
 

Assigning Smartcard Access via CIS 
  

 

(Log in with Smartcard Profile ‘System Support Access Role’ to perform below) 
 

 

Sponsors, managed by HBL RA services, are allocated the privilege to directly assign/remove 

access to positions for your practice/organisation. 
 

The positions are created for you, with the Practice Manager/Organisational Sponsor’s agreement, 

by the HBL RA team. 
 

Via the NHS Portal, you can view the positions available to you, view who is allocated to a position 

and amend access to the position. 
 

Note: 

 Whilst carrying out this process, you should always have the smartcard of the user with you.  

You will need to use the UUID on the card to search for the user and you will also need to 

verify their identity by looking at both the card and the user to make sure they are the same 

person. 

 You cannot assign access to any position with the sponsor activity code (B1300) associated 

to it.  You will need to complete an RA02 form and submit it to the HBL RA team to process 

for you. 

 You do not have to use this electronic system – you can continue to submit RA02 forms to 

the HBL RA team if you wish. 

 
1. Searching by UUID 

 

1.1. From the NHS Portal (https://portal.national.ncrs.nhs.uk/portal/), launch Care Identity Service 

(Replaces UIM, Calendra and CMS). 
 

 
 

 
 

https://portal.national.ncrs.nhs.uk/portal/


 

 

1.2. In the top bar, type the UUID of the user in the “Given & Family Name ….” box and click on the 

search button. 

 

 
1.3. The user’s name and UUID should then appear on the screen.  To select the user, click on the 

UUID 

 

 
  

1.4. The user’s details and photograph will then be displayed.  

 

1.5. Ensure that the photograph on the system, the photograph on the card and the user match.   

 

1.5.1. If they do not, or there is no photo displayed, please stop as there could be a risk of fraud.  

Contact your RA team for assistance. 

 

1.6. Scroll down the page until you get to position assignment details. 

 

 

2. Add a Position 

 

2.1. To add a position assigned to the user at your practice, click on Modify Position Assignment 

 
 

2.2. Then click on Add Position 

  



 

 

2.3. Select the position(s) to be applied by clicking into the position’s check box and click on 

Confirm Position 

 

 
 

2.4. To apply the position, click on Submit Request. 

 

 
 

2.5. The position is applied – to confirm, click on View User’s profile. 

 

 
 

  



 

 

2.6. Scroll down to Position Assignment Details which will show the position applied. 

 

 
 

3. Remove a Position 

 

3.1. To remove a position assigned to the user at your practice, search and locate the user on the 

CIS system, then click on Modify Position Assignment 

 
 

3.2. Click on the pencil to the right of the position to be removed. 

 

 
 

3.3. Click into the End date field.  Enter today’s date to close access effective immediately and then 

click on Submit Request. 

 

 
 

  



 

 

3.4. The position is removed – to confirm, click on View User’s profile. 

 

 
 

3.5. Scroll down to Position Assignment Details which will show the position removed. 

 

 
 

 

4. Viewing your Organisation’s Positions 

 

4.1. From the NHS Portal (https://portal.national.ncrs.nhs.uk/portal/), launch Care Identity Service 

(Replaces UIM, Calendra and CMS). 
 

 
 

4.2. In the top bar, click on the Positions button. 

 

 
 

  

https://portal.national.ncrs.nhs.uk/portal/


 

 

4.3. The positions available for your organisation are listed – you may need to click on the         

Next button to view additional positions. 
 

 
 

4.4. Click on a position name to view more information about it.          
 

 



 

 

4.5. To view the activity codes allocated to the position, click on the ID link, which brings up the 

information in another window.          

 

 
 

4.6. Use the scroll bar to view all the information and click on Close or the X to close the window.          

 

 
 

4.7. To view the users assigned to the position, scroll to the bottom of the page and click on the 

View assigned users button.          
 

 
 

4.8. A list of users assigned to the position selected is displayed.  Click on the name of a user to 

remove access if required (see section 3.1 for instructions on how to do this).          

 

 


