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The purpose of this document is to act as a Guide on how

fo use the NATA Portal. NATA Portal is our preferred

method for communicating job related information and
documents with our Technical Assessors. Technical

Assessors must also keep their profile information up to

date with us using the platform.
If you need any further assistance, please contact us at
technicalassessors@nata.com.au or
portalsupport@nata.com.au

Browser Compatibility

NATA Portal is Compatible with both desktop and mobile
(Windows PC, OS X, Android and iOS)

Supports the latest versions of the following browsers:

Google Chrome, Microsoft Edge, Mozilla Firefox and Apple Safari

No Support for Internet Explorer

S
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1. Getting Started

Registration

Technical Assessors will be registered to the portal automatically as they associated with us and
provide us with their information.. Once registered as a Technical Assessors user on the portal,
you will receive an email to set up a password for the NATA Portal login. Follow and complete
the steps to set your password.

Please note: The initial welcome email link to set password will expire in 48hrs, after this you
can directly visit https:/nataportal.nata.com.au/#/ and click on reset password to generate
another activation link.

Setting up 2 Step Verification

2 Step Verification allows for added security to your access of the NATA Portal. It allows you to
verify that you are the legitimate holder of the login credentials by sending you a code to your
mobile device and only allowing you access once inputting this code.

Please note that the steps of receiving and inputting a new verification code will need to be
repeated when:

e Accessing the Portal from another device (e.g. another computer)

e After 15 days when the verification expires

Steps

1. Using your email address and your newly set password, log in to NATA Portal. Here you
will be presented with a Set Up Verification screen where you will be able to enable your
2 Step Verification (see image below)

Set Up Verification

Protect your account with 2 step verification. Each time you login
you’ll be prompted to enter your verification code.

Once you enable 2 factor authentication it cannot be disabled.

Enable 2 Step Verification

2. Click on Enable 2 Step Verification
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Enter your Mobile contact number in the correct format i.e. starting with country code
+61 and no leading zeros +61405699876. You will then receive a Verification code to
your mobile device as shown below

2 Step Verification

Please enter your mobile number and we will send you the verification
code.

Mobile Number

Send Verification Code

Back to login

@ \iEssAGES

NATA
NATA Portal verification code 9816

3. Use your Verification code to Log-in Securely into the NATA Portal.

2 Step Verification

Enter the code that we sent to +61432437324

«  Remember Me (Expires in 15 days)
Log In Securely
Backto login
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Dashboard

Once you are logged in to the Portal, you will be taken to the Dashboard view.

The Dashboard includes a quick view of information that has been recently updated on the
portal; it also allows you to quickly access the information with one click. As a Technical
Assessor you can see the following information panels on the Dashboard;

e Latest Notifications
e Recently uploaded Meeting Documents
e Recently added Publications to which you are subscribed

Clicking on any of the Notifications or Jobs will automatically navigate you to the location in the
portal where you will find the source. For example, if you click on the job number you will be
directed to the Jobs details page.

Note: All NATA Portal notifications will be visible at the top of the screen with the bell iconm
that displays a number showing how many unread notifications you have.

Accessing Dashboard from other pages
If you want to go back to Dashboard from any other pages on

DELIVERING the Portal, click on the ‘NATA World Recognised
Accreditation’ logo on the left-hand top corner OR

v for more than 75 years

Click on the ‘Dashboard’ link from the breadcrumb menu on the
Contact NATA | page, displayed just above the page Title.
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Marking Profile information as up to date

Periodically NATA will contact you to confirm your profile details with us. You can view your
profile information that you have registered with us by accessing your profile information page
on the portal. Once you have reviewed all the details and if no changes are required, you will be
able to mark your profile as up to date to let us know.

To view your profile, click on the profile icon and select ‘View Profile’ from the drop down.

Iff a Aish Mick
' Technical Assessor

View Profile

Change Password

2 Step Verification

Switch view to

Technical Assessor

Authorized Representative

Log Out [»
@ &

Once you click on the ‘View Profile’ menu item the system will load all the profile information you
have registered with us.

Pectla
Profile — . e
Perional Details Compatency Details
cxition Tile Tichaical Asaspar Wiww Competencian
Sarts
Sarky
Emuadl Datails Phedie Dataila
Tree Type P
Wark e gl sren Wede  eRioalessren
Povuast: st By b ot Mt “CLASMSIATI
Howme: SN0 ]
Home Address Wk Address
wry
...... 17 Dt Bt wsr Tees Strat
L IR Sty AARDNE PASE
AUSTRALIA Cown WUSTRALLL
e EH ] Seate L2
845 Pasi ]
Mate
appur o th peolis once sppezend by RATL
flermm mndiaioad .o bhe Portal ot the Sete beval or ol un the e o

You will see the ‘Mark profile is up to date’ button is disabled because you must view your
competencies (competency is/are the area(s) of technical expertise which you are qualified to
assess) to ensure they are up to date as well along with all the other profile information. To view
competency, click on the ‘View Competency’ button and this will open your competency PDF in
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a new window if you are using Google Chrome or download the PDF into your downloads folder
on your computer if using Microsoft Edge browser.

— 0%+ HEE

Competency Details for Capt Sasha Stark (TA No. AD34777)

Standard

Activity Sarivce

IS0 15189 Human Pathology Accreditation i held to establish new branch siles
150 15188 Human FPathology Amatormical pathology - Cylopathology
150 15189 Hurman Pathology Anatomical pathology - Cytopathology - Cervical cylological

investigation for abnomalilies, precancerous of Cincerous
changes or conditions

150 15189 Human Pathology Anatomical pathology - Cytopathology - Gynascological (non-
carvical) cyloogical investigation for abnormalilies, precancenous
or cancerous chanpes of condions

150 15189 Hurman Pathology Anatormical pathology - Cylopathology - Immunocytochemical
Irvestgation {(on non-paraffin embedded cellular praparations)
IS0 15189 Human Pathology Anatomical pathology - Cytopathology - Non-gynascological

cylological irvestigations of body uks, axudates, washings and
bryshings from non-squamons mucosal sites for the detection of
malignancy

150 15189 Human Pathaology Anatomical pathology - Cytepathology - Mon-gynaecological
cylological imvestigations of nipple discharge or smears from
SqUEMOUS Mucosal sies for the datection of cancerows of
precancercus changes

IS0 15189 Hurnan Fathlogy Anatomical pathodogy - Cytapathology - Mon-gynascological
cylclogical investigations on samgples abtained via fing neadio
aspiration biopay

150 15189 Hurman Pathology Anatomical pathology - Cytopathology - Testing for the National
Cervical Screening Program

IS0 15189 Human Paihology Anabormecal pathology - Tissue pathalogy

150 15189 Human Pathology Anatomical pathology - Tissue pathology - Anabysis of molecular

Largsts in lissus samples ofher than by in-silu hibrideation

View the PDF and ensure the competency information is up to date and then go back to the
profile page and mark your profile as up to date by clicking on the ‘Mark Profile is up to date’
button.

Mark Profile is up to date ‘ Change Password

To Mark Profile up to date. Please confirm profile detzils and view and confirm competencies.

In case you need to make changes to any of the profile details and competency details refer to
Editing profile Information (next page) in the user guide.
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Editing Profile Information

Please note: Any profile changes suggested by you will not be reflected immediately. They are
subject to approval by the NATA. Only once approved, they will be reflected on your profile and
you will receive a notification on your dashboard and registered email informing that the profile
changes has been approved.

In case the admin reject the profile changes, you will be informed why they were rejected.

To edit your profile information, follow the below steps:

1. Once you have logged in to the NATA Portal, click on your profile name at the top right
corner of your screen.

2. A dropdown as shown below will appear, click View Profile.

: @
View Profile

Change Password

Aish Mick .
Technical Assessor

2 Step Verification

Switch view to
Technical Assessor

Authorized Representative

Log Out (>

Lol o

3. You will then be directed to your Profile Page where you will be able to see all your
profile information including email, phone, address and competency details (competency
is/are the area(s) of technical expertise which you are qualified to assess) that you have

provided to us. Click on button to edit these details.
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4. The system will load the edit profile page and you will be able to make all the necessary
changes to your profile information. The fields are shown in the below image. You will
also be able to change your primary contact details by clicking on the radio button listed
next to the field. You must have at least one type of email, phone and address marked
as ‘Primary’ to let us know your preferred email, phone and address to communicate.
Remember if you do want to change your primary email, you must use the changed
email to login to the portal once the changes are approved.

Edit Profile

Ferresal Seinds Compeipary Brish

You can also suggest changes to your competency by entering them into the ‘suggest
changes’ box and if required upload a document listing competency change by clicking
on the ‘Upload a document with the suggested changes to competencies’ button.
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Once you click on the button to upload a document the system will give you an option to
choose the file to upload or drag and drop.

File Upload

Drag and drop file te upload
or

| Cancel

Select the file to upload or drag and drop the file in the upload section and the system
will then display the file to be uploaded and ask you to confirm. If you are sure that’s the
file to upload click on confirm button and the system will do a quick virus scan and

upload the file.

File Upload

Areyou sure this is the file you want to upload?

TA32456.pdf 123.3 kB

- [

Cancel

Competency Details

View Competencies

Suggest Changes

And if required

TASZ456.pdf
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In case you want to upload a different file at this stage, you can delete the file and
upload a new one by clicking the delete icon on the file.

5. Click on once you have completed editing your profile. You will be directed
back to your Profile Page and will receive the alert shown below.

Success

Your profile request has been submitted
to NATA for approval!

Change Password

To change your password once you are logged in, click on the ‘Change Password’ option from
the drop-down profile menu as highlighted in the below image.

The system will load up the below screen where you will have to enter the current password,
new password and save changes. Once the changes are saved, you can start using the
changed password for logging in to the Portal.

Change Password
.
Profile

Change Password

Current password
New password

Confirm new password

Cancel

Copyright & 2020 National Association of Testing Authorities, Australia | Terms and Conditions

2 Step Verification

If your mobile number gets changed, you can update your mobile number for the 2-step
verification process from your profile. Click on the ‘2 Step Verification’ from the profile drop
down menu and the system will load the screen as shown below. Enter the new mobile number
prefix with +61 and click on ‘Send Verification Code’. The system will send a code to you new
mobile, enter the code and submit. The mobile number will be updated for 2 step notification on
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your profile.

Profile

2 Step Verification

Please enter your mobile number and we will send you the verification code.

Mobile Number

+61434678075

Send Verification Code

Cancel

Copyright ® 2020 National Association of Testing Authorities, Australia | Terms and Conditions

2 tepVerfication

Profile

2 Step Verification

Enterthe code that we sentto

1 8 5 7
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Switching Roles (If you are registered for more than 1 role)

g Aish Mick
TedlnlmlAsse_mr

View Profile
Change Password

2 Step Verification

Switch view to
Technical Assessor

AAC Committee Member

Log Out >

The portal caters for different types of users. If you are eligible for
one of the other user types, you might be able to have more roles
on the Portal. You can easily switch profile between these roles
with just one click without logging off from the Portal.

To switch profile and view the data related to other profile, click on
your profile name on the right corner of the screen. A profile drop-
down menu will appear as shown on the left, if you are registered
for more than 1 role you will see the ‘switch view to’ section and
roles listed in there. The profile you are currently viewing will be
highlighted in Blue. Click on the role you want to switch to, the
system will ask you to confirm if you really want to switch your
view, click ‘OK’ and the system will show you data relevant to your
selected role.
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2. Jobs

A WORLD RECOGMNISED

All the jobs that you are currently associated with NATA can be viewed
"\‘_‘}“ ACCREDITATION on the Jobs page. Jobs page can be accessed by clicking on the ‘Jobs’
tab from the left-hand navigation.

=3 Jobs

The system will take you to the Jobs landing page listing all the jobs
that you are assigned to. Every job entry listed on the jobs page will
display Job Id, Job Type, job status, visit date, facility name, facility

number, and site name and site number.

ontact NATA

Searching/Filtering Jobs

Jobs can be searched/filtered from across several pages listing jobs.
Users can search jobs by entering a keyword in the search box or by
selecting the desired value from the drop down if applicable.

Johbs

durke

Ju i Febi P was Wi B Py Py o [t EET ]

To searchffilter jobs by Job Id, enter the keyword in the search field just below heading ‘Job
Id’ and system will show the desired result.

To searchffilter jobs by Job Type, select the job type from the drop-down list just below
heading ‘Job Type’ and the system will show you the desired results

To search/filter jobs by Job Status, select the status from the status drop down list just below
heading ‘Status’ and the system will show the desired results

To searchffilter jobs by the Visit date, enter the date value in the search field just below the
heading Visit Date’ and the system will show the desired results

To searchffilter jobs by the Facility name, enter the keyword in the search field just below the
heading ‘Facility’ and the system will show the desired results

To searchlffilter jobs by the Facility id, enter the id in the search field just below the heading
‘Facility ID’ and the system will show the desired results
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To searchffilter jobs by the Site name, enter the keyword in the search field just below the
heading ‘Site’ and the system will show the desired results

To searchffilter jobs by the Site id, enter the id in the search field just below the heading ‘Site
ID’ and the system will show the desired results

To clear filters after performing search operation, click on ‘Clear Filters’ to bring back the original
display of the jobs page.

To sort jobs by any of the listed fields, click on the % icon next to the specific field and jobs will
be sorted as desired.

Job Details Page

User can access job details page directly by clicking on the job number. Jobs are listed on the
on the Dashboard, sites page and on the Jobs page. Job details page can be accessed from
any of these pages for the listed jobs.

Job details page display below listed information for that specific job;
e Job details
e Site details
e Lead Assessor details
e Received and submitted job documents

Job details, Site details and Lead Assessor details

Job Number: 077788

Initiation Preparation Assessment Submission Decision

Job Details Site Details Lead Assessor

Job Type SRV Site Name site 1- Sydney laboratories Name John Blue
Visit Date 2020-10-19 site ID 025043 Phone 0234569087
Phone 0234560987 Email john.blue@nata.com.au
contact@abc.com.au
Address 7 Leeds Street
Suburb RHODES
NSW, AU

Job details including job number, job type and job stage are listed on the top of the page. As
the job progress the job status and job stage information will be changed on the job details
page. Every job goes through 5 stages; Initiation, Preparation, Assessment, Submission and
Decision, as the job progress through different stages the information will be reflected on the
jobs page.

Site details including site name, site id, phone, emails and address are displayed in its own
panel just below the job stage information.

Lead Assessor details including lead assessor name, email id and phone number are listed
next to the site details panel below the job stage information.
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Received Job documents and Submitted Job documents

Every job will have received and submitted job document panels displayed on the job details
page. User can switch between these two panels by just clicking on the panel heading. Active
job document panel will be displayed with an orange underline as shown below;

Received Job Documents Submitted Job Documents

Baturtient M Diicription Bats Upleaded & Uploaded By Arlbaig

Received Site Documents panel lists all the documents received from NATA, showing
document name, description and date uploaded for every document listed.
Viewing and downloading documents

To preview a document, click on = icon

To Download a document, clickon ' icon

User can also download all or some of the selected documents by selecting the documents by
ticking the checkbox on the left and clicking on the ‘Download Selected’ button. User can also
select all the documents with one click using ‘Select all’ check box on the top.

Searchingffiltering and sorting documents

To search a particular document enter the keyword in the document name search bar and as
you entering the system will filter the documents for you. To search the documents by date
uploaded.

Submitted Site Documents panel lists documents submitted by the user from the Portal. Every
listing shows document name, description, date uploaded and uploaded by information.

Viewing and downloading documents
To preview a document, clickon =" icon

To Download a document, click on = jcon

User can also download all or some of the selected documents by selecting the documents and
clicking on the ‘Download Selected’ button.

Searching/filtering and sorting documents
User also have ability to search/filter a particular document by entering the keyword in the

document name, date uploaded and uploaded by search fields.
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Uploading Job documents
User can submit job related documents in the ‘Submitted Job Documents’ panel.

To upload a document’, click on the ‘Upload Document’ button, a pop-up window for file upload
will be shown. Click on Choose file and the system will load your file explorer; select the file you
want to upload. System will ask you to check and confirm the document selected is the right one
if it is click on ‘Yes’ or click on ‘No’ and select the right document. Once you select ‘Yes’, system
will ask you to enter a small description (up to 299 characters), enter the description and click
on ‘Finish’. The system will perform a virus scan on the document and if no threats are found, it
will list the document under ‘Submitted Site documents’.

Please note once the file is submitted on the portal it cannot be removed by the user, only
NATA staff have access to delete the submitted document.

To upload multiple file, zip them into 1 file and then upload. User can upload a file size of
maximum 150MB.

File Upload File Upload

Are you sure this is the file you want to upload to Job 0777887

Drag and drop file to upload
or Submission-document.pdf 202.8 kB

— L (-

File Upload

Details [ Addressed Non-Conformances*

Submission for non-conformance 5.1,

submission-document.pdf 202.8 kB
5.2 and 6.1]

P
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3. Publications

LU T he NATA Portal allows all users to access NATA Publications and
b GG manage notification subscriptions.

£ Jobs To navigate to Publications, click on ‘Publications’ in the left menu
panel as shown in the image on the left

E% Publications

You will land on the Publications page with a view of Recently
Updated Publications. Latest updated Publications can be viewed or
downloaded from the recently updated Publications listing.

L ..-.. >

To preview a Publication, click on this icon

To Download a Publication, click on this icon

Publications

Recently Updated Publications

Clear Filters

Name & Date Updated 2 Actions

User-Registration.pdf 2020-03-22 21:45:52 ® &

Life-Sciences-1SO-IEC-17025-Annex-Food-allergen-proteins-and-gluten.pdf 2020-03-18 01:42:17 © &

By default, 5 latest updated publications will be listed but you can choose to see more by
selecting a different option from the pagination drop down

Show

Ln
-1
1
b
[y
L

The list can also be searched and filtered by name and date. To search/filter by name type a
search keyword in the search box just below the ‘Name’ label and press enter on the keyboard,
the system must display the desired results. To search/filter by date type the desired date in the
in the search box below ‘Date Updated’ label and press enter on the keyboard, the system must
display the desired search results.
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Your Subscriptions - Subscribing and Unsubscribing

All Committee Members will have access to the full list of Publications. Your Subscriptions
allows you to subscribe to publications for which you want to receive notifications.

Manage Your Subscriptions

1. Scroll down to the Your Subscriptions section of the Publications page
2. Click on the Manage Subscriptions button located in the below image

Your Subscriptions

N 03 - General Accreditation Criteria, Selectall /
Guidance, Forms
Accreditation-of-New-Branch-Sites.pdf

&
By Forms Equipment-assurance-in-house-calibra-
B 02 - General NATA Documents " 3 o &
tion-and-equipment-verification.pdf
Guidance Metrological-Traceability.pdf &
B 01-General Communications L 8 P
OECD-Principles-of-GLP-Recognition- N
. o L AD.pdf =
04 - Specific Accreditation Criteria and
Guidance NATA-Emblem.pdf &

RMP-1S0-17034-Standard-Application-

} &
- 06 - Newsletters Document.pdf

DIAS-Symbol.pdf &
B 05 - Publications for Consultation

1SO-IEC-17020-Inspection-Standard-Ap-

plication-Document.pdf

B 07 - Portal Cheat Sheets Research-and-Development-

Appendix.pdf

3. View the Folders available. Navigate to the Folder to which you wish to Subscribe to
receive notifications when a document in that folder is updated on the Portal.
4. Choose your Notification Options for Subfolders;

a. Select the bell icon ‘ to receive a dashboard notification, similarly deselect to
stop notifications

b. Select the Mail icon | to also receive email notifications on your registered
email when Publications are uploaded in that sub folder, similarly deselect to stop
email notifications.

Manage My Subscriptions

NATA Accreditation Criteria (NAC) Packages Notification Options
03 - General Accreditation Criteria, Guidance, Subscribe to all l Specific Accreditation Criteria
Forms
IMG_0160.PNG 2
B Others A - =
02 - General NATA Documents AL7_FlightPlan.pdf <4
B NATANews A
01 - General Communications Spreadsheet.xlsx &

[ Technical Assessor News
04 - Specific Accreditation Criteria and
Guidance

*

Downloadable Publications
06 - Newsletters v Sub Folders

05 - Publications for Consultation
~ Folders

07 - Portal Cheat Sheets
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4. Contact NATA

Portal users also have access to ‘Contact NATA’ form on the

el el portal to submit any query from the NATA Portal. To access

this page click on the ‘Contact NATA' link on the left hand side
menu.

[Eeh Publications The system will take you to the Contact NATA page showing
the form. Enter subject and a brief description about your
query in the ‘What is your message about’ data field and
submit. Your query will be submitted to NATA and a
confirmation for the same will be displayed on the screen.

@3 Contact NATA
N

Contact NATA

Contact NATA

Send us an email

You is page to send that y ortoask
When asking please list what hanged h detail as possible.

(@ Please note that any changes made will have to be approved by NATA before being applied to this portal.

Subject

What is your message about?

General contact information including free call phone number, email, address and NATA
website address is also listed on the right hand side of the page.
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