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Setting up the App 

Before You Start 

Before you follow this guide, make sure you: 

• have access to your NHS email address, if not, contact IT. 

• know your Employee Online login details, which should have been emailed to 

you upon starting your role, if not, contact E-Rostering. 

You will also need: 

• an iPhone or an Android phone. 

• a stable internet connection. 

 

Installing Loop 

Search for “Loop” in the App Store (if you are on iPhone) or on the Google Play Store 

(if you are on android) and install the app shown below. 

Step 1 

 

Step 2 
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Creating an Account 

Step 1 

 

After installing and opening the app, you will be presented by the screen shown. 

If you meet these requirements, proceed to sign up.  

 

Step 2 

 

Step 3 
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Step 4 

 

Once you arrive at this screen, enter your correct details, and sign up for the account. 

 

Step 5 

 

After signing up, a verification link will be sent to your NHS email. 

If the email doesn’t arrive after a few minutes, check your spam folder. 

If it’s not there, press the “I did not receive the email” button on Loop. 

If the email still doesn’t arrive, restart from Step 4, and ensure you’ve entered the 

correct email address. 

Your NHS Email Address 

Create a Password 

First Name 

Last Name 

Tick to Accept the ToS 
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Step 6 

   

Upon receiving the verification email, press the “Verify Email Address” button, and it 

should display the message “Email Verified”, as shown in the images above. 

If it does not display this message, restart from Step 4, and ensure you verify the 

email address as soon as you receive the email. 

 

Step 7 

 

Step 8 
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Step 8 

 

Once you reach this screen, search for “The Queen Elizabeth Hospital King’s Lynn” 

and click the result. 

 

Step 9 

 

After seelcting the organisation, enter your Employee Online details and press connect. 

  

Your Employee Online Username 

Your Employee Online Password 
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Step 10 

 

Step 11 

 

 

Using the App 

Logging into Account 

Step 1 

 

Step 2 
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Step 3 

 

Once you arrive at this screen, enter your correct details and log into your account. 

 

Step 4 

 

After logging in, you may be presented with this screen. 

You may add your phone number if you wish, as it will allow you to use it for logging 

in. 

But this is optional, you may also skip this step. 

Your NHS Email Address 

Your Password 
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Viewing your Shifts 

Home Screen 

 

After logging in, you will be presented with this screen. 

This shows your shifts for the next 7 days, as well as news and updates from yourself 

or your colleagues. 

Press the calendar icon to view the full shifts calendar. 

 

 

(Continued on next page) 
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Shift Calander 

 

This is your shift calander, that will display your shifts day by day, for the whole 

current month. 

To change the month that’s showing, swipe left (to view previous month) and right (to 

view next month. 

You can also press the top left date dropdown button, that will open up an empty 

calander, of which you can select which month you can view. It will update by 

pressing apply. 

 

 

(Continued on next page) 
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Shift Details 

 

By clicking on a shift in the calander above, you will be presented by this screen. 

Here you will see more detail about your shift, including the work and rest time, as 

well as the colleagues you will be working with.  

 

 

(Continued on next page)  
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Viewing Annual/Study/Other Leave 

Step 1 

   

To view leave, press the + button at the bottom right of the calender, shown in the first 

image above. 

This will open the screen shown in the second image above. 

Here you can select what type of leave you need. 

 

 

(Continued on next page)  
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Step 2 

   

After selecting the type of leave, click the first button shown in the first image above. 

This will take you to the screen shown in the second image above. 

Here you will see all the details regarding your used up and remaining leave, as 

well as a log of the days you’ve already used. 

 

 

(Continued on next page) 
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Requesting Annual/Study/Other Leave 

   

To request for leave, make sure you’re on the screen shown in the first image above. 

Once here, press the + button in the top right and it will open the leave request form 

shown in the second image above. 

Ensure the start and end date are correct (click them to change the date). 

Also specifiy the reason for the leave request, leaving a note is optinal. 

Finally, press the “Submit request” button. 

 

 

(Continued on next page) 
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Requesting Bank Duties 

Step 1 

 

Step 2 

 

 

 

Available Bank Duties 

   

Here you will be shown all the available bank duties (in the first image above), of 

which you will be able to select and make a request. 

Select the shift you would like to request, and press “Book Duty”, which will open the 

screen shown in the second image above, of which you can confirm the booking. 


