
Your step by step guide to logging in �I�R�U���W�K�H���À�U�V�W���W�L�P�H���D�W
�Z�Z�Z���U�S�K�D�U�P�V���F�R�P

1.	 Once you have opened your internet browser, type �Z�Z�Z���U�S�K�D�U�P�V���F�R�P in the address bar. 
On the homepage screen, click on the Log in box on the right hand side of the screen. 

2.	 You will be taken to the �/�R�J���L�Q���V�F�U�H�H�Q. Type your Royal Pharmaceutical 
�6�R�F�L�H�W�\���P�H�P�E�H�U�V�K�L�S���Q�X�P�E�H�U���L�Q���W�K�H���À�U�V�W���E�R�[�����7�K�L�V���L�V���W�K�H���V�D�P�H���D�V���\�R�X�U��
�R�O�G���5�3�6�*�%���Q�X�P�E�H�U�����6�L�Q�F�H���W�K�L�V���L�V���\�R�X�U���À�U�V�W���W�L�P�H���O�R�J�J�L�Q�J���L�Q���W�R���W�K�H���Z�H�E�V�L�W�H����
you should have your temporary password on hand. If you don’t have a 
temporary password, please email �V�X�S�S�R�U�W�#�U�S�K�D�U�P�V���F�R�P����Type your 
�W�H�P�S�R�U�D�U�\���S�D�V�V�Z�R�U�G���L�Q���W�K�H���V�H�F�R�Q�G���E�R�[��

3.	 You now need to create your own password, something which will be 
easy for you to remember and unique to you. It needs to be at least 5 
characters long. Your password is also case sensitive, so check you’ve not 
got the caps lock button on. Once you’ve created your new password 
remember to use this every time you log in to the site.  

�7�\�S�H���\�R�X�U���S�D�V�V�Z�R�U�G���L�Q�W�R���W�K�H���À�U�V�W���E�R�[�����5�H���H�Q�W�H�U���\�R�X�U���Q�H�Z��password in 
�W�K�H���V�H�F�R�Q�G���E�R�[���W�R���F�R�Q�À�U�P���L�W�����2�Q�F�H���\�R�X���K�D�Y�H���W�\�S�H�G���L�W���L�Q�����F�O�L�F�N���R�Q���W�K�H��
Login button.

So you don’t forget your password, write it here:4.	 �<�R�X�·�O�O���W�K�H�Q���E�H���D�V�N�H�G���W�R���F�R�Q�À�U�P���W�K�D�W���\�R�X���K�D�Y�H���U�H�D�G���D�Q�G���X�Q�G�H�U�V�W�R�R�G���W�K�H��
Terms and Conditions. Don’t worry, we’ll only ask you to do this once. 
�7�L�F�N���W�K�H���E�R�[���D�Q�G���F�O�L�F�N��Continue.

5.	 �7�K�H���Q�H�[�W���V�F�U�H�H�Q���V�K�R�Z�V���W�K�H���H�P�D�L�O���D�G�G�U�H�V�V���W�K�H���6�R�F�L�H�W�\���F�X�U�U�H�Q�W�O�\���K�R�O�G�V��
�I�R�U���\�R�X�����,�I���W�K�H���À�H�O�G���L�V���E�O�D�Q�N�����L�W���P�H�D�Q�V���Z�H���G�R�Q�·�W���F�X�U�U�H�Q�W�O�\���K�R�O�G���\�R�X�U���H�P�D�L�O��
address. If it’s out of date or we don’t have one, you could be missing 
out and won’t be able to get the most out of the website. Simply 
update your details and press the �6�X�E�P�L�W button.

6.	 We want to make it as easy and secure as possible for you to reset your 
password in case you forget it. Simply select a security question from the 
drop down list, type in your answer and press the �6�X�E�P�L�W button. If you 
forget your password we’ll ask for your membership number, date of birth 
and the answer to your security question, before you’ll be able to reset 
your password.

7.	 Once you have completed all these steps, you will be taken to the 
�0�\���3�U�R�À�O�H page, where you can update your contact details stored 
with the Royal Pharmaceutical Society.  

To go to the homepage of the website, click on the �0�D�L�Q���V�L�W�H link in 
the top left hand corner. 

To go to the Networks homepage, where you can access the online 
groups and local practice forums, click on the �1�H�W�Z�R�U�N�V���K�R�P�H link in the 
top left hand corner. 

8.	 �,�I���\�R�X���D�U�H���R�Q���W�K�H���P�D�L�Q���Z�H�E�V�L�W�H�����\�R�X���F�D�Q���D�F�F�H�V�V���W�K�H���0�\���3�U�R�À�O�H���S�D�J�H��
or the Networks homepage at any point by using the �T�X�L�F�N���O�L�Q�N�V 
in the top right hand corner. 

Remember, if you forget your password, you can reset it by clicking 
on the �)�R�U�J�R�W�W�H�Q���S�D�V�V�Z�R�U�G link on the login page. This will take 
you through the steps to create a new permanent password.

N.B. The Society website is designed to work best on Internet Explorer 7 and 
above or Firefox 3. Users of alternative browsers, versions or settings may 
experience a reduced performance when using the site.


