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Worker Email Update.

How to change a verified worker email.

When a worker accepts a pre-registration invite and completes their profile, their email is
verified and locked.

If this email ever needs changing/updating, please follow the below guide.

Search worker name in Search Bar 11§p Open relevant worker profile

In worker profile:

 Click the padlock icon next to the email address ﬂ

LR
joe bloggs Q 5
© Joe Bloggs oy
Personal Details
First Name * Joe
Last Name * Bloggs
Contractor * ABC
View History
Are you currently on an Please Select
apprenticeship?
Worker Actions Are You Under 18 Years
old
Contact Number Upload Capture Scan

8 Print Enrolment Form
Use face biometrics
Contract Number

Contract Title

Date of Birth id/mm.

q y E]
Email Address joe.bloggs@gmail.com V/ Verified B

Induction Number

NI Number

Be safe. Be productive.



https://humanrecognitionsystems.zendesk.com/hc/en-us/

by infoloric

Site ‘ Training

Worker Email Update.

How to change a verified worker email.

Update Worker Email:

» The following screen will pop up

* Enter the new email

« Select

+ As per the instructions, after adding the new email you must send a new pre-registration
invite to the worker as an 'Existing Worker

» Ensure to notify the worker that they need to now accept the new invitation and verify the

new email

Update Worker Email

Updating the Worker Email will remove the verified status of this profile
In order to update and verify the worker's new email, you will be required to complete the following steps:

* Enter the new email below
« Send a pre-registration invite to the Worker

* Notify the Worker that they must log in to verify the new email

The Email field will automatically lock after 24 hours, or when the Worker has reverified their profile.

Please enter the new Worker email. We will send the pre-registration invite to this address:

I joseph.bloggs@yahoo.co.uk ]

Be safe. Be productive.
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How to change a verified worker email.

Update Worker Email:
» The worker profile will now look as below with the padlock icon shown as open E
« The email automatically lock again after 24hrs if not verified by the worker. The email will

then return to the original

joseph.bloggs@yahoo.co.uk G

joe bloggs Q

I
Gjoe Bloggs feneccsupding @@ @ @

Personal Details

First Name * Joe

*
Last Name Bloggs
Contractor * ABC

View History

AreYyou currently on an
apprelticeship?

Are You'\Inder 18 Years Please Select - e

Contact Nuri\ber Upload/Capture Scan
@ Uy face biometrics

Contract Numb
© Enrol
Contract Title

Link Workforce App
c £e Date of Birth

1/mm/yyy

= Import CSCS i
S Import CSCS Card Email Address joseph.bloggs@yahoo.co.uk

) Capinemass Induction Number

NI Number

« Once complete, scroll to the bottom of the page and click

Be safe. Be productive.
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Lock worker email.

If the email no longer needs to be changed, you can lock it again and it will return to it’s

verified and locked status.

» To action this, simply click on the open padlock icon G

* You will then see the following screen

Lock Worker Email

Locking the Worker Email will cancel the pre-registration invite if one has been sent to the new email
The email and verification status will be reverted

Are you sure you want to continue?

- Then, click

« This will then cancel the pre-registration email if sent to the new email
* You will then be greeted with the below confirmation screen, click

Lock Worker Email

Worker Email locked

Be safe. Be productive.
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