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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

©e e

No Support for Internet Explorer

If you need any further assistance, please contact your Client Coordinator or email
portalsupport@nata.com.au
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Getting Started

NATA Portal Access

An Authorised Representative is registered for NATA Portal when their facility’s application for
accreditation is accepted. If a new Authorised Representative is nominated, a portal account is registered
for the new Authorised Representative after their nomination is accepted. Portal access of the outgoing
Authorised Representative is removed at the same time.

An Authorised Representative may request access for additional facility staff by completing the Portal
access request form available at the NATA website, portal home page.

An Authorised Representative can request a list of approved facility staff users, and request removal of
current users, by emailing portalsupport@nata.com.au.

Registration and password setup

Once registered on the NATA Portal, you will receive a registration confirmation email to set up a
password for the NATA Portal login. Follow and complete the steps to set your password. You will need
to:
1. Click on the link in the registration email to set your password, the system will show you the screen
where you can enter your password.
2. Enter your chosen password and confirm and submit.
3. Next you will be asked to set up your 2 Step verification by entering your mobile number starting
with country code +61 and no leading zeros +6140569XXXX.

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

Accessing the Portal from another device (e.g. another computer) or after 15 days when the verification
expires if you choose the option to remember it for 15days.
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Steps to setup 2 step verification
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).

B 4 e
2 Step Verification

Please enter your maobile number and we will send you the verification

Set Up Verification

Protect your account with 2 step verification. Each time you log in code.

you'll be prompted to enter your verification code.
Mobile Number

Once you enable 2 factor authentication it cannot be disabled.

Enable 2 Step Verification

Back to log in

2. Click on ‘Enable 2 Step Verification’ and enter your Mobile contact number in the correct format i.e.
starting with country code +61 and no leading zeros +6140569XXXX. You will then receive a

Verification code to your mobile device as shown below

@ VESSAGES

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

9 8 1 6

| Remember Me (Expires in 15 days)

Log In Securely

Back to login
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Setting up your login password after your welcome link is expired

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.

If the link in your registration confirmation has expired, you can use the steps below to setup your
password:

1. Ensure you are using an approved browser (see list on page 2 of this Guide)

2. Visit https://nataportal.nata.com.au/#/ and click on ‘Click here to reset password link’ just below the
Log In button

3. Enter your registered email and submit, this will send you an email notification to reset your password

4. Access the email and click on the button ‘Reset your Password’.

2 Step Verification
Set U p Ve ri ficatio n Please enter your mobile number and we will send you the verification

code.

Protect your account with 2 step verification. Each time you log in
you'll be prompted to enter your verification code.

Mobile Number

Once you enable 2 factor authentication it cannot be disabled.

Enable 2 Step Verification Send Verification Code

Back to login

5. It will ask you to set your password, once you have done that the system will ask you to login using
the email and password

6. On Successful login, it will ask you to set up 2 factor Authentication, click on the button ‘Enable 2 Step
Verification’ to set that up.

7. You will be presented with a Set Up Verification screen where you will be able to enable your 2 Step
Verification
(see image on the right)

8. Enter your Mobile contact number in the correct format i.e. starting with country code +61 and no
leading zeros +6140569XXXX.

System will send a Verification code to your mobile device as shown below
@ vEssaces
NATA

NATA Portal verification code 9816
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10. Enter the 4-digit code as shown below and click on ‘Log-in Securely’ to login into the NATA Portal.

2 Step Verification

Enter the code that we sent to +61432437324

9 8 1 6

« Remember Me (Expires in 15 days)

Log In Securely

Back to login
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Dashboard

Once you are logged in to the Portal, you will be taken to the Dashboard view. Here you see the following
4 information panels showing latest updates from all their respective areas of the Portal:

¢ Notifications panel

e Jobs panel

¢ Invoices to be paid panel and

e Recent Publications panel

Notifications Panel — This panel will list the latest 5 notifications for new uploaded site and job
documents, latest publications, system notifications and any profile notifications.

By clicking on the notification, you can directly access the relative information. As soon as you click on the
notification it will disappear from the dashboard, but it will also be listed on the Notifications page.

You can clear all the dashboard notifications by clicking on ‘Clear all’. To view all the notifications, click on
‘View Notifications’ where all the notifications you received will be listed unless you delete them.

Note: All the new NATA Portal notifications will also be visible at the top of the screen with the bell icon

E that displays a number showing how many Unread notifications you have.

Notifications 5 View Motifications

AR-Mew-Client-Enquiries.doc received for 077746
New Publication: 02-00-Mew-Client-Enquiries.doc
Profile Changes has been Approved

New Job Document received

New Publication: dr-warish-ahmed.png

Jobs Panel — This panel will list 5 latest jobs from across all the Facility/sites you are registered for. For
every job you can see Job Number, Job Type, Visit Date, Site name, suburb, state, Site ID and job Status
information. You can also click on the job number and directly access that specific job information from the
Dashboard. You can also click on ‘View All Jobs’ to view all the jobs for your facility/Sites.
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Jobs @ View All Jobs
JobID 2 Job Type 2 Visit Date 2 Site Name 2 Suburb 2 State & SiteID & Status 2
077788 SRV 24/10/2019 Site 1 - Sydney laboratories PARRKVILLE NSW 025043
077787 DTV 22/10/2020 Melbourne Laboratories ORANGEVILLE NSW 025044
077786 ARE 20/10/2020 Brisbane Laboratories LINDFIELD WEST Vic 024045

75162 VAR 10/07/2020 Site 1 - Sydney laboratories ADELAIDE SA 001108
076828 ASS 25/09/2020 Melbourne Laboratories ORANGEVILLE NSW 024397

Invoices to be paid panel — This
panel will list any latest invoices that LS
are due to be paid. Every listing will

. i Invoice ID £ Invoice Type DueBy % Amount £
show the Invoice ID, Invoice Type,
PRO300742 13/10/2020 11:00 51046.48
due by date and the amount due.
CRDT853 19/10/2020 11:00 5-2001.08

Recent Publications
panel — This panel list Recent Publications View All Publications
the top 5 updated

publications by NATA.

Lo . MHame & File Path & Updated =
Every listing will show
the name of the _ ) Paortal Cheat Shests Technical R
. . . . est docZ.doox Dt 2T/10/20
Publication, its file path -
and date it got updated.
dr-warish-ahrmed.prg Wewsletiers NATA News/ 20/10y20

You can click on the eye
icon to quickly view the

Publications for

pubhcahon You can 03-02-19-0ffi ce-Coordinator. pdf Consultation/Meeting Ag... 1a/10/20
also click on ‘View all
Publications’ link and Arinmisl-Heslth IS0EC-17025-Appendisip Publications far ‘o

Consultation/Applicatio..

access the ‘Publications’
area of the portal.

Accessing Dashboard from other pages

If you want to go back to Dashboard from any other pages on the Portal,
DELIVERING click on the ‘NATA World Recognised Accreditation’ logo on the left-

NATA CONFIDENCE hand top corner OR

ar more than 75 years
v AR-Dashboard

Click on the ‘Dashboard’ link from the breadcrumb menu, displayed just above the
Contact NATA | Page Title.
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Viewing and Editing Profile Information

Users can view their profile information on the NATA Portal. If there are
any changes required to be made to your profile, you can edit the profile a Aish Mick "
information and submit it for approval. Once approved by NATA our Y fthorsedfepresentatie
systems will be updated and users will be able to see the updated
information on the profile.

View Profile |

Change Password

To view and edit your profile information, follow the below steps: 2 Step verification

Switch view to

1. Once you have logged in to the NATA Portal, click on your profile Techical Assescor

name at the top right corner of your screen.

A dropdown as shown on the left will appear, click on View Profile. =

3. You will then be directed to your Profile Page showing all your profile

information.

A

4. Click to edit your profile information, here you will be able
to make all the necessary changes to your profile information. The fields are shown in the below
image.

Edit Profile

Edit Profile

Details Address and Billing Details

First Name* Address*

Aish 7 Leeds Street, Pemulwuy

Last Name* Billing Address

Mick 7 Leeds Street, Pemulwuy

Email Address* Country State

aish.mick@hotmail.com Australia NSW v

Phone* Suburb Post Code

0234560987 Rhodes 2138

Click on once complete. You will be directed back
to your Profile Page and will receive the alert shown on the right.

Success

Your profile request has been submitted
to NATA for approval!

Please note: Your changes will not be reflected immediately. They are subject to approval by the
NATA Portal System Administrator. Only once approved, they will reflect on your profile.
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Change Password after login

Users can change their login passwords only when logged into their Portal account.

To change your password: 9 MehMick oo
1. Click on the ‘Change Password’ option from the drop-down profile
menu as highlighted in the image on the right.

View Profile

| Change Password |

2. The system will load up the below screen where you will have to 2 step Verification
enter the current password, new password and save changes. Switch view to

Technical Assessor

Change Passwor d ) .
Authorised Representative

Profile

i
Log Out [»
Change Password

Current password
New password

Confirm new password

Cancel

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

3.  Once the changes are saved, you can start using the changed password.
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Change 2 Step Verification details

You can update your mobile number in your profile. This is the number used for the 2-step verification
process.

1. Login to NATA Portal using your email and password [ o Wt ~
)

Authorised Representative

2. Once logged in, click on the profile icon on the right-hand corner to
load the drop-down menu

Wiew Profile

Change Password

3. Click on the 2 Step Verification’ from the profile drop down menu |2StePVermcav°n |
as shown below, and the system will load the screen to change switch view to
your 2 step verification details. Technical Assessor

4. Enter the new mobile number prefix with +61 and click on ‘Send [

5. The system will send a code to your updated mobile number, enter the code and submit.

6. The mobile number will be updated for 2 step notification on your profile.

P rofi Ie 2 Step Verification
Profile
2 Step Verification
2 Step Verification
Please enter your mabile number and we will send you the verification code.
Mobile Number
1 8 5 7
+61434678075

ccccc
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Switching Roles (If you are registered for more than 1 role)
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 n Alsh Mick .
the Portal. -

Buthorised Representative

You can easily switch profile between these roles with just one click
without logging off from the Portal. View Profile

Change Password

To switch profile and view the data related to other profile:
2 Step Verification

1. Click on your profile name on the right corner of the screen. R

! i i Technical Assessor
2. 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. '

4. 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.

3. The profile you are currently viewing will be highlighted in
Blue.

5. You will now see information related to the switched role.
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Facilities and Sites

NATA Portal allows users to view list of all Facilities/Sites they are registered for
on one page. To view the facilities and sites, click on the ‘Facilities/Sites’ on the
left-hand side menu.

#\. WORLD RECOGNISED

ZED
'.",,ﬂ" ACCREDITATION

The system will take you to the Facilities/Sites page where all the facilities and
sites you are registered for will be listed.

By default, you will be shown only 5 entries but if you wish to see more entries
then you can do that by selecting a different value from the ‘Show’ drop down
menu in the Navigation pane.

Every facility/Site listing will show Facility name, Facility number, Site Name,
Site Number, Status, State and Suburb/City information.

Users can directly access the Facility/Site page by clicking on their respective names.

Facilities/Sit
Facilities
Cle
Facility Name & Facility Number & Site Name 2 Site Number & status & state & SuburbfCity & Actions
All v Al v
aticnal M tute (NM 000001 Trade Measurement Laboratory, Adelaide 024680 sA EDWARDSTOWN =
{ational M nt Institute (NMI) 000001 oustics, Ultrasonics and Vibration Project, Lindfield 014535 NSW LINDFIELD WEST =
National Measurement Institute (NM 000001 Temperature Standards Project 014108 NSW LINDFIELD WEST =
National Measurement Institute (NMI) 000001 Impedance Standards Project 014443 NSW LINDFIELD WEST =
National Measurement Institute (NM 000001 Optical Standards Project 014105 Operative NSW LINDFIELD WEST =
st 5 v 1 »1.
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Facility Details and Documents

Facility page can be accessed by clicking on the facility name listed on the Facilities/Sites landing page.
The Facility page displays Facility details and list the Sites that you have access to.

Facility Details includes Facility name, email and address.

Sites panel will display all the sites you have access to from that specific Facility. Every site listed will
show Site Name, Site number, Status, State and Suburb/City information.

You can also search and filter the listed sites using any of the fields. Just type the keyword in the relative
search box or select the value if it is a drop down and the system should show you the desired results. All
the listings can also be sorted by any of its listed fields.

A e i Pid Qnishuick i
Authorised Representative

2\ worio recocniseo
NATA ACCREDITATION

ABC Facility Pty. LTD

Facility Details

Facility ABCFacility Pty. LTD.
Email Address contact@abe.com.au

SSSSSSS
State null, nut

SiteName & Site Number 2 Status & State & Suburb/City & Actions

025043 = NSW RHODES @
Site 2-Melbourne 025044 vic CAMBERWELL =
s “

Facility documents

Only the Authorised Representative has access to Facility related documents. This section is not visible to
any other facility users.

View documents sent by NATA

By default, the Authorised Representative will see the ‘Received Facility Documents’ section where all
the documents sent by NATA will be listed. You can download the documents by selecting the document

and clicking on the = icon.

To download all the listed document, click on the select all check box and then click on the ‘Download All’
button.
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Upload facility related documents for NATA

The Authorised Representative can upload the facility related documents on the NATA Portal.

To upload a document, click on the heading ‘Submitted
Facility Documents’ and:

File Upload

Drag and drop file to upload
or

e Click on the ‘Upload Document’ button, a pop-up
window for file upload will be shown.
e Click on Choose file and the system will load your
file explorer, select the file you want to upload
e The 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 File Upload
document.

Cancel

Are you sure this is the file you want to upload to Site 1 - Sydney laboratories?

e Once you select ‘Yes’, the system will ask you o At Ao doe e e 11
to enter a small description (up to 299 R
characters), enter the description and click on = |
‘Finish’.

e The system will perform a virus scan on the
document and if no threats are found, it will list

Mo

Cance

1

. . File Upload
the document under Submitted Site
docu ments Details [ Addressed Non-Conformances®
E 0:I-DLD-A:rrfdilntinn-.ﬂnrlivitiﬁ.d-or
Please note once the file is submitted on the portal it “ Cancel

cannot be removed by the user.

To request a document be removed, contact your client coordinator or use the Contact NATA section of

the portal or email portalsupport@nata.com.au.

To upload multiple files, zip them into 1 file and then upload. Users can upload a file size of maximum

150MB.
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Site details and documents

Site page can be accessed by clicking on the site name listed on the Facilities/Sites landing page. Site
page displays the following 6 information panels showing relative information.

1. Site Details panel displays Facility name and number, Site name, site number and Status
2. Contact Details panel displays Phone, email and address information
3. Client Coordinator panel displays name, phone and email address of the client coordinator.

Site 1- Sydney laboratories - 025043
Site 1 - Sydney laboratories

Site Details Contact Details # Edit Client Coordinator

ABCFacility Pty. LTD Phone 0224509877 Narme Kate Green
020855

Site 1- Sydney laboratories Address 7 Leeds Street Email kate.green@nata.com.au
zzzzzzzzzzzzzzzzzz

4. Jobs panel lists all the jobs for that specific site listing job number, job type, status, stage, visit date,
Lead Assessor name and email information for every job entry.

Jobs

Clear Filters
JobNumber & JobType § Status & Stage § Visit Date & Lead Assessor Name § Lead Assessor Email §
Al v Al v Al v =}
18/10/2020 11:00 John Blue john.blue@nata.com.au
27/09/2020 10:00 Mark Schembri Mark.Schembri@nata.com.au

077786 ARE

[iragcd DTV 07/06/2020 10:00 Janet Copland Janet.Copland@nata.com.au

s !

To see more jobs listed, select the other value from the ‘Show’ drop down in the navigation panel
and the system will show you the desired results provided there are entries to show. You can also
navigate between the pages using the navigation pane. More job details can be accessed by
clicking on the specific Job number.

5. Received Site Documents panel lists all the documents received from NATA. User can see
document name, description and date uploaded information for every document listed.

Viewing and downloading documents

To preview a document, click on “ icon

wd

To Download a document, click on icon
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

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.
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6.

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. To view
submitted site documents section, click on the heading ‘Submitted Site Documents’

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

To Download a document, click on “ icon

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.

Uploading Site documents

File Upload

To upload a document, click on the ‘Submitted Site
documents’ heading and:

Drag and drop file to upload
or

 Click on the ‘Upload Document’ button, a pop-up
window for file upload will be shown.

e Click on Choose file and the system will load your
file explorer; select the file you want to upload.

e The System will ask you to check and confirm
the document selected is the right one, if it is Areyou sure this i the ile you want to upload to Site 1- Sydney laboratories?
click on “Yes’ or click on ‘No’ and select the 01-00-Accreditation-Activities.doc 56.5 kB
right document. B -

e Once you select ‘Yes’, the system will ask you
to enter a small description (up to 299 Cancel
characters), enter the description and click on
‘Finish’.

e The system will perform a virus scan on the File Upload
document and if no threats found it will list the Detais | Adavessed Non Conformances*
document under ‘Submitted Site documents’. [ oottt o

56.5 kB

Cancel

File Upload

Please note once the file is submitted on the portal it

cannot be removed by the user. To request a Cancat
document be removed, contact your client coordinator “ ——
or use the Contact NATA section of the portal or email portalsupport@nata.com.au.

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

NATA Portal allows user to view list of all the jobs across all Facility/Sites they
are registered for.

To view all the jobs, click on the ‘Jobs’ tab from the left-hand side menu. The
system will take you to the Jobs page, listing all the Jobs across all the
facility/Sites.

Every job listed on the page will show Job Id, job type, status, visit date, Facility
name, Facility ID, Site name and Site id.

All the listed jobs can be searched, filtered and sorted by any of the listed fields.

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.

Jobs

Jurked

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 searchffilter 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
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To searchffilter 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

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.

Accessing 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 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

Bescument Kamie Description Date Upleaded = Uploaded By Actbons

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.

Searchinglfiltering 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

To upload a document, click on the ‘Submitted Job File Upload
Documents’ heading and:

Drag and drop file to upload
or

¢ Click on the ‘Upload Document’ button, a pop-up

window for file upload will be shown. m
e Click on Choose file and the system will load your :

file explorer; select the file you want to upload. File Oplozd

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

e The System will ask you to check and confirm the Submission-document.pdf 202.2 k&

document selected is the right one if it is click on [ e o |

‘Yes’ or click on ‘No’ and select the right document.

Once you select ‘Yes/, ‘ ol
o The system will ask you to enter a small description

(up to 299 characters), enter the

description and click on ‘Finish’. File Upload
e The system will perform a virus scan i it

on the document and if no threats are Submission for nori-conformance 5.1, E Submission decument.pdl 2028 k8

5.2 .'ﬂr.?u.'|

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. To request a
document be removed, contact your client coordinator or use the Contact NATA section of the portal or
email portalsupport@nata.com.au.

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

NATA Portal - Facility Reference Guide - August 2024 Page 22 of 27  [puBLIC]


mailto:portalsupport@nata.com.au

NATA Portal - Facility Reference Guide
Invoices

i Users can view outstanding invoices information from across all the
b WORLD RECC

NATA el facilities/sites they are registered for on the NATA Portal. Invoices cannot be

paid via the portal.

To access invoices, click on the ‘Invoices’ tab from the left-hand side menu and
the system will load the ‘Invoices’ page.

Each invoice listing will show the Invoice ID, Invoice type, due by date, Facility
Name, Job number (if applicable) and amount due.

Invoices can be searched/filtered by Invoice ID, Invoice Type, due by date, job
number (if applicable) and amount due by entering the relevant keyword in the
search boxes listed under the respective headings.

Invoices can also be sorted by ascending or descending order by any of the listed fields. To sort by a

particular field, click on the sort % icon next to that respective field heading and the system will sort the
entries for you.

Invoices

Outstanding Invoices

Invice 1D Irvolce Type: L Facliity Mame Job Humber Amount Due

PROSNOTS A — L3 10/3030 Se 1 - By b rtore SE04G.48
AWPoBELT Tirwa & Work |mcia 2871020008 Msitnarna Laboratorien tPeaTe 851154

i S Fiebne Laboraioems e
ANTEETI T @ Whotk | nasics 28002009 07589 554,400
Eredn ok ENLE - Bt § - Sy Labawatirs 5-3000.08

Tirma @ Vaorie i e 20000 Maltcusima Laborsinnes dukichs SEILD
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Publications

PO NATA Portal allows all users to access NATA Publications and manage
Q:}A REE’EEETA il notifications for subscriptions.

To navigate to Publications, click on the left menu panel as shown on the left.

You will land on the Publications page with a view of 5 Recently Updated
Publications, followed by the list of all the publications folders and subfolders
listing the documents.

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

Users can control how many entries they want to see in the recently updated Publications panel and can
change the number by selecting from the show drop down. Users can also navigate between the different
pages using the navigation pane.

Show

b PagE i .i'
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Your Subscriptions - Subscribing and Unsubscribing

All users will have access to the full list of Publications. Your Subscriptions allows you to subscribe to
publication folders for which you want to receive email and/or dashboard notifications whenever the
document is updated under that folder.

To manage your Subscriptions for notifications.

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
- 03 - General Accreditation Criteria, Saltaiell /
Guidance, Forms
Accreditation-of-New-Branch-Sites.pdf 4
Forms i 2 -in-| —calibra-
- 02 - General NATA Documents - E_qulpment a?surance |n. rlou-se calibra: .
tion-and-equipment-verification.pdf
Guidance Metrological-Traceability.pdf &
B 01-General Communications L € yP
OECD-Principles-of-GLP-Recognition- N
: ttation Criteri AD.pdf =
04 - Specific Accreditation Criteria and
Guidance NATA-Emblem.pdf &
RMP-1S0O-17034-Standard-Application- N
- 06 - Newsletters Document.pdf &
DIAS-Symbol.pdf 4,

B 05 - Publications for Consultation

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, Sibscibeical l Specific Accreditation Criteria

Forms
I Others A IMG_0160.PNG L

02-Gi | NATA D ts .

enera ocumen A17_FlightPlan.pdf &

B NATA News AX

01 - General Communications Spreadsheet.xlsx &

- - o I 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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Resources and Forms

The Resources and Forms section of the portal is designed to provide a comprehensive repository of
essential resources like User guides, videos and forms that can be used by the facilities to interact with
NATA and utilise the resources for accreditation related activities.

Users can access and view these resources by clicking on the <= icon on the right of the listed resource.

Resources And Forms

Resources, Training Material, User guides and more

Clear Filters

Type Name 2 Date Updated & Actions

Request portal access for additional facility staff 10/09/2024 09:34:38
Facility Details Update Form 10/0%/2024 09:34:38
ﬂ Accreditation Matters 2024 Highlights 10/09/2024 09:34:38
h Facility User Portal Reference Guide 24/04/2023 23:34:48
ﬁ Facility Documents Reference Guide 10/09/2023 23:34:48
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Contact NATA

The Contact NATA page is used to report portal functionality issues or unusual
activity in your portal account and submit general requests (e.g. deleting
submitted documents).

P i, T

RLD RECOGMNIZSED

E:'}" ACCREDITATION

Facilti ea/Sites

Alternatively, users can email portalsupport@nata.com.au directly.

To access this page, click on the ‘Contact NATA' link on the left-hand side
menu.

Your query will be submitted to NATA and a confirmation will be displayed on
the screen.
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