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1.Login

Supported software versions

Web Browser: Google Chrome, Mozilla Firefox, Internet Explorer IE8+

Microsoft Excel: MS Excel 2010, 2013
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1.1.Set up Portal password

An email will be sent with a URL to set up a password for the Portal.

Click on the link in the email which will open a page which has the email pre populated:

Irish National Accreditation Board

Register for a new local account

v Sy

Esmail usining@hsale
Fassword

Confirm Password

You must enter in your new password for the Portal twice, they must match and meet the following
criteria:

» Passwords must be at least 8 characters
- Passwords must contain at least one symbol e.g. *!"'£','#,"%", &'}, @")
« Passwords must have at least one uppercase (A'-'Z’)

Click on Register, if you have not entered in a password the system accepts you will be given a
warning.

INAB will never know your password.

When you register you will not be able to do anything on the site until the Assessor profile is set up.
See section 3.
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1.2 Login

When you click on the Portal Login link you will see this page:

Log Into Your Account

Email Address:

i | Email Address

Password

& Password

|:| Remember me Forgot Password

Use the email address and password you registered with. This will open up the homepage which is
covered in section 2.
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1.3.  Forgot my password

If you forget your password click on the Forgot Password on the login page:

Forgot your password?

B | Enter your email address to request a password reset

When you enter your email and press send you are informed:

Forgot your password?

Please check your email to reset your password.

You will receive an email with a link to reset your password which when clicked will show you:

Reset Password

New Password

Confirm New Password

When a correct password is entered the message will show:

Reset Password

Your password has been reset.

+JSign In
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14. Account locked

If you enter your password incorrectly three times you will see the following message and you will
be locked out of the portal for five minutes:

Log Into Your Account

» The user account is currently locked. Please try
again later.

Email Address:

¥ | training@hsa.ie

Password

[ Password

Forgot Password

D Remember me
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1.5, Logout

In the header navigation when you are logged in the Logout is accessible via a link:

w

Irish

National Accreditation Board

If there is no activity on the Portal for 15 minutes, a warning message will appear and stay on the
screen for 15 minutes before the expiry time of the page.

If you click ‘Continue’ within these 15 minutes the page will reactivate. If not, after another 15

minutes you will be informed that the page has expired and will redirected to enter your login
details again.
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1.6.  Supported software

Supported software versions
Web Browser: Google Chrome, Mozilla Firefox, Internet Explorer IE8+

Microsoft Excel: MS Excel 2010, 2013

The INAB CRM and Portal systems are only developed and tested for Windows systems.

Third party support will not proceed with an investigation to confirm whether it works within the
Windows system, and if the issue is isolated to MAC.

IT support advises that users try the same steps on a Windows machine before logging a call
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2.Home Page
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2.1 Alerts

Alerts will inform you of items which your INAB assessment manager may want you to be aware of.

In the panel you will see a list.

e Alerts

1 record(s) found, Showing 1 -1

Subject Description Date
Example Alert to Here is an example of an alert which may be setup  19/08/2016 X
Assessor for you to read.

You can click into the subject to dismiss the alert or click on the red X. It is recommended to dismiss
alerts as you read them.
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2.2.  Tasks

The task view will list items which require action from you.

Here is an example of tasks which may be listed:

@ Open Tasks

3 record(s) found, Showing 1 - 3

Confirm Scope Elements 12/022M7 =
IMAB: Expense Claim Rejected 22/09/2016 =
Mon Conformity Batch Submitted 06/10/2016 x

In the first entry ‘Confirm Scope Elements’ you have been included on an event so you should
confirm the scope elements you plan to assess during the visit.

In the next ‘Expenses Claim Rejected.’ Open this task to see the reason it is rejected so you can fix
the issue and resubmit the claim.

Or an NC batch has been assigned back to you from the CAB or INAB. Please open and review
corrective actions submitted.

Opening the task will give more information on the task that is due.

When the task has been completed the task can be opened and marked as complete or the red X
clicked.
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2.3.  Eventsin progress

The events panel shows all events which are in progress and which CABs are being assessed.

If the assessment has been completed and NCs are uploaded to an event, then the NCs will be
shown in traffic lights, both as ones you have uploaded versus ones the team have.

Red is for Major NCs, amber for Minor and green for Cleared.

Events In Progress

3 record(s) found. Showing 1 - 3

Event Date - Type CAB Status My NC's AllNC's
14/03/2017 First Surveillance Training CAB MMD Plan Confirmed

16/08/2016 First Surveillance Training CAB MMD Plan Confirmed

15/08/2016 Initial Assessrnent Training CAB MMD Addressing NCs o o o o

By clicking on the column headers the sort order will change for the list. By clicking on an individual
event type the event will open.
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2.4, Unconfirmed events

A list of all the unconfirmed events will be shown in the next panel:

Unconfirmed Events

1 record|s) found. Showing 1 -1

Date~ Type CAB

18/008/2016 Preliminary Review of Application

Acme Hospital

It is very important to confirm your availability for events so that:

e You can upload documents to the event

e  You can download the NC template to able NCs to be loaded
e You are able to make claims for the visit.

Click on the type to open the event to confirm it, this is covered in section 4.1.
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3.Create Assessor Profile
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31, Assessor profile

Until your profile is completed you will see this message:

O Your profile is not complete. Click here to complete your profile Complete Profile

Your application will not be reviewed by INAB until your profile has been completed. After the
profile is reviewed you will be approved as a Technical Expert or Technical Assessor and a contract
will be drawn up.

When this is counter-signed and returned to INAB you will then be approved to attend assessments
on behalf of INAB.

To begin the process, click on complete profile to go to the profile wizard.

Note:

€ Seve and 9o bsck

You have the option to ‘Save and proceed to next step’ on each page when filling out your details.
But you can also ‘Save and go back’ if you have forgotten some details on previous pages. This will
allow you to move back and forward during your application process and avoid having to re-enter
details while doing so.
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3.2. General assessor information

Enter your name, address, and contact details.

All items with an * must be completed before proceeding to the next step.
Create Profile

Step 1of 8 - General

Title* Select your title e
First name* oK
Last name* TestOct20
Address®
Country* Select your country e
County
Postcode/Eircode
Telephone*
Mobile*
CRM1 INAB Assessor Portal User Guide CRM documentation
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3.3.  Current employment status and experience

Please enter your current employment status, your normal place of work, any experience of
previous work with other Accreditation Bodies (ABs).

If you have worked with and INAB accredited CAB provide details.

Finally give a brief summary of relevant work experience to date.

Create Profile

Step 2 of 8 - Add Current Status and Work Experience
Position held in current employment*
Number of years in this position®

Are you actively working with another
accreditation body (AB)?*

If you answered yes to the above,
please document the AB, the number of
assessments in the last 12 months and
your role in those assessments.

Have you worked with any INAB
accredited CAB? If yes, provide detail
including CAB name, role and duration
of work*

Summarise relevant work experience to
support the assessment role. Include
the number of years you worked in
relevant areas.*

€ Saveandgo Save and
back proceed to next
step ¥
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As per ISO 17011, INAB is obliged to inform its conformity assessment bodies of the names of
assessment team members, and also the organisations that the team members belong to. The
information in the ‘Company Name’ field, this information does not always reflect the ‘organisation
that you belong to’ — you might have a company name set up for your assessor activities, but you
might also have full-time/part time employment with, for example, a university, a hospital, a
laboratory, etc.

The details that you enter in the ‘Company Name’ field are not shared with the CAB, but if you are
on an assessment team, whatever is entered in the new ‘Normal place of employment’ field will be
visible to the CAB whenever it logs into its portal for that particular assessment.

Telephone*
Mobile*

Normal place of
employment*®

Please note:

* |t you have retired - enter Hetwed

* |f assessment or consuMancy & your main employment — enter the name of
yOur Compary

* {f you have 3 contract of employment with multipls organisations (eg
hospitals) - entes the name of each organisation

(Note: thes mformation will be shared with any CABs for wiuch you are assessor and
with the other INAB 3sses50ms asaigned 10 the event, 35 requirad biy 150 17011:2017)
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3.4.

Contract and financial matters

You will be contracted to the Health and Safety Authority to provide professional services to INAB.

INAB contracts external technical assessors on a day rate basis. Once you are activated on our

system INAB will pay an agreed rate for each assessment undertaken.

Assessors may be either self-employed or working through a limited company. The level of work is
demand-led, and as a result INAB cannot guarantee specific a specific number of assessments

annually.

If you wish to be paid through a company, enter the company name when prompted.

When contract with on an individual or company basis, a valid tax clearance certificate is required

annually for the individual/company under contract.

Add your Daily Rate, preferred currency and VAT number, if registered to pay VAT in Ireland.

Step 3 of 8 - Contract & Financial Matters

Please note that the assessors are conftracted to the Health and Safety Authority to provide professional services to INAB. The Terms and
Conditions of Business are on the INAB website. A valid tax clearance certificate is required annually for the individual/company under contract,

Do you wish to be

Select an option

contracted to INAB:*

Company name

Daily rate (8 hour basis)*

Specify currency (please

Select an option b

note INAB pays all
invoices in Euro)®

Are you registered to

pay VAT in Ireland?*

VAT number

£ Zaveand go

back

Sawe and

proceed to next
step ®
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3.5. Add qualifications and training

See CRMS8 ‘INAB Portal User Guide for New Assessors’ for more detailed instructions.
On the next step you must add one qualification at a minimum.

Step 4 of 8 - Add Qualifications

o Educational qualifications and training in an accreditation standard

Please note you will be required to upload certificate or evidence of gualification. Professional memberships can be entered on the next
page.

Mo records found.

Qualification Type Qualification Name Institute Name Year Awarded Year Expired
£ Saveand go Save and
back

proceed to next
step ¥

Click on Add qualification and complete all the mandatory fields. Evidence of qualification (e.g.

certificate) should be uploaded at this point. If it is a large document this may take longer to
process.

Add Cualification

Cuakificatizn Tyrpa” Select your Cusbicaton Level
Guakfication Mars®
Inatitufie Mame™

Views Bowarddud®

Vaar af aapiry OF applbabia
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3.6.  Membership of professional body

If you are a member of any professional organisations then click on ‘Add Membership’ and fill in the
details.

This section is optional.

Step 5 of 8 - Member of Professional Body (Optional)

@ vy merbersip

Mo records found.

Membership Name Year of Membership Year Expired

£ Goback Save and

proceed to next
step ¥

Ackd Murntsership

Merheribin Marse®

Faie bugiend
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3.7.  Expert/Assessor expertise

Enter any experience or training you have had in being a Lead Assessor (e.g. for another
Accreditation Body). Upload documentary evidence.

Enter any experience or training you have had in being a Technical Assessor/Technical Expert (e.g.
for another Accreditation Body)

Finally add any other quality management training and experience (e.g. internal auditor training,
company quality/technical manager).

Step 6 of 8 - Expert/Assessor Expertise

Lead assessor experience

Lead assessor training (mandatory to add a
document)

P
Upload documentary evidence Thooss Biles | Mo file chozen @ Upload

Technical assessor experience {include number of
assessments in the last 12 months)

Other quality management experience (include
number of years)

Other quality management training

£ Save and go back Save and proceed to

next step
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Section What information are we looking for?

Insert Not Applicable if appropriate

Accreditation Standard(s) e Select relevant standard you are applying to assess to

selection e This should be supported by your training and experience.

e Tick the box(s) that apply from the drop down menu. (*see
screen shot above).

Lead Assessor Experience: Outline your Lead Assessor experience and training

e Type of assessments

e accreditation standard

e accreditation body

e OQutline number of assessments fulfilled as lead assessor (e.g.
12 assessments in 2019 as LA in I1SO 17025)

Lead assessor Training: e Qutline the training you have received and the training
provider
e e.g.1S0 15189 lead assessor course/ other source(s).

Upload documentary evidence e Upload your documents/certificates to support your lead
assessor and technical assessor training and experience.

e Click on “Choose files” to source the required electronic
documents.

e Choose upload to attach to your application.

Technical Assessor Experience | Outline your Technical Assessor/Technical Expert experience and

training
e Type of assessments
e accreditation standard
e accreditation body
e Qutline number of assessments fulfilled as technical assessor

or technical expert (e.g. 12 assessments in 2019 as TA in ISO
17025 — Chemistry)

Submit evidence in Upload Documentary Evidence

Other Quality Management This can include any experience of managing or working in an
experience (Include number of | accredited organisation
years)
Other Quality Management This can include any QMS training received which is relevant to your
training (include number of application
years)
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3.8.  Technical expertise

Complete all areas in which you have technical competency, whether through training or experience.

If competency is maintained through assessment experience enter the number of assessments in the
last 12 months and what the role was.

If it was by consultancy you must enter in what the consultancy experience was.
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On the drop down menu select the Standard

Scroll across to select Sub-scope

Tick each in which you have technical competency, whether through experience or training.
Add a comment to justify your competence and upload a document as evidence of this
competency (e.g. training certificate, CV).

5. Select your sub scopes level 1’s and 2’s by ticking the boxes beside each one

PWNPRE

You can either select all or individually. Use the search to help find sub-scopes.
Click on the blue text to display the level 2 classifications which are included in each level 1

These subscope elements match those on CAB scopes of accreditation. For a full list please
see the STxxCRM (1-24) documents on INAB website.

6. Click on Save Expertise when complete. The Save Expertise will not be available for selection
until you have entered a comment into the Justification box.

My Profile

Create Profile

o Step 7 of 8 - My Technical Expertise

Select Standard | 50 1TLAS T @

Acoustic & Vikration Testing Biologizal and Veterinary Testing Cheamical Testing Construction Materish Testing Bectrical Testing Faremsi

Sub-scope expertise supported by* Justification (limited to 2000 ch % please use the ‘chocse files feature below to
|| Training 3 wlo)d CV, cer . or other ¥ o -
| | Experience 4

Choose Flles | Mo ra chaser m

Pleaze eloce the expertse fields for whicn you have supporting evdence. Plasse consult the INAB website for the latest version of CAM Clzzification codes to holo select the rolevant
SLbsCOpes
Searth Save Lxportin
M suscopetevelt Sub-Scape Level Z Approval Status
(| 401 Kectromagnetic sompatihitty
; 01 Emission testing Not Approved
5 __| 02 Immunity testing Not Approved
03 Magnetic field amissions NOT Approved

You will see a success message on screen after you have saved your Expertise.

Approval status will change from Not Approved to Submitted
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°:»uccnx*.xl0y saved Expartuze haz tean submitted to INAB for rroew,

Seloct Standard |50 17025 1 v

ﬂ Acoustic & Vibrution Testing Biclogicul and Veterinary Testing Chemical Testing Conmatruction Materials Tetting Electrical Testing Forensh
o i .
Sub.scope expertise supported by* Justification {(Bmited to 2000 characters; please use the choose files' feature below to
B2 Trining ploni OV, carticanas, or otier dociasiniery evidoncs)

Expaitence voth traimng and espenence obtained n standare

See Mtached dotumentanicn

,aoose Fl; No file chasan m

Please selct the epertiss Nakis for which you Nave Suppommng svidance, Piease consult the INAS webits %or the Btest wevnion of CRM Clsefication cooes 10 help select the elpvant

Subscopes.
2 1A Sub-Scope Level | PN ——— Approval Status
101 Dectramagnatis sempatibility
01 Emission testing Subeithed
02 lmmunity testing Subentted
.03 Magnetic field emissions Subeited
99 Other Sbmitted
|= 392 Aparoval X performancs tevts
.01 Radie ! quip Subenitted
.02 Bectrical appliances and accessories Submitted
.03 Tek icati Juip Not Approved
.n Other Submitted

Click on Save and proceed to next step to complete the final step of your application

u LA e
2 95 Other tests Subeitted
€ Goback
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Technical competence criteria must be defined in full against the following documents:

Testing and Calibration Laboratories: CRM code classifications (www.inab.ie) — incorporated in the
dropdown menus of the application.

Inspection Bodies: CRM code classifications —incorporated in the dropdown menus of the
application.

Certification Body Activities: IAF and NACE codes — incorporated in the dropdown menus of the
application.

http://ec.europa.eu/comm/competition/mergers/cases/index/nace_all.html

and www.iaf.nu

For Product Certification of:

1. Food, please refer to Sector Schemes (e.g. BRC Food, BRC Packaging, GlobalGAP etc.)
2. Organic products, please ensure competence criteria in EA-3/12 are met.

For certification of persons please refer to specific schemes
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3.9. Information confirmation and verification

This is the final step of your application — the Information Confirmation and Verification step.

Step 8 of 8 - Information Confirmation and Verification

Rsfares is reguired to be an immediate senior officer or professionally qualified referee where therz is no senior officer.

Referee name™
Referae email”
Referee phone™
Referee position/role®

Relationship to applicant™

€ ZSzveand go back Submit to INAB >

All fields are mandatory.

Please enter your Referee name, Referee email address, Referee phone number, Referee’s
position/role and the relationship this Referee has with you.

Click the ‘Submit to INAB’ button in the bottom right corner and your Assessor application will be
sent to the INAB Quality team for review.

Create Profile

Profile complete

Congratulations. You have successfully created your profile.

® Go home

A member of the INAB quality team will be in touch with you regarding your application.

If more information is requested you will be able to go through the wizard again to provide more
information.

If approved you will be sent a contract to sign and return.
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4.My Events
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41, Confirm availability

When you are added to an Event you will receive an email with the terms of the event.

In the portal you can then confirm your availability. All unconfirmed events are listed on the
homepage.

Unconfirmed Events

1 record(s) found. Shewing 1 -1

Date~ Type CAB

19/09/2016 Preliminary Review of Application Acme Hospital

When you click on the unconfirmed event on your homepage it will open the event which will list
CAB and event details:

Annual Surveillance

CAB Name: Eeaumant Hozpial Site Nome: Head Office
Event Type: Annuai Surveslisnce End Date: 08206
Start Date: 20/09/2016 Visits to this CAB: 1, by me: 1
Status: Tean Confitmed Noa Canformiti ded against this CAB. 0, by me 0
Standard: 150 15159
Sub Scopex: Histapathalogy and Cytopathology
INAB Officer: Emma MGrane
Overvew Vit Fan Logishcs Actusl Vesr Alon Confonmtes Documents
B, ded Hotel Informats

Assussivs will be stayen) in the Acrre Hotel

Assessor Team

1 record|s) found, Showng 1+ 1
Name: Role Artendance NC Status

Traming Assessoe Lead Assessor

To confirm availability click on “Click here to confirm your availability for this visit”. Note the visit
may not be an onsite visit. It may be a document review. The following screen will open:
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® Confirm your details for Annual Surveillance

Event Type:
Cabs Name:

Site Address:

Start Date:
Endd Date:
Days Onsite:

Day Rate

Day Rate Currency

= feturn

Anvaal Survestiance

Besanon Hosprad

Blood Transtuson Department, Besumont, Dutin
| eid Assessor

20/06/2016

/02016

1

1050.00

Swedeh Kiooa

Review the information for the event and if happy click “I am confirming my availability for this

visit”.

Extensions to scope by correspondence

In certain limited cases it may be possible to complete an assessment by correspondence (see INAB
P7). When confirming availability for such an event the assessor must include a justification for why
the extension to scope assessment may be assessed by correspondence.

CRM1
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Assessors Calendar

Assessors can enter dates they are NOT available for visits in the Assessor Portal — this has been

very helpful for the scheduling unit, and would encourage all to use.

This feature has limitations and allows only periods of unavailable dates to be recorded.

Log into the Portal

Choose My Events

Below the events section is My Availability

Choose the Add Unavailability

All dates in the past will be greyed out for the assessor

will be inactive.

Assessors will only be able to add unavailability if they are approved, otherwise the button

e Insert the date range you are unavailable — e.g. 2019-12-01 to 2019-12-31 reflects that you
are unavailable for month of December — this can be done for each period of time you are

not available.

e If you are only available for December — you can put in a date range of 2019-01-01 to 2019-

11-30.

e Save and this will be reflected in your calendar as below; and the information will be

available to the scheduling team.

Add unavailability

Events for - PK TestOct20

Show Events:

All Bvents w
Mo records found.
Title Type Start Date~ End Date Event Status
My Availability | Please enter dates you are not available for particpating on INAB assessments. | + Add Unavailability
< | > | [today October 2020 month | wesk
Sun Mon Tue ‘Wed Thu Fri Sat
2 3
4 5 B 7 9 0
1 2 13 4 16 17
CRM1 INAB Assessor Portal User Guide CRM documentation

Issue 4 May 2022

Page 33 of 69



4.2.  Review application or accreditation history

Open an event by clicking on the CAB name:

CAB Name: Geaumont Hodpasl Site Nama: Head Offce

Event Type Witressed Aadits End Data: 20/09/2016

Start Date: 200092016 Visita to this CAB: 4 by me: 4

Statuy: Addressing NCs Non Conformiti rded against this CAB: 3, by me: 3
Standard: 150 14189 My NCs: o (3 (0]
Sub Scopes Histopathology anc Cytopathalogy All NCs ° @ o
INAB Officer Emma McGrane

This gives information on the accreditation:

225MT for ISO 15189

@ 2125M1 tar 150 15189
Awarded: 07/04/2009 Standerd: 50 15189
Renewed: 103 Sub Scapeds): Humpathalogy and Cytopathology
Expires: 12018 Status: spproved

History

Application History: Link To App History Request History: Lini 1o Changs Request Histary
HE30 OMoe
Sub Scope Scepe lem Cutegory Scope Bement

If you need to review an application form then click on the link to Application History:
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Application History

1 record(s) found. Showing 1 -1

Application Current
Type Status View Application
08/06/2016 New Submitted Application for
Application 15189
X Close

All applications will be listed.

This will include new applications, scope extension assessment events and extensions by
correspondence.

Select the relevant application. This will list out all the subscopes, the CAB key personnel, all scope
elements on the application (click on the arrow to see more detail).

The CAB quality manual and any other documents uploaded as part of the application will be listed
at the end.
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Beaumont Hospital Application

Standards and Sub Scopes
Standard: 225MT for IS0 15189

Sub Scopes: Histopathelogy and Cytopathology

Key Personnel

Laboratory Director: Mr Lab Director

Clinical Manager: Drr Clinical Manager Deputy Clinical Manager: Deputy Name
Technical Manager: Mrs Technical Manager Deputy Technical Manager: Deputy Tech Manager
Quality Manager: Qual Manager Deputy Quality Manager: Deputy quality manager

Name and position of the Organisations
representative with authority to commit to
accreditation:

Staff employed by the organisation

Technically Qualified: 10 Clinical: 10
Other: 1
Head Office
Sub Scope Scope ltem Category Scope Element
Histopathology and 1051 Histopathology - .01 Processing fixed specimens A Cutup A
Cytopathology for Histopathological testing
Histopathology and 1051 Histopathology - .01 Processing fixed specimens A Tissue Process v
Cytopathology for Histopathological testing
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4.3. Review documents uploaded to an event

The CAB will upload documents for you to review on an Event or to all assessors to review. Go to
the Documents tab and you will see a list of documents available for the whole team, and a second
list that only you will see on the portal. Click on the link to open the document for review:

Overview Wisit Plan Logistics Actual Visit MNon Conformities Documents

Uploaded Documents

Upload Documents: | Rrowea... Confirm Upload of Confirmed
® Upload Document Preliminary Report D

Please name the document with your initials and clear description
e.g. AS_Audit Trail v 01..doc

Pre-Assessment Report

Summary Report

[
[
U

Audit Trail

All Documents For The Event
1 record(s) found. Showing 1-1
MName Uploaded On
Process Document for all assessors to view v2.0.doox 20/09/2016 19:08:54

Documenits for Training Assessor
1 records) found. Showing 1-1
Mame Uploaded On
P510 Documents for Training Assessor.zip 20/09/2016 19:08:01
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4.4, View the visit plan and assign scope elements

Each of the scope elements will be listed under the tab Visit Plan:

Chverview Visst San Logrstic Actusl Visit Noey Confornmatie Docuroests

Show Sub Scopes: A SUS00pes vi

Show assessor: Al v|

257 ieconi(s) founa. Showing 1 - 5

Vv Histapathology s Cytopahoiogy 1051 Histopathology Cut up v
Medical pathology fleld 1051 Histopathology Yest 01 Processing fixed specenens for
Histopathological testing
Testassay Cutup Spedimen Type Human Tssue
Equipment/Technique Manust Hexible Scope (where N/A
applicabie)
Range of measurement N/A St ref & SOP LP-HIS-5SpecRec
v Histopathology and Cytopathology 1051 Histopsthology Tissus Proess v
J‘ MSopaihoiogy #nd Cytopsthology 1051 Histopathalogy Embecdng v
Histapathology and Cytopathology 1051 Histogathalogy Microtomy v
Aawigh 10 Me il Cytapathelogy 1051 Histopathology Automated afvd Manual Meematoelin & Ecsin Staining 2

Deallocare selected edaments

. : : \

If there are a number of sub scopes you can select a specific one. You can also show what scopes are
assigned to another assessor or which are unassigned as yet.

If you wish to see more information on the scope element then click the down arrow on the right
and it will scope all the information for the scope element. The date this scope element was
previously assessed will be shown.

Select the scope elements you plan to witness on the event and click Assign to Me which is located
under the Flag Scope Element As button. The scope elements are paginated so ensure you go
through each page.

If you make a mistake click on the one you have assigned and choose the option ‘Deallocate selected
elements’.
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4.5, View the event logistics

The INAB assessment manager organising the event will add Instructions for the Assessment Team.
This may include hotel recommendations, reminders from previous year’s assessment, or
instructions for this year’s assessment.

This field is not visible to the CAB.

Overview Visit Plan Logistics Actual Visit Monconformities Documents

Instructions for assessment team

PK staying in Strathawven Lodge (about 10 mins from the lab)

The Logistics will be on the Logistics tab when the INAB assessment manager has set the event to
plan confirmed.

This field is visible to both the CAB and the assessment team.

Overaew Visnt Man Logstics AT Vet Non Contormities Documens

Moet 5t Sam 10e the initial meetng with & wrag up at 230 10 go through the action plan. More logistic Information will be placed here for both the assessor and CAB
1o read when the evert is plan confirmed.
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4.6.  View the actual visit and selected scope elements

Once an event is at status plan confirmed the scope elements on the Visit Plan are locked. In the
drop down menu for Show Assessor, select your own name and your plan will be shown.

Oherview Visit Pan Logsticsy Actual Visit Non Comtormitie JOCUTReTE

Show Sub Scopes:

NI SubScopes v
Show assessor: Traning Assessor %

27 recordis) found, Showng 1+ 5

Training Assessor  Hstopatnology and Cytopathology 1051 Histopathology Cutup b4
Iraning Assessor  Hstopathaiogy and Cytopathology 1041 Histopathodogy Fissue Process v
Training Assessor  Hstopathology and Cytopahology 1051 Histopathomogy Embeaiding v
Traning Assessor  Hstopathalogy and Cytopathology 10481 Histopathalogy Merotoery .
Traming Aszessor - Hstopathalogy and Cytopathology 1057 Histopathology Automated and Manual Haematomdin & Eosin Staming v

. ; 9 3

On the Actual Visit you will be able to record what elements you witnessed and the any others which
may not have been in the original plan. Select scope elements assigned to you, then select the ones
which were:

Witnessed by me

Related to tests (or scope elements) witnessed by me

Not Assessed — there could be a valid reason why this could not be checked on the day
File Review (for CB/IB/VV only)

Assessed by document review

Clear selected Flags

ok wnNPE

Qverview Visit Plan Logistics Actual Visit Non Conformities Documents

Show Sub Scopes: All SubScopes v
Show assessor: Training Assessor 1]
27 record(s) found. Showing 1-5
Last
. Assessor Flag Sub Scope Scope Item Category Scope Element Visited
@ Training Assigned Histopathology and 1051 Cutup »
Assessor Cytopathology Histopathology
@ Training Assigned Histopathology and 1051 Tissue Process e
Assessor Cytopathology Histopathology
[_] Training Assigned Histopathology and 1051 Embedding v
T Assessor Cytopathology Histopathology
Witnessed by Me 3y and 1051 Microtomy v
Related to tests witnessed by me [y Histopathology
Not Assessed v
File revew (cerification/inspection/verification body only) &Y and 1051 Automated and Manual Haematoxylin & Eosin L
Assessed by documentation review only a4y Histopathology Staining
Clear selected flags
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If you witnessed scope elements which were not assigned to you, change the Show assessor to
either all or unassigned. Then you can select the item which you did in fact witness or which was
related to scope elements and choose that option.

Note this applies both to laboratory assessments and to assessments of certification and inspection
bodies.
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4.7.  Download NC template and upload NCs

When the event is at Plan Confirmed and you have confirmed your availability for the event, you will
be able to download the NC template in preparation for the visit:

Overview Visit Plan Logistics Actual Visit Monconformities Documents

Download NC Templates

Please number each nonconformity sequentially as follows: “Initial s/ Year-Visit Number/NC number” (example AA/2020-01/01).

® Download Document " Click Here if you have no NCs

Upload Nonconformities

Upload MNCs:

Mo file chosen
® Upload

Show Assessor: Al

Mo records found.

Click on the download document button. This will open a dialog like such:

Do you want 1o seve NonConformities_Beasmaont Hospital - 225MT - Witnessed Audits - Training Assessor.adsx (3,51 K8) from inasbportaltraining,

If you press save then it downloads to your download folder. Select save as and save to a folder on

your computer.
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| have no NCs after a visit:

If you have identified no non-conformities during the assessment, select the option “Click here if you
have no NCs”. You will be asked for some additional information:

il Wiaming: E pou witmt Hhiw donm, pouwill RET be sbie 4o add sny Mon Confosmete Llaier

Fiease oo & oomment 55 b0 why e ane ko Mon Conformities sl with this Pami

¥ Cancel & Subea

Fill in the reasons there are no NCs and click on submit. You will not be able to submit NCs later for
this event.

I have NCs after a visit:
If you have identified non-conformities, complete the template you previously downloaded.
In Excel you may need to click on the enable editing button.

2 L] < 2 3 r -
I Assemarvert: CAS MAVE

Ezm Letowiew I8 Stope Pandad St Ohicrasim Nawtes NAB Thmcyvwdon Exdee Fepdent Aopmod Scrgone

i
1
.
L]
.

'

L

[
3}
(&)
&)
[

Do not delete the first row of the file. This line enables the CRM to assign the NC’s to the correct
event and assessor.

Classification, extension to scope and whether evidence required must be selected from the drop
down menu. You cannot type ‘Yes or No’ into this field.

The other fields are free text. You must complete each field in a row.

Please number each nonconformity sequentially as follows: “Initials/Year-Visit Number/NC number”
(example AA/2020-01/01).

Bagumont Hosgital - 225807 - Winnessed ALIns - Training Assessor

Cassfaation  Extension 10 Scoge Standard Rel Obiarveton Nurer WAB Observeton Reot Cause Ardlyab Required  Cab Respanse
Mo No No

Major o Yes

Minos Yes N

When this is uploaded batches will be created, a maximum of three batches are created:

1. Major
2. Minor
3. Extension to scope

Each batch will have different deadlines for the NCs to be responded to. After upload the NCs will
appear for the CAB immediately in their portal to respond to.
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Upload NCs

To upload the NCs click on the browse button:

Overview Visit Plan Logistics Actual Visit Monconformities Documents

Download NC Templates

Please number each nonconformity sequentially as follows: “Initial s/ Year-Visit Number/NC number” (example AA/2020-01/01).

® Download Document ' Click Here if you have no NCs

Upload Nonconformities

Upload NCs:

Mo file chosen
® Upicad

Show Assessor: Al -

Mo records found.

Select the file you filled out when with the CAB.

If you try to upload NC’s form a different CAB or assessment event then you will be informed of this
and they will not load:

© Sorry, the non conformities could not be uploaded.
» This template does not match the visit.

If there are issues with the file you will also be told what is wrong:

© Sorry, the non conformities could not be uploaded.
* Row 3: Standard Ref is required
= Row 3: Observation Number is required
= Row 3: INAB Observation is required
» Row 3: Cab Response is required

This error is shown if you did not choose Yes or No from the drop down but wrote something in the
cell:

CRM1 INAB Assessor Portal User Guide CRM documentation
Issue 4 May 2022 Page 44 of 69



© Sorry, the non conformities could not be uploaded.
» Row 3: Relates to scope extension is required.

When all entries in the template are correct the file will upload and a number of batches will be
created:

Overnew Vot Flan logutics Actus! Vot Non Conformties Uocuments

© 7w Noa Conformities wees successhly uploaded foe thé Tvent.

Show Assessor: Al v|
3 record(s) found, Showing 1 - 3
Extension o Number of Non Clearance Root Cause Aralysis  Assigned  Due

View Bateh  Awsermsor Classification  Scope Clewred  Conformities Attempls Requirod To By Diys
Vew Satcn Trainng Mapor No Nat 3 1 Yes Tramng

Assessoe Claared CAll
View Batch  Training Minor No Naot 1 ! No Traney

Assessor Cleared CAl
Vew flatch Traiming Mince Ves Nat 1 ' No Trvewng

Assessoe Clearad CAll

Notice the batches are assigned to the CAB to provide corrective actions. If other assessors upload
their NCs you can filter to show only your NCs.
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4.8.  Review and respond to CAB corrective actions

When the CAB responds on NC batches they will submit the whole batch and it will be assigned to
the assessor who raised them. You will receive an email with the deadline you have to respond to
the batch. The email will detail to which CAB and to which event the batch belongs.

When you open the event Non Conformities tab, you will see your name on the ‘assigned to’ field
and the date the batch is due to be submitted by:

Dvervew Vsl Man Logistics Actual Ve Non ConfOrmeties Documents

Show Assessor: All vl

3 record(s) found. Showing 1 - 3

Extansion to umber af Noo Clearance oot Cause
View Batch Assessor Classification  Scope Cleored  Conformities Attemnpts Analysis Required  Assigned To  Due By Days
Ve Hatch Training Major No Not 3 1 Yes Tranmg 102006 20
Adsessoe Clasres) Assessar
Vew flalcn  Training M No Mot 1 1 No Traewrwy CAB
AGSRESOF Clearog
Vew Balch  Training Mot Yes Mot 1 1 No Trareny CAR
ASSesSOe Claarnd

Click on View Batch:

Annual Surveillance

Mame Temewrg CAR Site Name =

Event Type Arsvas Survestance Standard S0 RS C

Start Date 20005/2016 Sub Scopes Metrology

End Date 20092016 AN NCs: (3] O (0]
Status Addiessng NCs

Non Conformities in this Batch

Assessor Training Assessor Assigned To Training Assessor
Classification Magoe Dae By 1102016
Extonsian to Scope No Day 20
3 rocordls) found. Showing 1 - 3 Filter hy Status AD Vl
Otsservatsan numbes Standard et Status Oearance Artesnpt Last Updated
C Ao Ref 123 Not Oeared 1 200572076
TC 2010108 Ref 124 Not Cleared 1 XVR20E
T A0 Ret 125 Not Oeared 1 20057206

Click on the first observation number:
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Annual Surveillance

Non Conformity Event Record

Cab Namae:

Site Name

Observation Number
Standard Reference

Status

INAD Otservation
Casification

Root Cause Analysis Required
Extension to Scope

CAR Responss

Clsaranod Attempt Docarwnts

Clearance History

Attempt Number

CAB Update

Asssczor Comments®

m A iy b “.""

Training CAN

na

1C 20160101

Ret 123

Nat Cewed

Process dooument not detaded enough 1
Myor

You

No

Document (o be upcated 1

1

Sew documans atached with the naw rocessss

You can see any documents the CAB uploaded on the Documents tab

update click on Edit Details:
Clearance Attemnpt Documents

Clearance History

Attempt Number

CAB Response

X Cancel & Save Details But Do not Clear
1

Piease find attached.

This should include an analysis of the extent and cause of the
nonconformity and also a description of the comective action(s)
planned or already taken. If evidence of corrective action(s) is

required, this will have been indicated by the assessor

Assessor Comments*™

4 Previous NC = NextNC »

. To respond to the CAB

X Save Details and Clear

LTRSSl @ Submit to INAB

Enter in your comment on the corrective action and if you think it is not cleared click on the “Save
Details But Do not Clear.” If you are happy with the CAB response click on Save Details and Clear.

You can then click on the Next or Previous NC button. All NCs need to be flagged as cleared or not

and comments added in.
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Note: There is a 2000 character limit on the assessor comments field. An error message will be
displayed if comment text is in excess of this limit.

Clearance Atternpt Docurmnents
Clearance History G Edit Details
Attempt Number 1
CAB Response Please find attached.

This should include an analysis of the extent and cause of the
nonconformity and also a description of the comrective action(s)
planned or already taken. If evidence of comrective action(s) is
required, this will have been indicated by the assessor

Assessor Comments* MNC Cleared. This was an isolated event. The CAB has completed a root cause analysis and
submitted evidence of comrective actions.

€ PreviousNC | Next NC 3 A Return to Batc @® Submit to INAB

When you have entered a comment and decided on clearance status of each NC, the ‘Submit to
INAB’ button will become available for selection.

Select your Recommendation and Submit.

Scbvnat To INAR

Secerermandation an NC Batch "

Leasar”

e you sute you ward o submit your updates to INAEY

X arem _

If there are have been a number of attempts to clear an NC you will be able to see the history; for
example this NC is on its second attempt:

Chuarance Alteregl AN
Clearance History O Ldit Detai
Attempt Number 2 (500 Prveiouc)
CAB Update Ancittwr docuerent uplosded with more details
Assessor Comments®

Click on see previous to see the interaction on the previous attempts along with the documents.

Note that the document linked to the current attempt is on the documents tab:
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Prewous Cearance Attermpty

Clearance History

CAD Upeets St rzmmmnt sttacteed with) the e SToUEIINS.
Lapmrmrs Crrreeertty Ties o vot svongst oot
Doosnents

1 reeaet ) fnd. Twwing 1 - |
Navee \Nssmarmal Uny

wm Dregevent o1 0 doc D0NAGE 164N

Chae

Until a batch is closed each time the CAB submits a batch you will receive an email to log into the
Portal to review and submit them. All NCs in a batch must be submitted to INAB in one go.
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4.9.  Upload documents to an event

Documents may be uploaded during or after an event. Select the document by clicking on browse
and clicking upload document. Confirm which document type it is and clicking save. These will be
uploaded to the event and all assessors will be able to see the document immediately. Following

review, INAB will release the document to the CAB.

Remember you don’t upload NCs here, go to the Nonconformities tab for this (see 4.7).

Overview Wisit Plan Logistics Actual Visit Mon Conformities

Uploaded Documents

Documents

Upload Documents: | e Confirm Upload of Confirmed
® Upload Document Praliminary Report D
Please namg the gocument with your initials and clear description Pre-Assessment Report l:‘
e.g. AS_Audit Trail v 01..doc
Summary Report D
Audit Trail D
All Documents For The Event
1 records) found. Showing 1-1
Mame Uploaded On
Process Documnent for all assessors to view v2.0.doox 20/09/2016 19:08:54
Documents for Training Assessor
1 record(s) found. Showing 1 -1
MName Uploaded On
P510 Documents for Training Assessor.zip 20/08/2016 19:08:01
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5.My NC Batches

As NC batches can be on a number of events you have a page which shows all the NC Batches which
are assigned to you. Itis a list which you can click on and review:

My Non Conformity Batches

2 recoed(s) fourd Showing 1 - 2
View Ratch Fvent Title Event Type Fvent Start Date Qassification Number of Nan Confornsities Dun By Days

View fiatch Pro Assesemanent Intial Assessment 1509/2016 Minot ] W12/2016 33

View Batch Annual Surveillance 2 Arnua Sureeifance 0052016 Major 3 192016 3

Select the batch you wish to respond to by clicking view batch. Follow the instructions from section
4.8.
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6. My Claims

When you click on my claims you can filter on claims raised which are at a status of:

e Draft: you are still editing the claim (or it was rejected and changes need to be made)
e Submitted: the claim is being reviewed by INAB
e Paid: the claim has been paid, it could take up to three days to be in your bank account.
o Note that in accordance with Irish Tax Law and the HSA/INAB Terms and Conditions,
20% withholding tax is withheld from the full expense claim. This 20% can be
refunded in full by the Irish Revenue on submission of the F/45 form accompanying
payment.

You can click on ‘View Claim’ to see the information on the claim or keep working on if it is still in
draft:

My Claims
Show Claims:
To onter & new claim for an event navigate _“"1'"""‘” ick an “Add Claim"
Faud
2 recordts) tound, Showng 1 - 2
View Claim Cab Name Fvert Type Fvent Start Dste Submittec Date My Refereoce Total () Status
View Carm Training CAS innial Assessment 15082000 148/09/20%6 Oraite vt 131.3¢ Submated
View Claim Traming CAS Arvesal Surwilance H09/2006 02015 My tust Caim 1o? Deatt
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6.1.  Add

Claim

For each event you can submit one claim. You may only submit claims after the visit has happened.
When an Event is at the following statuses you can add a claim, i.e. the event has taken place:

e Addressing NCs
e Ready for adec
e (Closed

ision

Via my Events you can select an event which is at the correct status:

Events for - Training Assessor

Show Events:

NI Everits
5 recoed(s) foundt Showing 1 -5
Type Start Durte +
Fst Sursmitines WA 2017
Andl Susvelbaies 2032015
Deowrert Aszessment | Hiriew 20/09/2016
st Surpeillance 602016

Vanassed Audns

200528

v

End Data

a2mT
20,052016
00206
200572016

20,0526

CAH

Trainrg CAB
Trairing CAB
Beaumant Hozpetal
Rewmemnan Hospetal

Baaumant Hospaal

Evert Status
Plan Condemed
Addressng NCs
Team Confirmed
Plan Confemed

Acchusarg NCs

If you have not yet made a claim for the event the Add Claim button will appear when you select the

event:

Annual Surveillance

+  Add Caim

CAB Name: Traming CAB
Event Type: Annaal Survetlance
Start Date: 2040972016
Statue Ackdressng NCy
Standard. 150 1025 C

Sub Scopes: Metrology

INAB Offices: Stapben Maytan

Site Namse: HQ
End Oate: 20/09/2016

Visits to this CAE: 2 _ by me: 2

Non Conformities recorded againet this CAB: 5 by me §
My NCx: o 5 V.;‘ °
Al NCx: o ~;_;_ 0

This opens a screen through which you can add your claim reference and/or review the information

to ensure this is the correct event the claim is for.
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You may enter any reference number you wish to the ‘My Reference’ field. This will appear on
payment record and will allow you to link INAB payment with the event. If you are claiming through
a company account, please enter the company accounts department reference number. This will
allow them to link payment from INAB to you.

Add Claim

Details

Event Start Date 206

My Reference*

Currency Euro

Dally Rate 100

CAB Name Smake Test

Site Head Office
Accreditation F38MT fo0 S0 15169

Plecse ensure thet (n order to facllitote prompt payment, you have sent the current Tax Clearance Certificate (TCC) to finonceithsale

X Cancel

When you press save the full claim form opens:

Edit Claim

Details
Event Start Date 13/08/2020
Event Type Annual Surveillance
My Reference Test
Daily Rate 0]
Status Draft
Status Message
CAB Name Barringtons Hospital Limited
Site Head Office
Accreditation 349MT for 150 15189
Fees and Expenses Receipts

Fees and Expenses

Summary Details

Total Fees and Expenses (ex

0.00
VAT)
VAT @ 0% 0.00
Total Claim before PSWT (€) 0.00

Please note that in accordance with Irish Tax Law and the HSA/INAB Terms and
Condifions, 20% withholding tax is withheld on the full expense claim. This 20%
can be refunded in full by the rish Revenue on submission of the F/45 form
accompanying payment.

B Withdraw Claim X submit Claim

As per Schedule A-1 (Business Rules for INAB Assessors) please submit the following
through the INAB Portal before you submit your claim:

» Complete and upload your x116 report to the event (Documents).

» Complete the Nonconformity template and upload to the event
[Monconformities)

= Confirm which scope elements were assessed or are related to those which were
assessad (Actual Visith

Failure o do so will result in rejection of your expense claim by the assessment
manager.

4+ Add Bipense

Type Description Local Value Conversion Eure Value
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Until you submit the claim you can keep adding expense line items and receipts. The claim is made
up of a number of line items which are of type:

e Standard Hours — Professional Fee
e Pre/Post Hours — Professional Fee
e Travel — Air

e Travel—Bus or Train

e Travel —Car

e Hotels
e Meals
e Other

To start click on Add Expense:

Add Expense

Details

-
Tyr el (he yoe of expernse

<

Description®

Amoint in

11X Sedect the currency for the sxoer V|
Conversion Rate | 00
Euro Value 000

Ploase use the website IMipy//www re com/currencytables/ 1o get the correct Euro conversion rate. These will be checked in the Autharity and your claim will be
rejected if the rates are not cormrect.

| Cancol
You must choose the type of expense - this then prepopulates the description. If you select ‘Other’

then you need to provide the description.

If the expense relates to “Travel — Car” then the distance travelled in Kilometers must be entered.
Please also include start and end location in description.

Add Expense

Details

Type® [ Travel - Car R ]

Description of journey™®

[ Travel — Car ]
({include start and end point)

Distance (Km)= [ - ]

If the expense relates to standard hours or pre/post hours then the number of hours spent must be
entered. Ensure that standard assessment time, pre-assessment, and post-assessment review are
each entered as separate line items.

Select appropriate currency for line item. On one claim you can have a number of currencies.
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Enter in the local value of the claim e.g. if you paid for your airline tickets in Krona then enter the
amount of Krona you spent in the local value field.

If the currency is not Euro then enter in the conversion rate for the day the expense was incurred.
There is a link to an exchange site to find the correct rate. This will then calculate the Euro value and
you can save the item.

Example of a non-Euro item:

Add Expense

Details

Type" Trawel - Als v
Description® Trayed - Aly

Amoum 4500 n Swadish Krona v,
Cotrversion Rate A )

Euro Value 25000

Please use the website hitp//\www xe.com/currencytables/ to get the correct Euro conversion rate. These will be checked in the Autharity and your claim will be
rejected if the rates are not correct.

. . _

To upload your receipts, click on the receipts tab and select the document you wish to upload. You
can upload as many documents as you wish:

Fees and Expenses Receipts

Upload Documents: [
Browse. No records found.

® Upload
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Edit Claim

Summaty Detalls

Details
Event Start Date 20/09/2016 ;::. G o Lo
Event Type Annual Serveillsece
VAT @ 23'%% 26700
My Raference My first daim
Total Osim before PSWT (O 1107.00
Daily Rate 1050
Please note thot in sccordance with Irish Tax Law and the HSA/INAR Termy and
Stubes Pras Conditions. 20% withhelding tax is withheld on the full expense cloim. This 20%
can be refunded in full by the Irish Revenue on submission of the F/45 form
Status Message occompanying poyment.
CAB Nama Training CAB
Site HG
Accreditation 312C for ISO 17025 C
Fees and Expenses Recwipts

Fees and Expenses

Type
Standtand Mot - Srpfesuongl Fes

Teanwl - Al

At any point when in draft you ca

Deseription Local Value Conversiva Eure Value
Standard Hours - Professions! Fes 45000 100 45000
Travel - Ar AS00.00 arw $45000

n withdraw your claim. This means you can start the claim again if

you have uploaded incorrect receipts or items.

When claim is complete, submit to INAB. When it is submitted you can only view the claim, you

cannot add new expense items.
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0.2.

Resubmit a rejected claim

If there is an issue with your claim the INAB assessment manager will reject it and you will receive an

email and a portal task with the reason why it was rejected e.g.

An Expense Claim in relation to work you carried for INAB has been rejected.

CAB: Training CAB
Claim Reference: My first daim
Amount {Euro): €1,107.00

Comment: A receipt is missing for the airline ticket. Please attach and resubmit.
Please log into your INAB Assessor Portal to view the Claim.

Best Regards,
- The INABE Team

Common reasons for rejecting a claim include:

e  Missing receipts

e Failure to adhere to business rules regarding car hire, public transport

e Absence of start-end points for mileage claims

When you open the claim you will see the status message below:

Edit Clai

Details

Event Start Date
Event Type

My Reference
Daily Rate
Status

Status Message
CAB Mame

Site

Accreditation

m

13/08/2020

Annual Surveillance
Test

0

Draft

Barringtons Hospital Limited
Head Office

349MT for IS0 15189

Summary Details

Total Fees and Expenses (ex 100,00
VAT) :

VAT @ 0% -

Total Claim before PSWT (€) 100.00

Please note that in accordance with Irish Tax Law and the HSA/INAB Terms and
Condifions, 20% withholding tax is withheld on the full expense claim. This 20%
can be refunded in full by the Irish Revenue on submission of the F/45 form
accompanying payment.

B Withdraw Claim X Submit Claim

As per Schedule A-1 {Business Rules for INAB Assessors) please submit the following
through the INAB Portal before you submit your claim:

» Complete and upload your x116 report fo the event (Documents),

» Complete the Nonconformity template and upload to the event
[Monconformities)

» Confirm which scope elements were assessed or are related to those which were
assessed (Actual Visit)

Failure to do so will result in rejection of your expense claim by the assessment
manager.

You can either withdraw the claim and start again, or add more receipts/change the line items and
then re-submit the claim e.g. to change the price of a flight open up the line item and make the
change and save:
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Edit Expense

Details

Type* Trawet - Alr P
Description*® Trawed - Air

Amovmt 450000 Ly Swdish Kiona %
Conversion Rate 0

Euro Value

A0L00

Please use the website Miipy//waw e com/currencytalies/ to get the correct Euro conversion rate, These will be checked in the Authority and your claim will be
rejected If the rates are not correct.

When you submit the claim the INAB assessment manager will review the claim again.
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7.My Profile

The assessor profile is split up into different areas which are all covered below.
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7. My profile — assessor information and password

Assessor Information and Change Password

This page displays the information which was supplied when you completed the profile wizard:

® Assessor Information

Title Dr Do you wish to be On a company contract basis
contracted to INAB:
First name PK
Company name CFGDAS
Last name TestOct20
Are you registered to Yes
Address sefasef pay VAT in Ireland?
VAT number 343523452334
Website
Position held in EEWSE
current employment
County kildare
Mumber of years in 2
Postcode/Eircode this position
Country Ireland Daily rate (8 hour 455
basis)
Emiail pksubs1@gmail.com
Currency Euro
Telephone 1234
Mobile 5678
Summarise relevant work experience to support the assessment role. Include ASDA
the number of years you worked in relevant areas.
Have you worked with any INAB accredited CAB? If yes, provide detail asd
including CAB name, role and duration of work
Are you actively working with another accreditation body (AB)? Yes
If you answered yes to the abowve, please document the AB, the number of eswafsd
assessments in the last 12 months and your role in those assessments.
Lead assessor experience FCZ
Lead assessor training (mandatory to add a document)
Other quality management experience (include number of years) HOVIXC
Other quality management training THOVE

& Change Password G Edit Details

From here you can change your password or edit your details. Clicking on edit details the following
fields can be changed:
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Update your Profile

@ Assessor Information

Title* or

First name* o

Last name* TestOct20
Address sefasef
Country® reland
County kildare
Postcode/Eircode

Telephone®

Mobile™

Company name

Are you registered to
pay VAT in Ireland?

VAT number

Company name

‘Website

Pasition held in
current employment

Mumber of years in
this position

Draily rate (8 hour
basis)

Currency

1234

E678

Cn a company contract basis

DFGDAS

34523452334

DFGDAS

Eawse

455

CRM1
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Summarise relevant P,
work experience to "
suppaet the

assossment rele.

Inciude the pumber of

yedes you worked in

redevant areas

Have you worloed with
any INAB sccredited
CABT If yus, peovide
detall induding CAB
nase, role and
Auration of wark*

Aru you actively ves v
working with Jaothe

ateneditaton body

(A"

It you answered yus to
the abeve plodse
documant the AB, the
namber of
assessments in the lat
12 manths and your
role in these
ASS0SSIENTS.

Lead sssasson ers
xpariente

Lead assesson training
(mandatory to add a
documant)

Other quality
nanigemunt
exparience (nclude
namber of years)

Other quality U
madnagement training E

Vs

a

If you wish to change your daily rate, currency or move from working as an individual to company
contract or vice versa then you must ‘request a change’ (covered in section 99). When changes are
complete click on Save Details.

CRM1 INAB Assessor Portal User Guide CRM documentation
Issue 4 May 2022 Page 63 of 69



To change your password you must enter in your old password and the new one twice:

Change Password
Email mmd@hsa.ie
Old Password
MNew Password

Confirm Password

Change Passwort
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7.2. My profile - my qualifications and training

° Educational qualifications and training in an accreditation standard
PRoie NO1R yOU Wi DI TeGuLired 10 uDIoad ot TCate O e en(e Of QualTICATION. Professiona memDErsh 0 G DE enieced o0 Ire nest Dage

1 retords; fourd, Showirg 1 - !
(haalificaton Type Quadification Name Inatrtute Masne Year Awaldedl Year Exprived

Thimt Leve SFSA 70 2 348

Clicking on the qualification name will open up the record which you can review and edit if required.

To add a new qualification and follow guidance in section 3.5.

Add QualiScation
Cradification Typa Sabaci pour Oualification Lavel |

Ol Fiatias Pl

Yoar Bangrcded”

Yorai el wapieyp U appdiabbs)

Camvnilicune’ I
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7.3. My technical expertise

Your areas of technical expertise will be listed as below with their approval status. Follow the steps

in section 3.8 add additional competencies.

o My Approved Technical Expertise

Standard Sub-Scope

150170257 Acoustic & Vibraton Testing
1SO 15185 Aszisted Raproguctico
15015129 Autivlegy

150 15189 Flood Tramsfusen Schencs
15017025 C Metrology

0 My Technical Expertise

Selact Standard

Agtoustic & Vikratioe Testing Bislogical and Veterinary Testing

Role Appraval Statun
Apprcved

Load Assessor Approved

Laad Assessce Approved

Lund Assessoe Approsed

Land Asseszor Technical Expert Approved

Chentical Testing Construction Materials Testing Bectrical Testing Foransic Testing

Sub.scope expertise supparted by
Training

Experience

| Cheose Fies | o flo chasen

Subscopes

Justification (limited 1o 2000 characters; please use the ‘chocse files’ faature below to

uplead CV_ certificates or other documentary evidence)”

Sesrch

Flaaie sefect the sxpeciie Nekds for which you N Suppomng evdence. Pleaie comult the INAB webits for the latest wrsion of CRM Clastification codes 10 help Asect the selevant

Seve Experton

I

Not Approved

Not Apprroved

e My Competencies

3 record(s) found. Showing 1 -3

+ Add Competency

Standard Sub Scope Sub Scope Level 1 Sub Scope Level 2 Approval Status

150 17025 C Metrology 121 Hydrometry (specific gravity) .01 Density hydrometers Yes

150 17025 C Metrology 122 Emissions .01 Gas analysers Mo

150 17025 C Metrology 102 Length/Distance/Angle/Area .02 Micrometers Mo
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7.4, My memberships

All memberships are listed here:

@ vy vemberhip

1 record(s) found. Showing 1 - 1

Membership Name Year of Membership Year Expired

member 2011

To view the membership click on the membership name and you can edit it.

To add a membership click on add membership and fill in the mandatory details.

Ackd Murntsership

Merheribin Marse®
Faie bugiend
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8.Library

You will not have access to the Portal Library until you have been approved.

When your terms and conditions have been signed and you have been marked as ‘Active’, then you
will see a list of documents in the library.

Documents include the various forms for completion on assessment as well as user guides and INAB
Terms and Conditions.

Y : e .
Irish “ National Accreditation Board User Guide | Request

‘ f ‘ My Events ‘ My NC Batches ‘ My Claims ‘ My Profile ‘ Library

INAB Online

Part of
lrishm National Accreditation Beard Feardtmck | Renuest Foc Change | LOGOG! | @ '1yring Acsmoor = A
Feedback
Pleme destribe your suggevthion for improveesnt
Feodback*
X Cancel ® Ssubmit
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9.Request for Change

If you require a change on the Profile pages but they are not editable then you must request the
change. Click on the top navigation ribbon “Request for Change” and enter in a title and description
of the change. Click on submit when complete.

In\h“v. National Accreditation Board " loue | R auadllo & Mg Kewe- | A

INIAR DAartal - Dadrain Kasana

INAB will respond to you regarding this change request.
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