
https://digital.nhs.uk/services/register-with-a-gp-surgery-service/sign-up-to-start-using-register-with-a-gp-surgery


1. Change your GP surgery shared inbox. 
 

On the home page of Profile manager, choose the practice you want to change the 

email address. Click ‘view details’ 

  

 

On the right of ‘Shared mailbox’ you have the option to change your email and verify the 

changes made. Click ‘Change’ to make amendments. 
Make sure the email provided is one that every member of staff has access to. 

  



 2. Change configurable questions (additional services) 

  There are 3 configurable questions you can change, this includes: 
o offering language interpreter,  

o option to nominate a pharmacy 

o dispensing surgery service. 
 

  Select ‘Change’ next to ‘Additional services’ to make these changes. 

    
 
Language interpretation service- Select 'Yes’, if you want to offer a language 

interpretation service for your patients. If you do not offer the service, select ‘No’ 
 

  
 



Nominate a pharmacy- Select 'Yes’, if you want to offer your patient the option to 

nominate a pharmacy of their choice during registration. If you do not offer the service, 

select ‘No’ 

  
 
 

Offer dispensing surgery service- Select 'Yes’, if you want to offer your patient the 

option to nominate a pharmacy of their choice during registration. If you do not offer the 

service, select ‘No’       
 

  
 

 

 



3. Opt in and out of ‘Notify a patient’ 
Select ‘Change’ next to ‘Send registration message’ to make these changes. 

 

   
 

Select 'Yes’, if you want to send a message to patients to let them know their 

registration has been accepted. If you do not wish to opt into the service, select ‘No’ 

 

   
 



4. Pause the service (Patient access) 
 

Select ‘Change’ next to ‘Patient access’ to make these changes. 

  

 

Select 'Yes’, if you want to pause the service temporarily, select the option that best 

suits you. You can return and turn the service back on.  
 
Your practice will show up on Find a GP and you can see your unique URL (link). 

Please put the link back on your website. 
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