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Virtual Fitness to Practise Events: A
guide to Egress and GoToMeeting

Our guide introduces you to Egress and GoToMeeting. You'll need to use
Egress if you want to send and receive information and documents
from us that may be private or sensitive. If you're attending a virtual
event, we'll ask you to join it by using GoToMeeting.

In this guide you'll learn how to set up and send and receive emails using
Egress. You'll also learn how to join a virtual event using GoToMeeting.

We recommend that you read this guide and our other guides about
virtual events before you attend your first virtual hearing or meeting.
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Receiving paperwork for a virtual event

Sending you the documents you need

For every hearing or meeting there’s going to be documents you’ll need.
This could be case papers, on table papers, hearing administration
documents, the final determination when the event has finished, etc.

We want to make sure that you're able to send and receive the
documents that you need so you fully participate in the event.

Members of our team can securely share documents and emails
internally using our email system. For everyone else we’ll ask you to use
a secure system called Egress to share documents and emails with us.

Using egress to send and receive documents and private
emails

Protection of our hearings and meetings documents is important to us.
We want to ensure that you have all the documents you need while
protecting the private and sensitive information that might be in those
documents or emails. If you're sending and receiving documents or
emails we’ll need you to use Egress to ensure they're protected at all
times.

How to open a protected email we've sent to you

If we've sent you a protected email it’s probably because it contains
private or sensitive information or documents. If you don’t have an
Egress account you'll need to set one up to open and read what we’ve
sent you.

Let’s look at the steps to setting up your Egress account:
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Click on the link in the email. If you're a first time user you'll be
prompted to create a Switch ID.

37 svvitch‘"

re data X C
This email has been sent to you securely using Egress Switch
e Click to read this secure email online.

This free service is provided by Egress Software
and enables you to communicate securely.

If you have Switch installed, simply open the
attachment.

Regular user? Download our free desktop or mobile apps.

Having problems accessing the email? Click Here

Confidentiality Notice: Thiz emaiiznd 2

© Copyright 2007-2012 Egress Software Technologies Ltd,

Create your Switch ID by selecting New User. This will be a one-time
process.

£ switch’

secure data exchange

New User?

Create a Switch account.

Please enter your Switch ID (user@domain.com) and Forgot Your Password?
password to sign in now.

Reset your Switch password.

Switch ID: | |

What Is Switch?

Learn more about Switch.

Passward: | |

|:| Remember my Switch 1D

Enter your email address and select a password. If you've received a
secure message, use this email address as your Switch ID.
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Sign Up

o Please enter your details below to create a new Egress Switch user account.

Email (Switch ID):* |john.smith@mycumpany.com ®|
First name:* |J0hn |
Last name:* |Smith |

[] Email me about essential product updates and semnvices from Egress

e Choose a strong password to protect your identity:

Password:* |“""" |

Confirm password:* |"uuu |
Minimum & characters, with &t least 1 UPPER case or number

Check your mail-box for an activation code. Don’t forget to check your
Spam folder.

Almost Done

A new Egress Switch account with Switch ID john.smith@mycompany.com has been created but is
not active yet. A message with an activation code was sent to your address.

To activate your Switch account please click on the link contained in the email, or copy the activation
code into the box below

Note: If you dont get the email vathin 3-5 minutes, please check your Spam folder

Activation code

Submit Activation Code

Access your secure email by selecting Read your message now. Don’t
forget that you can reply securely.

All Done

You can now access Switch secure messages using your new Switch account
john.smith@mycompany.com
Thank you for signing up with Egress Switch

Read your message now
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How to send a protected email using Outlook

If you need to send us any documents or private information in an email,
you should do this using Egress. That way it’ll be protect. Let’s look at
how to send a secure email.

Open a new message in Outlook, completing the To, Cc and Suhject
fields. Compose your message and attach any files as normal. Outlook
messages are Unclassified as default (this default can be changed
where required). To send the email securely, click on the Egress
dropdown menu and select Encrypt message and attachments. Then,
once your message is complete select send as usual.

B © U g =

File Message Insert Options Format Text

g @ N [

UNCLASSIFIED Message Attach Paste

- Restrictions Large Files Z ~
d N

Egress Clipboard
Unclassified |

r\ Unprotected '
Select this option for non sensitive information, |
Email message will not be encrypted. |
Encrypt message and attachments
Select this option to encrypt email message
text and attachments
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Sending us larger documents

We know that there might be times when you need to send us a large
bundle of documents or media, such as audio clips or video clips. Let
look at how you can send us larger files:

Often, email accounts limit the maximum file size of attachments.
Egress Large File Transfer (LFT) lets you send large files securely by
uploading them to hosted Cloud storage. You can use the integrated
sidebar in Outlook or the downloadable Egress Client.

If LFT is enabled, attachments greater than 10MB will be added to LFT
by default and the Attach large files icon is displayed in the Outlook
toolbar of your email:

a S

Unprotected Message
v Restrictions\Large Files

Egress Switch

Open a new email in Outlook and select Attach Large Files to open the
LFT sidebar.

Select files to attach by dragging and dropping them into the sidebar
or manually select them by pressing Browse.

To send the email with the large files attached, simply press Send as
normal.

% Attach Large Files

Drop files on this panel or Browse

@ Meeting Notes.docx 1.6 MB
@ Presentation.pptx 8.8 MB
= White paper.pdf 356.6 KB

Note: Once the LFT sidebar is opened, any files attached to the email
will be sent via large file transfer regardless of size.

To remove any files attached to the sidebar, either press the X button
next to the specific file or select the file and press the Delete button
on your keyboard.
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How to send protected email using Egress Webmail

You can also send emails to us using the browser version of Egress.
Go to www.egress.com and click My Account

Q Support Signup My account ﬁ:

Login with the username and password you used when you first signed
up for an Egress account

When your Egress administration panel web page is displayed, click New
Secure Email from the pane on the left-hand side of the webpage

Account Summary

My account
Account Settings
Change Password

Access Settings
Sent Packages

Web Access

New Secure Email

Payment Settings
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http://www.egress.com/

Enter the email address in the To box and the suhject in the Suhject
box.

If you need to send any files, click Choose Files. You'll see the Windows
explorer dialog box so you can find the files to attach to the email.

Save Draft
[ me s cony ”
B 7 s

\.
|
"
lil
g
-1
a

Add your message in the message pane.

When you're ready, click Send Secure

If you want a copy sent to your email address, leave ‘Send me a copy’
ticked. It will still be protected, so you'll need to log back into Egress to
view the email.
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More information about Egress

In our guide we’ve provided you with the basics to get started to with
Egress. You should now be able to send and receive secure emails. If
you want to find out more about Egress please click here.

We can also share a more detailed guide with you about how Egress
works. If you would like a more in-depth guide or if you have any
guestions please ask us.

Egress tips
Here’'s some tips from us about the type of information and documents
that we think you should protect.

¢ Information that might identify people
o Their name
o Their age or date of birth
o Information about their address or contact details
o ldentifiable information such a patient number, case
reference number or NMC PIN

Information about health
o Medical records and diagnoses about the nurse, midwife or
nursing associate
o Medical records and diagnoses about the nurse, midwife or
nursing associate’s family and/or friends
o Medical records and diagnoses about patients who have not
been anonymised

Hearings documents
o Case papers
o Witness statements
o Medical records
o Copies of the determination

Information about court and police matters
o Police witness statements
Transcripts of police interviews
Transcripts of court proceeds
Written judgments, certificates of convictions and cautions
Evidence gathered by the police and/or used in court

O O OO

Information about children
o Their name
o Their age or date of birth
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https://www.egress.com/

o Information about their address or contact details
o ldentifiable information
o Information about child protection and social services

If you're ever unsure if you need to protect an email or any attached
documents, we recommend protecting it.

Joining a virtual event: Guide to
GoToMeeting using a web browser

Joining a virtual event

This section of our guide is for anyone who has been asked tojoin a
virtual event and is using a web browser to join. If you’re joining via an
application, otherwise known as an App, please go to the next section of
the guide.

When we invite you to attend a virtual event we’ll ask you to use
GoToMeeting. We won’t need you to download any additional apps or
software as our events can take place online or over the telephone.

You may receive an invite to a virtual hearing via an email from us. You
may also receive an invite to a virtual hearing in your notice of hearing.
No matter how you receive an invite to a virtual event, please make sure
you read the instructions carefully, including the start date and time.

You'll receive an email notification inviting you to participate in a virtual
event. Remember, the details of this may be in the email you receive
and/or the notice of hearing you receive (in accordance with our Rules
we can send notices of hearings electronically or physically).
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M Gmail Q,  search mail

€ B 6 § ® 0 D

I— Compose
Test GoToMeetin Inbox x
[J Inbox 9
Y  Starred
© Snoozed
» Important .

[ Mar | Test GoToMeeting
> Sent 20 View on Google Calendar
i Drafts 2 Fi g When  Fri Mar 20, 2020 11am — 12pm (GMT)

» B Categories Where  Video conference
) Who Feidhlim Brennan*
B [Google MaillAll Mail
B [Google MaillTrash Yes Maybe
B Notes
®» Personal
tast
»  Travel Fri, Mar 20, 2020 11:30 AM - 12:30 PM (GMT)
v~ More Please join my masting from your computer, tablet or smartphone.
Bitps:/zlobal sotomeetine com/join/31 7890685
- I W Vo can alsc dial in using your phoms.
test

Fr, Mar 20, 2020 11:30 AN - 12:30 PM (GMT)

Plaazs jon my masting from your compater, tahlst or smartphons.

You can alse dial in using your phone.
{For supportad devices, tap a one-touch mmmber helow to join instantly )

United Kinzdom (Toll Free): 0 800 385 3276
- One-touch- tel-+448003895276_ 31 TEI0EE5=

United Kingdom: +44 330 221 0097
- One-touch- tel-+4433032 10057, 31 TEI06E5=

Access Code: 317-890-632

10f2774 ¢ > 0

@& 9:51 AM (11 minutes ago) Y 4=

Agenda

Fri Mar 20, 2020

No earlier events

11am  Test GoToMeeting

No later events

Naw to GeTeMeating” Get the app now and be ready when your first meeting starts: https-/zlobal zotomesting com/mstall/ 31 TE50635

To enter a virtual event please click on the link enclosed in the invitation

(you can also copy and paste the link in to your browser).

It is also possible to join the virtual event by telephone. Dial in details
and an access code are also enclosed within the invitation.

When you click on the link you will be presented with the following

screen in your internet browser:
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@ Feidhlim Anthony Brennan's Meeting

~
U
Switch to phone

Choose Your Mic & Speakers

— Microphanes
Default - Microphone (Realtek High Definit... § ‘

Speakers
| Default - Speakers (Realtek High Definitio... () ‘

Save and continue

| don't need audio

You will be promoted to choose from your available video and audio
equipment from the drop down boxes.

When you have made your choices you will be presented with the
following screen:

@ Feidhlim Anthony Brennan's Meeting

Join by Computer or Phone

~
) S
Computer Phone

Connect using a headset or Dial in on your phone or we
‘your mic & speakers. can call you.

o

Save and continue

| don't need audio I'm already on the phone

You will then be asked if you would like to enter the event either via your
computer or your phone. We recommend using a computer if you have
access to one.
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Once you've made your selection you'll be presented with the next
screen:

oS

test

Waiting for Feidhlim Anthony Brennan to start the meeting.

If you're the organizer, please start

The name of the event will show in the middle of the screen, in this case
‘test’ and you will remain in this virtual waiting room until the event

begins.

Once the organiser has started the event you'll be prompted to add
your name as shown below. This is the name that'll be seen by the other
participants in the event. You do not need to add your email address:

Join the meeting as...

[

‘ Email address (optional)

Once you've added your name you'll enter the event:
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A Talking -~

Participants will appear across the top of the screen.

The icons in the bottom middle of the screen, allow you to adjust your
video and audio settings, to share your screen or leave the virtual event:

The icons on the top left allow you to:
See how many people are in the room

Enable a typed chat function with all, a group or just one of the other
participants

Adjust your settings

When you’ve finished the virtual event, click the leave icon which is the
symbol of the phone hanging up on the far right of the middle bottom.
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- __0_0_000_000__]
How we use your data

When you use GoTo Meeting or Egress your personal data is processed
by the suppliers which provide these systems. Some suppliers we use
process data on our behalf in a country outside the UK. Where your
data is transferred to countries other than the UK, we have policies and
procedures in place to ensure that your data is adequately protected.
For more information about how your data is processed, refer to our
privacy notice https://www.nmc.org.uk/contact-us/data-
protection/privacy-naotice/.

- __0____00000__]
Version log

If we make changes to our guide we'll put them here. We'll let you know
what section or sections of the guide changed and what date we made
that change. This will help you find any new information.

Just so you know, we first published this guide on 4 May 2020.

What's changed? What pages is that What date did we
on? make that change?

We've added 9610 2 November 2020
information about how
to use the
GoToMeeting
application
We’ve added 106 11 2 November 2020

instructions for
sending email using
Fgress from a web

browser

We've added a privacy |17 29 January 2021

notice
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