NATA Portal - Technical Assessor Reference Guide

View and Edit 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 information and submit it for approval. Once
approved by NATA users will be able to see the updated information on the profile.

To view and edit your profile information, follow the below @ Aish Mick
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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.
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5. 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.

6. 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.

7. 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.

8. 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

File Upload

Drag and drop file to upload
or

| Cancel

confirm button and the system will do a quick virus scan and upload the file.

NATA Portal — Technical Assessor Reference Guide - August 2024

Page 12 of 27




NATA Portal - Technical Assessor Reference Guide

File Upload

Are you sure this is the file you want to upload?

TA32456.pdf 123.5 kB
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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.

9. Click on m 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!

Please note: Any profile changes suggested by you will not be reflected immediately as
these are subject to approval by NATA. 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 made.

You will be contacted if a request to make profile changes is rejected.
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