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1.Login
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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. Clicking on the link in the email
will open a page which has the email pre populated:

11'i.*Lhﬁ“I Mational Accreditation Board Sign In

Register for a new local account
Emnil trsiningidhsmis
(LR |

Confinm Fassaord

7 IRAR 2015 AN rigns reseneed

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. 'V''£','#','%",'&",'$,'@")
« Passwords must have at least one uppercase (A'-'Z’)

Click on Register. If you have not entered an acceptable password 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 CAB 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?

[ Enter your email address to request a password reset

Send

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

MNew Passward

Confirm New Password

When a correct password is entered the message will show:

Reset Password

Your password has been reset.

*J) Sign In
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14. Account locked

If you enter your password incorrectly three times you will get the following message and you will be
locked out of system 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 e je| Reguest For Crange | Logeut . 9 oo o Keane = A

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.

CRM2 INAB CAB Portal User Guide

Issue 7 May 2022 Page 9 of 82



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

On the homepage you will see information regarding your accreditations. The homepage is split into

panels:
o Alerts
e Tasks
e Accreditations/Applications
e Events
e Invoices
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2.1 Alerts

Alerts will inform you of items that have happened related to your accreditation or application. In
the panel you will see a list.

6 Alerts

1 record(s) found. Showing 1 -1
Subject Description Date

Application Status Training CAB - 150 17025 T status changed from 29/08/2016 %
Change Draft to Submitted

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

The task view will display items which require an action from the CAB. For example if an invoice is
not paid after 30 days, or there is an upcoming event which requires acknowledgement of the team;

@ Open Tasks

2 record(s) found. Showing 1 -2

Task Due
Invoice Reminder 18/08/2016 X
Upcoming INAB Event 09,/09,/2016 x

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. Accreditations

The accreditations panel shows all accreditations either applied for or on hold:

@ Accreditations

& apphyto be acsradited 1o o new accreditatian standard

A pecendis] foueid, Showing 1-4

Dl 150 4702 Creulpgd

Pandirry 12017025 T Resquesled
ZAD Rewvision 150 15159 Mcquested
10070 150017025 C OEae 0508202 Appraved

You can apply for a new standard by clicking on the button “Apply to be accredited to a new
accreditation standard”. See section 4.

If the Registration Number is Draft then it has not been submitted to INAB for review. You may keep
editing the application and only when it is submitted will it change to Pending.

If the Registration Number is Pending then this is still in the application status and is being reviewed
by INAB.

If the application requires an update INAB will place the application into CAB Revision. Clicking on
CAB Revision will bring you through the application wizard (section 4.1).

If there is an Approved registration number then this is a standard to which you are currently
accredited. Clicking on the registration number will open the accreditation information and you will
be able to apply for a scope extension (section 5), suspend/withdraw scopes (section 7.4, 7.5), or
make minor edits to scopes 7.3.
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2.4 Events

The events panel will show all events over any number of standards/applications:

Show: All Events

7 record(s) found. Showing 1-5

Pending 14/09/2016 Initial
Assessment

Pending 30/08/2016 Initial
Assessment
Pending 30/08/2016 Unannounced

Pending 25/08/2016 Re-Assessment

Pending 25/08/2016 First
Surveillance

“ ) - 2 ’ ”

Addressing
NCs

Team
Confirmed

Addressing
NCs

Addressing
NCs

Plan
Confirmed

Conformities

The view can be changed to show all current or closed. There is pagination for the events. Any
which are at the Non Conformity stage will show the number of major/minor findings and the
number cleared in bubbles. By clicking on the headers the order will change. Events are covered in

section 6.
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2.5, Invoices

Any unpaid invoices will be listed in the fee payment request panel with the date of the invoice:
@ Fee Payment Requests

3 record(s) found. Showing 1 - 3

Invoice Id Total Amount Invoice Date
0000000007 €1517.82 18/07/16
0000000008 €1517.82 18/07/16
0000000009 €1517.82 18/07/16
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3.Set up the CAB Profile

Until your profile is complete you will see this message:

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

You cannot apply for an accreditation until the profile is complete. There are three steps to
complete in your profile.
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31.  Step 1. CAB information

Fill in all the information required on step 1. If your organisation is VAT exempt you will need to
upload your VAT exemption. Items marked with a * are mandatory.

Create Profile

Step 1 of 3 - CAB Information

Organisation Name Training CAD
Address® 123 High Srreet
Stewpt 7
Street
Cty
County* Cadow (v
Posldode R91 T0a2
Telephone® 053 91 75000
Website kg Fwveve srrpwesbosite i
My Organisation
Legal Status* O bry atacsmse srtilidion vl
VAT xempt* No vl
CRO Number* 12344
Trading as Dema See inc
€ S=ve end Go Sack

Note: when entering in your company name / organisation please do not use commas, or fullstops
or any special symbols.
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3.2. Step 2: Set up sites

Each accreditation can have different sites, a default site is Head Office. You can delete this and add
a different one or add additional sites at this point by clicking Add Site.

You must add sites before adding scope elements.

If the same activity is being performed at multiple sites, this same scope element will have to be
entered separately for each site.

Create Profile

Step 2 of 3 - Sites
1 record!s) founa. sn:wi 1-1

HO 123 High Stewet, Stroe! 2 Sireet 5 Carlow x

€ Save and Go Bk

Soue and Proceed to Next Step - 3

NB: You should only add in sites (locations of another address) where accredited activity will take

place. If you only have one address - you will only have one site. It does not relate to other
departments within the same address.
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3.3.  Step 3: Set up portal contacts

Each CAB can have three contacts who will be emailed by the system.

The primary contact is the account used to fill in the profile, all emails will be sent to them.
The deputy will be the person who receives all non-financial emails also.

The financial contact will receive any payment related emails.

If your CAB main contact is also the financial contact then add in the same email address, in the
sample below training@hsa.ie and copy the other information. All three roles could be operated by
one user which is all tracked by the email address. You will be warned if the email address already
exists in the system.

Create Profile

Step 3 of 3 - Add Contacts

Add your main company contacts for your CAB below

Cantact Typs Href Nessut

Main Contact” Trairing User -353 1624 1434 traneglinae nolv
Deputy Contact® [v

puty i L\_/J
Frsanc sl Conlact® M

‘ sgb.- oo & E“('

CRM2 INAB CAB Portal User Guide
Issue 7 May 2022 Page 20 of 82


mailto:training@hsa.ie

4.Application for New Standard

On the homepage click on the button “Apply to be accredited to a new accreditation standard”
which will lead you through a wizard as per the sections below.
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41, Step 1. Choose the standard and sub scopes

There are a number of steps to applying for a standard. The first step is to detail which standard and
sub scopes.

The list of standards will display all currently available. If you are already accredited for a standard
(eg 1SO 15189) or already have applied then it will not appear in the standard dropdown.

At the beginning you have one option for a sub scope, click add another sub scope to get more
options.

A Purchase Order number must be entered to proceed.

See also Appendix A for additional information.

Apply for Accreditation

Step 1 of 4 - Standards and Sub Scope

Sedect a Standad” 150 15109 f_‘_’_l
Select Sub-Scopeds)* Micrbiskagy and Virlcgy v Akl Anather S Scope
Hacmatology M
_—
Immunology i
Purchss Ordes”
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42.  Step 2: Application specific questions

Step 2 of the application is broken into three segments. The top section has two optional questions:

Apply for Accreditation

Step 2 of 4 - Application Scope
Standard 150 13185
Sub-scopets) Merotnlagy and Vology, Hasmatology, Immusalogy
Is the organksation part of a Reger organisation with
activities/products/services other than those subject to the
application foe accreditation? If so, please identify organisation
aad activities (e.q, corsulancy, training. market surveillance), W

part of Government, please define relationship within
Govermament.

If an existing notified body, please provide notification number
sl prochn | disective

The key personnel changes depending on the standard being applied for. If there are a number of
sub scopes then there could be a number of people doing this role. It is free text, see sample below:

Key Personnel
labocatory Divector™ Jemry McGuirs (Haematoiogy). Mary 8yvne dimmanciogy)

Clinical Manages*

Deputy Clinical Manager*

Technical Manager*

Deputy Technical Manager*

Quality Manager*

Depoty Quality Manages™

Name and position of organisstion’s rep ve with l
aithority to commil to accreditation” ‘

The last segment relates to the number of staff employed, if a non-numerical value is entered you
will be informed it must be a number.

See also section 13 for additional information.
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Number of Staff employed by the organisation

Clinical*
Technical*
Other®

Total Direct Employees®

CRM2 INAB CAB Portal User Guide
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4.3.  Step 3: Upload scope

Step 3 of the wizard is to upload the scope of application. Each different sub scope is listed as a tab:
Apply for Accreditation
Step 3 of 4 - Scope of Accreditation

Biologeal and Vetermary Testing reenew Tevimg Acoustic & Vibration Testing

Stm Biciogy/vetennary | Category Test name Techmigue Matris foupment St reference

x paise o m

r\. Download a blank scope template for this accreditation

abowve Itis akso pozible to ada new scope slemants mdivaually ueng the form above:

: Useful for adddng mulbiple new scops slements 10 your accredsbed scope. If you wash o change ssvting scupe elementy, plesse use the form

C Upload new and modified scope elements to your accreditation

€ Save and Go Back Save and Froceed to Next Step >

There are two choices to uploading scope, via the inline form and/or by downloading the Excel file
and then uploading it.

Inline form entry:

1. You must enter in a site, and the next three columns. You can make the columns wider. To get a
carriage return within a cell press Alt and Enter. Copied text may be pasted into multiple cells.

As you enter in data you must press save.

Mrrobiology ana Virclogy Haematology Frmuroscgy

©1ha scops cloments for the sl wage wore suzocsstul ly submitted

Site Medical Pathclogy Field - Test Categary Test/Assay Matnx Equipmers/Teche Range of measun St Ref & SO Flexible Scope (w
HQ 1011 Macrastopk examingbon A Tead A
wnd destrigbon
HQ 1077 Macroscogic examinabon A lest B

and dascrgbon

£ Sucw and Go Bk Save ard Moceed 1o Next Step D

Click on the clear table if you want to remove the scopes added so far. You can then add more
scopes in by following the next section:

Download Excel and upload function:

Download the Excel template to your computer. When completing the scope some things to
remember:

2. To get a carriage return within a cell press Alt and Enter
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3. To use the symbol and superscript click on Insert tab and the Symbol icon:

S
|
|

N
. e
£ 0
=
1=~
I

~
g *®
b4

4. You can have empty lines in the Excel however if you enter in a site then you must complete the
next three columns.

5. For the second column you cannot drag and drop the field, see example below, 710 was dragged
which Excel made to be 711, 712 713 etc which will not load into the system:

Site Materials testing - Tests Category
Head Office 710 Materials testing - .03 Chemical analysis A
Head Office 711 Materials testing - .03 Chemical analysis A

Head Office 712 Materials testing - .03 Chemical analysis A

Head Office 713 Materials testing - .03 Chemical analysis I

r—1

When you are finished, click on Upload functionality (on same page) and select the file you have
been editing. If you choose a different file an error will display. If there are any errors in the Excel
e.g. the site name is not filled in you will get an error message. Correct the errors and upload the
file. Press Save. If you have more sub scopes then select another tab and repeat the process.

If you have notes then ensure you enter in the symbol to refer to the note in the first four free text
columns. Email in the notes to your INAB Officer who will add them to your scope document.

If you need to add a new site for scopes then read section 8.3. When you reload the page the site
will be available to choose from, for Excel you must download a new version to be able to use the
new site.

See also section 13 for additional information.
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Delete scope element on Application or at CAB revision stage

On step 3 of an Application a CAB can now delete a scope element (row) from the table by

right clicking on any cell in the row and selecting Delete Scope Element.
If the Application is sent back to CAB (CAB revision) they can delete scope elements also.

Apply for Accreditation

Step 3 of 4 - Scope of Accreditation

Reforence Matenais Producers

Referanca Material CRAAtIration tes  Propety vidus Chasctevisation rac  Unceanny ComiSied/mon-oantif St Rad & SOP

Size
Fiekd Office 2402 Motal RM Testing 2 testirg 2 testing 3 testing 4 testing § testing
Brasses
[Fiesd Offme 1020 Matat 00 . Tasting 21 Tasng 2.2 Testing 3.3 Testing 44 testing 55 testing 6.5
{ il Scope Harmset

@ D Download a biank scope template for this acareditation
Useful for adding mew scopes (0 your accreditaton. All scopes will be uploaded 35 new regquests, @ you wish to change scopes then use the

Sorm Above.

@ a Upload now snd modified scopes (o your accreditation

€ Save and Go Back
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44.  Step 4: Application declaration

Read the Terms and Conditions:

Apply for Accreditation
Step 4 of 4 - Application Declaration

STATEMENT AS DEFINED BY INAB:
AGREEMENT BY APPLICANT TO INAB'S TERMS AND CONDITIONS AND INAB REGULATIONS
The Organisation identified below hereby applies to INAB fo assess the Organisation for its eligibility to be accredited as competent to provide the services specified in this
application, having regard to relevant accreditation criteria and any other conditions or factors that INAE considers o be relevant to or to affect the Organisation's competence for
the specified services.

The Organisation acknowledges that it has read the INAE Terms and Conditions and the INAB Regulations and agrees to comply at all times, during the currency of the application
made herein and any resulting accreditation, with the IMAB Terms and Conditions and INAB Regulations as the same may be substituted, amended, supplemented or varied by INAB
after the date of this application.

In particular the Organisation notes the obligations as to insurance specified in clause 16 of the INAB Terms and Conditions and confims that such insurances are either already in
place or will be in place prior to the grant by INAE of any accreditation that may result from this application.

Where an application for accreditation is being made by a government department or a body acting under the auspices of a government department where that bedy has no
separate legal identity from that of the department, INAB does not require the relevant Minister to comply with the obligations as to insurance set out in clause 16 of the INAB
Terms and Conditions. This is in recognition of the fact that govemment departments do not take out insurance to cover liabilities that may arise in their contractual arrangement.
This exemption does not however affect the obligation of the relevant Minister to indemnify INAB in accordance with clauses 9 and 15 of the INAB Terms and Conditions.

Further, the Crganisation notes the fees set out in the fee schedule and payable in respect of the following: the assessment now applied for; assessment and inspection services; any
resulting accreditation; renewal fees, surveillance fees and any other fees necessary to maintain, supervise or review any accreditation that may be obtained by the Organisation,
including expenses of outside auditors etc., as any and all such fees may be substituted, amended, supplemented or varied by INAB after the date of this application and the
Organisation agrees to pay such fees in accordance with the reguirements set out in the INAB Terms and Conditions.

The Organisaticn hereby confirms that it has a right to supply the data and information contained in this application or which it otherwise gives to INAB, and gives its own consent
and confims that it has obtained all properly informed consents from any individuals in respect of whom the Organisation is giving data or information to INAB to enable INAB to
lawfully receive such data and information and make use thereof for the purposes of its functions (having particular regard to, but not imited to, applicable data protection
legislation} and alse confirms that all such data and information is complete, accurate and correct and that it will promptly provide any such further infermation and data as may be
required by INAB to assess and process this application.

Instructions:

1) Please print off the above document using the button here:

2) Ensure a person with appropriate authority signs the document. Then scan it and upload it using the ‘Upload Documents’ feature below
3) Please download the AF103 form from the library, complete in full and submit with your application.

4y Upload documents using below link

Press Print to print out the instructions which need to be signed and scanned. There is a document
with additional questions to download and complete.

On the lower section of the form:

The following documents need to be uploaded

—

Quality Manual (see INAE P510)*
Signed Statement*

Completed AF108 form*™

0ooo

Upload Documents Browse to add documents

Mo file chosen

@® Upload Docum

< Save and Go Back

Click on the browse and select all three documents required. Tick to confirm that each have been
uploaded.

The AF108 form is available from the INAB Portal Library.
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Upload your Quality Manual (or equivalent — see INAB PS10 document).

Upload supporting evidence for your application (see INAB PS10 document).

When the documents are selected press the Upload Documents button. Then click on submit.
If all documents are not submitted you will be informed at this point.

If the application is successful you will receive the following message:

Apply for Accreditation
Application Submitted
Please note that INAB is experiencing an increase in NEW applicants —

It can take up to 15 working days before your application will be reviewed and assigned to an Assessment Manager.

You can expect to have contact from your Assessment Manager within 30 working days.
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5.Apply for a Scope Extension

You can only apply for a scope extension after your initial application has been approved.

See also Appendix A for additional information.

402MT for ISO 15189

@ A0OMT ter 150151280 0 fvents
Awurded: [ P TR T
Renawod: Show: All Evante v
Explres: 01209/2021 No recors found
Standard: ISC 13789
Sub Scopels): Wicrobislogy and Virclugy
Haematciogy
Immranulogy
Status: Approved
llisto E
i @ Extensions to Scope
Application Lk To App Change Lvk ta Chsogo
Histery: | asiony Regumt e juest No rocercs saund

History: Hestory

G Apply tw amend or e

Click on ‘Apply to amend or extend scope’ to start the process.
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5.1.  Step 1. Standard and sub-scope

Add a description for scope extension. There can be a number of applications in progress at any one
time so this description should accurately describe the changes:

Apply for Scope Extension
Step 1of 4 - Standards and Sub-Scope

Scope Extension Description® -]

Select a Standard*

IS0 15183 v

Select Sub-scope(s)” Histopathology and Cytopathology v Acd Another Sub-Scope +
Haematology L
Microbiology and Virology -

If you wish to extend your existing scope rather than add a new sub-scope, click "Save and Proceed to Next Step’.

Mote: It is possible to apply for extensions to scope in multiple sub-scope disciplines as part of a single application.

X Cancel Save and Proceed to Next Step

If another sub scope is required then click on “Add Another Sub Scope”. If not then click on save and
proceed.
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5.2.  Step 2: Application specific guestions

The section is the same as section 4.2 however the first sections will be pre filled with answers from

the last concluded application. The last section is specific to the scope extension:

Application Details

I would like INAB to nssets my spplication:®
Is there an impact on INAB cross frontier policies™
Is there an impact on INAE multi-site policies™

Is there an impact on the impartiality of the organisation or the
services it offers™

[<

<

The first question is to highlight to INAB how you would prefer your application to be assessed.

If ‘Yes’ is chosen for any of the final three questions, additional information will be requested.

Appiication Cetails

| would likke INAB to assess my application:*
| understand that | will lncur additional costs for this cholce:*
Is there an impact on INAB cross frontier policiss?™

Plaase axplain the impact that this will have”

Is there an Impact on INAS multl-site policles?™

Plesse explain the impact that this will have*

Is thare an impact on the impartiality of the organisation or the
services It offers?”

Please axplain the impact that this will have*

At the next survedance sisit

Yes

i

<
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53.  Step 3: Update scope

Any existing sub scope can have tests amended or added to via the inline form detailed in section
4.3. Remember to click on save on each tab as you make changes.

If you would prefer that extensions to scope for multiple subscopes are assessed at a single
assessment visit, then each sub-scope extensions must be included in a single application.

You may switch between subscopes using the tabs.

Mcrohiningy and Virnlogy | Haematology immunalogy

©1he wopr elements for the sub-scope were suzcessfully submitted
Status Ste Medical pathole Cateoory Testjassay  Spenmen Tyae FquinmentTec Flexible scope { Range of maast Std. ref & SO0

Magruscopic

ExamnEtion

and

Jescopban
accredited | HQ 1011 A 1 2 3 f
sdited Macroscopic

wxgmnston

anrd

descnptian

You will notice when you amend scope elements a new row is added with a status of ‘Accredited
Edited’ as until the scope extension is approved your initial scope element is the one accredited.

To add new scopes you can download an Excel template and upload it as per section 4.3. There is no
automatic check to look for existing rows so ensure you are adding new items. You can use the
upload file numerous times.

If you need to amend the notes email your INAB Officer and these will be applied when the scope
extension application is complete.

If you need to add a new site for scopes follow the instructions in section8.3.
When the application is reloaded the new site will be available to select.

If applying for an extension using Excel template, then you must download a new version to be able
to use the new site.

See also Appendix A in section 13 for additional information.
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54.  Step 4: Application declaration

The terms and conditions statement must be printed, signed and scanned and then uploaded at the
end of the form.

The AF108 form must also be completed and uploaded (available from INAB Portal Library).

Upload supporting evidence for your application (see INAB PS10 document).

Instructions:

1) Please print o# the spove documant Ling the buttor Pere:

3] Engure 3 pesson wih aporopriate stnarty signs tre cocument, Then sCan it and upicad it using tre Upioac Documents’ festure beiow
31 PRase Soanined the AFIQSE form hiom the Honry comoete in Ul ang suteet with your apoiation

4) Upiosd dotuments uarg Deiow link

The following documents need to be uploaded
Document Type ‘\ Uploacds

Ssgned Statement” |

Uplcad Documents

Browrze to 30d docamenrts
| Chocse Flies | No te chosen

€ Seveare Go Sack m Some @

After the document is uploaded then click on submit. If upload is successful this will be returned:

Apply for Scope Extension

Application Submitted

Your Assessment Manager will be contact with you in due course, to discuss the assessment of the application.

On the accreditation page you will now see the submitted application:
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Extensions to Scope

1 record(s) found. Showing 1 -1
Description: Status

Adding a new test for Haematology Submitted

& Apply to amend or extend scope
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5.5.  To apply for or modify a flexible scope

CABs can create a new extension to scope application (see section 5, apply for extension to scope).
Modify their existing scope and edit the “Test Name” field of the relevant scope element to include
the required footnotes described in PS11.

The layout suggested when applying for a flexible scope element is: input two spaces, two asterisks
followed by the relevant number, i.e. “ Albumin **1,2,3,4”.

N.B. How to apply / amend a flexible scope in CRM - consult Factsheet - CRM FS-20 How to apply a
flexible scope in CRM. This factsheet is available in the CRM portal library.

See also Appendix A in section 13 for additional information.
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6.Events

When events are organised the primary and deputy contacts will receive emails from the system
which will direct the user to the portal. When you log into the portal the events will be shown both
on the homepage. If there is more than one accreditation all are shown on the homepage. Clicking
into the accreditation will show only the events for that standard.

Click on the event to see more details on the event. At each stage different information will be
available. Here are the following event statuses:

Status Explanation Visible to Assessors Visible to CAB
Team You can view the assessment team and
Confirmed acknowledge them. You can upload v v

documents for the assessors.

Plan In addition to the team being displayed the
Confirmed event logistics and which scope elements are v v
assigned to assessors are also shown.

Addressing Each assessor has uploaded their NCs and

NC’s you will be able to work through batches of v v
NCs and submit corrective actions.

Ready for The event is ready to form part of a decision v v

Decision to the board.

Closed Decision has been made. All information is v v
read only.

Events from the Homepage:

Events

Show: All Events

1 record(s) found. Showing 1 -1

Reg Non
Mum Date~ Type Status Conformities
402MT  01/03/2017  First Team

Surveillance Confirmed

Click on the link in blue to open. You can change the filter
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6.1.

Acknowledge the team

When an event is being prepared the primary and deputy contacts will get an email asking them to
login to the portal to view the event.

At this stage you will be able to see the assessment team, the discipline being assessed, their role,
and the organisation(s) to which they belong:

Assessment - 6 months - 402MT for ISO 15189

CAR Name:
tvent fype:
Start Dates
Status:
Standard:

Suls Scopes:

INAH Oficer:

Creervmw Vistl Flan

Trainirwy CAR

Farst Surverianze
oLRs2007

|eam: Confirmed
15015189

Mol ciogy and Virolagy

Hapmutology
Imimunology

Stephon Mayian

Assessor [eam

1 recorad(e) Foand. Showing 1 - 1

Mame

Padrag Kesne

Organisation(s) the 2ssrsinn belungs (o

ruh Navons! Accreaitation Sosed

Site N

End Date:

Visits to this CAB: 0

HQ

cudzam?

Non Canformitics recorded against this CAB: O

Logntins Actual Vi Mo Conformities Docamenls

Diacipline/ sub-scope arma

Quait; Manegemers e

Agreed Days Rl

15

Lead dssessor

- Myouhavean objection to any member of the team please contact your INAB officer

Attendaexy  NC Satn

Click on the button “Click to acknowledge the team for this visit” or alternatively contact your

Assessment Manager if you wish to discuss a change in the team.
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6.2.  Upload document to the event

When you have the event team you can upload documents either for individual assessors or for the
entire team to view. Browse for the document you want to upload and mark it for the Assessor or
for the whole team, then click the upload document button. If there are a large number of
documents it is best to upload a zip file.

NB —if you're uploading PS10 documents and these are to be viewed by the full team, you will need to
choose for the attention of: ALL in the drop down menu. See screenshot below

Creeraew Visit Flan Logestics Actual Visit Non Conformties Documenas

Uploaded Documents

Upiosd Documers: Fov e lterition al:

—Burace.

Al
@ Upkad Document Tigiring Assessor

Plegse name the document with your CAB name and desr descriphion
e.0. CAR Name PS10zip

All Documents For The Event

No records found

Documents for Training Assessor

Na recacds faund.

The documents uploaded will be listed below.

If documents are relevant to single assessor or to INAB officer only, then they may be uploaded to
the individual. Please ensure that documentation for the team to view is uploaded to ALL.

NB - Please ensure that your file names do not include special characters (i.e &/-\#+@;!”£?,. ) as this causes
errors, and users will experience difficulty downloading / uploading.

Also ensure that your file name does not exceed 250 characters, as it will also cause errors.

Assessors will also upload documents to this area after the assessment (including the x116
assessment reports). If this area has no documents listed it could be because a document is in review
in INAB. It will be made visible to you when approved by INAB.
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6.3.  View, sort and print the visit plan

When the event is at Plan Confirmed more information on tabs is available:

VISIT PLAN
The visit plan lists the proposed scope elements that will be reviewed at your visit.

e The assessor will assign the scope elements for assessment/witnessing

Logis < t ] ! % Documzm
Show Sub Scopes: i SdkSoipa @
Shitvw assesorn: ~ :I
30T rwcnnblad bt Saemarag 1 - 2840

LR um b wew rsuem
deliely o tha sope
CE AR PR
Alzen Wismaibsiagy LY Neamireme et ol asarsisocyl sty 4 Ararricrncyl Samemery Tamag: ULTAZNN  Vevd Dtter Aecneenn n i

tearetnin i Vnlbegy At apeleahne oF chrecal itteerestne Areches st Anserches

AR N RPN TINTAII (FAy Croee DG

aninibee) = 01 Arcasin e

Afwan Moy S0LE Reentifeation of sblavd bacnicud - A Bodremual Malhous T 0L02/2012 HaadOMuy  Sapednd ¥
Drarefed 3 Vrokgy Long wEng non mockic oo basel PO ComimR il asms

uchnbuss 21 Boctenicyd nethacs, C0
maknd comeeers ol ’)..',l‘ﬂ’/

asscn Wornesiogy TN wewsinn ol bactee ol pucan i arator & Ittt INADNAL Fead e Acawaled ¥
Eraralmrl e Vaukoyy lonicd artogern sanzg apectic srlizod se recrichi Lty artigers
AL PTG e AL AN -

Juntue i aiogibpiis mathods

Alema Mernsisiney A Desaman af fectee sl avetn urN 2 A Foroms Tasraserse NN s Mre reetevined VY

Users have the ability to:

1. Sort by all headings - Click on the arrow beside the heading name to sort by that field.
2. Expand and Collapse all button - Click on the arrow, as highlighted in the red box, to see
further details on the scope.
3. Print a pdf copy of visit plan (as per screen ie Assessor/sorted in a particular way)
The print button, is situated on the right hand side, above the “Show Subscopes/Assessor”
filter.
a) 1% page will capture Event details

Cab name — CAB Name
Event type — Event Type
Start date — Start Date
End date — End Date
Site name — Site Name
Standard - Standard

Sub scopes — Sub Scopes
Team members and role
. INAB Officer

10. Logistics

CoONDUAWNE

b) Subsequent pages will display all Scope items expanded
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On the Logistics tab information related to the event will be displayed:

|
Crumrview \isit Flan Logistics | Actusl Visit Nor Conformities Documents

The tesen will be cosite a1 Sam and will c=¥ the guality manager. Lunch will be at 1am, There will be 3 wrap up meetng at 3om to go through the results ard ol for
the fodlow up.
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0.4.

View the actual visit

After the visit the assessor will update the visit plan with what was actually witnessed or not. In the
example below two scope elements were witnessed as planned, and a third was related to a test

witnessed.
Show Sub Scopes: A SubScepes
Show assessor: A
317 recorcs) found. Showing 1 - 250
Assasset  Flag Subs Scape Scope Jtem
Afson ficlated 1o Himopathelogy 1031 HElepathclogy - 0% £
Erarsficid  test wa Immunahistechamiztry
Winnassed  Cytopatholagy

Abzon Witnessed Hisopatheology 1051 Histopathology - 26 o\
Branefield wd Immunohistochemistry

Cytopathology
Afcn Witnissed Hiopathclogy 1051 Helegathelogy - 0% A
Eraraficid and Immunchizeshamistry

Cytcpathelagy

HOW TO SORT THE LIST?

Category

et Scope
Scope Bermem Visited Seope Site Status

KeaP 20,08/20IB Head Offica Naw v
KUBIC ESA Com

OLUE20M6 Hepd Office New v

RTSH DLCE/Z0I8 Haad Office  Naw v

In the screen shot below, the list is sorted by SUB SCOPE. To do this, click the arrow as highlighted in
the red box. You can click on any of the main headings (including Assessor) and sort the list as

required.
Ovsriwsy Wit Flan Logis s Betial Vi Man Conlor mitss Dovunents

Show Sub SCOPES: All Sunkcapes

Show assessor: Al

357 recordlst found, Showng L - 230

:

Assemsoc Flag Sub Scape Scapw lam

Alisoy Wilrmss=d  Minol gy 1017 Mmasarmrwnl of ant ool A

aranshold andvieleqy  actuity anc apghicaton of chinizal
interpretive orena b3 genenal bactera
fragidly Graming s=enbes! « 01 Anaentes

Aiizon Wirczzed Mirobsokgy 1016 Iscmhication of osurad bactens &

Rrarafinsl andd Wenleo e e L IR P R S |

Category  Scops Element

Last S<ope
Visitad Scope S5t Stxhux

Al Lrobist See

ety DLNGZ0IE Begd Offie Auasliieg ¥
isshng. Aarobes 3nd
Ansercbe:

Mzenamics) Methodz: CL CZUE2008  1iesd Cthee Suzaonced v

marmed s reermes il

CRM2 INAB CAB Portal User Guide
Issue 7 May 2022

Page 42 of 82



HOW TO EXPAND THE SCOPE ELEMENT TO SEE ALL DETAIL?

Click on the arrow indicated in the blue box, this will expand and show further details (test, SOP etc.)

3
- - LUlick o the armorw indicated o the

spraiiil Dl deetails on The soogpe

Last Scope
Visited Scope Site  Status
Ahzon Witaczzed Miocbiclegy 1017 Measuromant of artimicrocial A Antevizrobiad Sensitivity. 017C68/2028 rlead OFce ficrecited
Bransfizid ard Veoiogy  actwity and apeleation of imcal Tasting: Aerokes 2nd
interpretive critena to geners bactana Anserobes

{rsuidly growing ssrobes) - 02 Anssrobes
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6.5.  View non-conformities and respond

When the first assessor uploads their non-conformities the event status will change to Addressing
NCs. The NCs uploaded are divided into batches with each batch having a different deadline.
Therefore for each assessor there could be three batch types, i.e. two assessors with all three types
of NCs will mean there are 6 batches to be responded to.

1. Major
2. Minor
3. Extension to scope

Major NC’s have the shortest deadline so these should be responded to first. You will receive a task
per batch submitted:

@ Open Tasks

5 record(s) found. Showing 1-5
Task Due

MNC Batch in CAB Review: 07/10/2016 x

MC Batch in CAB Review 21/09/2016 x

MC Batch in CAE Review 08/M12/2016 ®

On the events panel the number of NCs will be shown:

Events

Show: All Events

1 record(s) found. Showing 1 -1

Reg Non
MNum Date~ Type Status Conformities

402MT  01/03/2017 First Addressing e 0

Surveillance MCs

Click into the event and onto the Non Conformities tab:
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Oveniew Visit fan Logishes Actucd Vi l' Non Canformetios DoosTmints

Show Assessor: Al

|<]

3 recordis) found. Showeng 1 - 3

Number of Non Cearance Root Cause

Conformities Attempts Anclysis Required
Viea Rarch  Training Msjor No Not 3 | No Traring 21my06 13
Asrusion Ceared Cad
Viza Batch  Trainrg Mot No hot 2 1 No Tranrg 0TS 29
Astoszor Ueared ag
Viow Batch  Training Minor Yes hat 1 1 Ko Traning  CEA2/20100 88
Assesson Cleared caz

Each batch is listed with what it is classified as, who it is assigned to along with the due date and the
number of days left to respond. The number of NCs in the batch and what clearance attempt it is at
is shown. To view the NCs click on view batch:

Assessment - 6 months - 402MT for ISO 15189

Event Type Firet Sunwilsnco
Start Date 0103,2007
End Date 01/03,2017
Status Addressing N

Non Conformities in this Batch

Assessor Traming Assessor

Qassification Majoe

Extension to Scope No

3 racordys) tound Showmg 1- 3

Observation number Standard Ref.
tastzans Ref 213
AN Raf 124
TA/2016 Aul125

Standard

Sub Scopas

Al NCs:

Assigned Ta

Due By

Days

Filter by Status:

Status Cesrance Attempt
Not Cloared 1
Kot Cloarod 1
Not Cleared 1

IS0 15189

Macranicloqy ard Virslogy
Haematolagy
Immunciogy

© © ©

Tranng CAD

21,05/216

1=

Al v

Last Updated
2N G
ornaame
C7/092018

All NCs in a batch must be responded to before the batch can be submitted to INAB to review. Click

on the observation number:
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This is a test

Nonconformity Event Record

Observation Number
Standard Reference ABC
Status n Review
INAB Observation This is not good enough
Classification Minar
Evidence of Corrective Action Required No
Extension to Scope No
Proposed Response will fix
Clearance Attempt Documents

Clearance History

Attempt Number 1

CABE Response* fififi
This should indude an analysis of the extent and cause of the

nonconformity and alse a description of the corrective action(s)

plannad or already taken. If evidence of corrective action(s) is

required, this will have been indicated by the assessor

4 PreviousNC = NextNC » LRE-CTORGEE Ol @ submit to INAB

Click on Edit details to add the corrective action:

Clearance Attempt Documents
Clearance History @ Edit Details
Attempt Number 1
CAE Response® mifjfif

This should induede an analysis of the extent and cause of the
nonconformity and alse a description of the corrective action(s)
planned or already taken. If evidence of cormective actionds) is
reguired, this will have been indicated by the assessor

4 PreviousMC | NextNC » LRt @ submit to INAB

Documentary evidence may also be uploaded also at this point. When uploaded you can view the
document in the documents tab. Response should include analysis of extent and cause of the
nonconformity and any documentary evidence requested by the assessor.

Click on save details and then you can click to Next or Previous NC. When you have responded to all
NC’s you may submit the batch to INAB.

Please ensure that your file names do not have special characters (&!/.,\#@’) as this causes errors,
and users will experience difficulty downloading / uploading.

Also ensure that your file name does not exceed 250 characters, as this will also cause errors.
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The ‘Submit to INAB’ option will only become available when a text response has been entered for
each non-conformity in a batch. It is very important to click on Submit to INAB as otherwise you
may exceed the deadline to respond to a batch.

The assessor will review evidence submitted and then either clear the finding or return it to the CAB
for a further attempt. The batch will be re-assigned to the CAB and given a new deadline for
submission.

Assessor comments and request for additional information may be viewed for previous clearance
attempts (‘See Previous’).

Tearsros Attsenpl DOcunents
Clearance Histary
Attarmpt Number ? See _‘L“.’.‘E[:j
CAE Update*

Each of the attempts will be listed with a list of documents:

Previous Clearance Attempts

Clearance History

Attempt Number

CAB Update Here s my tull Fespanse In araer To coar oaseryatan |

Assessor Comments Ths 8 nOL Quite what was needed. can more getails De giver on this?
Documents

No records founc

As the deadline for batch responses approaches emails will be sent to you to remind you of the
deadlines.
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6.6 My NC batches

As there can be different batches for different events assigned to different groups, there is a page
accessible from the top navigation ribbon titled My NC Batches which lists out all the batches
assigned to your CAB and deadline for response.

f My NC Batches

My Non Conformity Batches

2 racuyadis) Jeored Showing 1 -2

View Batchy Evend Title Eventt Typw Evwid Start Date Classification Nusnisr of Nan Conforimities Duw By Dyx
Vieew Balch Fre feseseimoend cihial Assesuren. QLD [ Mot 1 qnaen. 33
Vieew Raten Annual Sansedlanee 2 Srevas Sureeilanee PO DA () Majer 3 THEANS 73

Click into the batch you want to respond to by clicking view batch. Follow the instructions from
section 6.5.
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7.Accreditations
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7. View my accreditation

Clicking on the registration number on the homepage will open up this page:

402MT for ISO 15189

@ 00T 4ot 1S0 15189 @ Events
Awarded: L i Ul
Rereweit Show: AN tvents “
Expures: o090 1 rconds) found. Showing 1 -
Dute Type Statun Noe Conformitiss
Standard: 5015188
01032017 Aoyt Survellarce  Pan Confemed
Sub Scopelsk Microbiotogy and Virology
Haematotogy
TeRClogy
Status Approved
Histoty

@ Extenstons to Scope

Apphcation  Lirs To App Change L to Crange

Histoey: Htory Request LERE Y 3 (&) found. Sh 1-2
Addrg 8 new test for Maematology Conduded
Anoither te pcced Drat

17 yous chuanges are nol yet visidde they may not have been appeoved yel by an INAB Officer. Minos Scope adits can be made by selecting the down arrow beside 1 scope

elements below.
"0
W s scope Scope tiem Category  Scope Hement
[[] Mcroboiogy 3na Virciogy 1011 Macrascook: £amination 340 cescnptien - A 1 v
[[] tservatoiogy 1030 Maevatology - 91 Scod courts B 2 v
[T] tevmunclogy 1060 Immuniiogy - 01 Quantitative irvestigation of | ghotuing GAM snd D I body fucs o 3 -

General information related to the accreditation is displayed at top left. Below this are links to the

application history, see section 7.2, and change request history (suspensions and withdrawals), see
section7.6.

All events for this specific accreditations will be shown. Current or closed events may be viewed by
using appropriate filter.
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Any extension to scopes section there are a number of statuses:

Extensions to Scope

3 recond(s) found. Showing 1-3

Description: Status
Adding a new test for Haematology Concluded
Anaother test added Draft

Demo extension CAB Revision

G Apply to amend or extend scope

A status of concluded means the application has been closed.

If it is in draft then the application is still in progress and has not been submitted as yet. If it is at
Submitted/Received then INAB are reviewing the application and no changes can be made.

If further information is required, INAB may return the application to the CAB. If INAB set the
application to CAB Revision then the application can be modified by the application as per section 5.

A new extension can be made by clicking on apply to amend or extend scope.

All scopes are listed at the end with a tab per site. By clicking on the down arrow more information
on the scope element is shown. From here a minor edit can be requested (section 7.3), or scope
elements withdrawn (section 7.4), or suspended (section 7.5)7.5.
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7.2.  View application history

Click on the link to app history in blue from the accreditation page:

History

Application Link To App

History:

History

All applications will be displayed in a pop up:

Application History

4 record(s) found. Showing 1 -4

Date

Submitted

06,/09,/2016

07/05/2016

07/05/2016

07/05/2016

Application
Type

Mew
Application
Scope

Extension

Scope
Extension

Scope
Extension

Change Link to Change

Request Request
History: Historny

Current

Status

Concluded

Concluded

Draft

CAB
Revision

View Application

Training CAB - 150
15189

Adding a new test for
Haematology
Anather test added

Demo extension

® Close
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Any application can be clicked to see the information from the application:

Training CAB Application

Standards and Sub Scopes

Standard: A02MIT for 150 15180 Purchase order number: 123456
Sub Scopes: Microbiclegy and Virology

Haematology

Imnmunalagy

Key Personnel

Laboratory Director: Lab Director

Clinical Manager: Clinical Man Deputy Clinical Manager: Dep Clinical Man
Technical Manager: Tec Man Deputy Technical Manager: Dep Tec Man
Quality Manager: Qual Man Deputy Quality Manager: Dep Qual Man
Mame and position of the Organisations Mame an Post

representative with authority to commit to

accreditation:

Staff employed by the organisation

Technically Qualified: 10 Clinicak: 10
Other: 10
HG
Sub Scope Scope ltem Category  Scope Element
Microbiclogy and Virclogy 1011 Macroscopic examination and description - & 1
Haematology 1030 Haematolagy - .01 Blood counts & z
Imnmunalogy 1040 Immunclogy - .01 Cuantitative investigation of immunoglobuline GAM and D in body fluids A 2

All the documents associated with the application are shown also at the end.
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7.3. Make a minor edit

If there is a spelling error required for each scope element you can request it to be changed. From
the accreditation click on the down arrow:

If your changes are not visible they may not have been approved yet by your assessment manager. Minor scope edits can be made by selecting the down arrow beside the
scope element and editing the text.

CERTIFICATION SITE Ennis General Hospital Head Office Raheen Site-Microbiclogy MNenagh Hospital

Show| 250 | entries Previous - K Mext

Showing 1 to 250 of 207 entries

|| Sub Scope Scope ltem Category Scope Hement
D Haematology 1020 Haematology - 02 Visual examination of blood A nots that the status changes to edited. -~
filmz
Medical pathology field 1030 Haematclogy Test 02 Visual examination of blood filmz
Test/Assay note that the status changes to Specimen Type EDTA Whole Blood
zdited.
Technique Hematek Staining machine and Range of Measurement/Equipment WA
manual microzcopy
Method (CE/MNon-CE/In house TEST Std. Ref & SOF LP-HAER-008
developedsbased on standard
method)

You will see an Edit button. Clicking on edit opens a pop up and the text fields can be changed:

Edit Scope
Sub Scope Scope ltem Category Scope Element
Microbiology and Virclogy 1011 Macroscopic examination and A Mew Test
description -
Test/assay New Test Specimen Type New type
Equipment/Techniqu Flexible scope | | l
(where
applicable)
Range of Std. ref & S0P
measurement
% Close ¥ save

When submitted a request will be sent to INAB to approve.
Until it is approved the existing scope is shown on the accreditation page.
If approved it will be updated and you will receive an email.

If it is rejected then the extension to scope process will need to be followed to have the changes
assessed and/or implemented. You will receive an email from your Assessment Manager if this is
the case.
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7.4.  Withdraw scope elements

If you decide to withdraw a scope element you can do so by selecting certain tests or all tests:

HQ
Scope
|| Sub Scope Scope Item Category Element
Micrebiology and 1011 Macroscopic examination and description - A 1 v
Virology
@ Haematology 1030 Haematology - .01 Blood counts A 2 v
D Immunology 1040 Immunology - .01 Quantitative investigation of immunoglobulins G,A,M A 3 v
and D in body fluids
Microbiology and 1011 Macroscopic examination and description - A 1 v
Virclogy
D Haematology 1030 Haematology - .01 Blood counts A 2 v
D Immunclogy 1040 Immunolagy - .01 Quantitative investigation of immunoglobulins G,A,M A 3 v

and D in body fluids

All scope

When you select either all or selected scope a pop up opens:

You have chosen to withdraw the following:

= 1011 Macroscopic examination and description -
* 1030 Haematology - .01 Blood counts

Reason For Withdrawal:

I+
L

*® Cancel ubmit

Enter the reason for withdrawal and click on submit. The request will be submitted to INAB. It will
be reviewed and when approved your scope of accreditation will be updated and this test(s) will be
removed. Scope elements cannot be reinstated following withdrawal. If this test is required in the
future a scope extension is required. These tests are grouped together in one request to INAB.
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7.5.  Suspend scope elements

Similar to the withdrawal section above, scopes or individual scope elements may also be
suspended. The difference is a suspended scope can be reinstated (e.g. if a machine is out of use for
a short period during planned maintenance).

Either select the specific tests or to suspend all scope (e.g. if the whole plant is being closed for a
short time or is moving):

HQ
Scope
|| Sub Scope Scope ltem Category Element
Microbiology and 1011 Macroscopic examination and description - A 1 A
Virology
@ Haematology 1030 Haematology - .01 Blood counts A 2 hd
D Immunclogy 1040 Immunology - .01 Quantitative investigation of immunoglobulins G,A,M A 3 v
and D in body fluids
Microbiology and 1011 Macroscopic examination and description - A 1 v
Viralogy
D Haematology 10230 Haematology - .01 Blood counts A 2 v
D Immunology 1040 Immunology - .01 Quantitative investigation of immuneglobulins G,A,M A 3 v

and D in body fluids

All Scope
RN Selected scope

Again a description is needed with a request date for the suspension:

You have chosen to suspend the following:

= 1011 Macroscopic examination and description -
= 1030 Haematology - .01 Blood counts

Reason For Suspension:

Start Date: 07-09-2016

® Cancel X submit

When submitted and approved by INAB this scope element will not be displayed on your scope of
accreditation.
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INAB will contact you to request an update on status of suspended scope elements. Alternatively the
CAB should send a request for change to prompt the reinstatement when the problem has been
resolved (see section 12).

Note: the test(s) will be approved as a group (not individually) so make sure to group them
appropriately.
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7.6.  View change request history

You can see the suspension and withdrawal history by clicking on the change request history link:

History
Application Link To App Change @g{
History:  History Request  Request
History: History

This opens a pop up:

Change Request History

2 record(s) found. Showing 1-2
Date Submitted Request Type Current Status

07,/09/2016 Suspend Submitted
07/09/2016 Withdrawn Submitted
® Close

Change request statuses as follows;

e Submitted (you have just made the request);

e Approved (INAB have approved this request but have not updated the scopes on the INAB
website as yet)

e Rejected (the request has been rejected)
e Completed (all actions from the request are complete).
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8.Update Organisation Information

There are a few sections which can be updated in this section, see below.
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8.1. Profile information

The first part of this page deals with the CAB information:

@ Contact Intormation € My Organisation
Adebrrns 123 High Stieel Loyl Shatins Counieed by academic inslihticn
Street 2
VAL Exempt No
Straet 3
CRO Numbee 12385
City
County Cadow Tranfinny a6 Domo Site lne
Postende RS3 FOE2
Tddephone 05697 73000
Website gy A miywebsite s

Fdit Dtails

Click on edit details:
Training CAB

@ Information

If you require a change to any field on this screen which cannot be edited then dick on the Reguest for Change fink in the header

Address 123 High Street
Street 2
Street 3
ity
County Cadow
Pastcode RS3 £DB2
Tedwgilierome 054 91 73000
Weknite Ptp Y/ venw.mywebnteso
Legal Status Ot by scadumc enstilvtion
VAT Cxempt Ho ~
CRO Nusnber 12345
Irading as Oemnc Site Inc

The only fields that can be changed are the VAT exempt and the Trading as. All other fields need to
go through the request for change process, see section 12.
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8.2.  CAB key contacts

The three key contacts can be viewed in the middle section of My Organisation:

3 records} found, Shovm'ri 1-3

Training Uses Main Cantace HGQ
Deputy Traming User Deputy Contact HQ
Fmanoal Trarsng Uses Financal Cordact HQ

To view more details click on the name:

@ Contact Information

Name* Training User
Telephone +353 1624 1458
Cmail training®heaie
Site Name (if your organisation has multiple accredited sites) HQ

‘::l"

If you would like to change the phone number and the site click on edit:

a Contact Information

Name Trawng User

Telephone 3521624 1458

E-maid* sty heain

Siter Narne™ HQ Z

To change the name and email you need to go through the request for change process, see section
12.
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8.3.  Sites

The final section is to view and add sites:

0 Sites

1 record(s] found Showing 1 -1

Hame Lo akion

HO 123 High Street, Street 2, Street 3, Carlow

To view the site click on the site name:

@ Site Information

Site Name HQ

Address 123 High Street
Street 2
Street 3

City

County Carlow

Postcode

Country

If you require a change to any field on this screen which cannot be edited then click on the Request for Change link in the header.

If there is no accredited scope element associated with the site there will be an option to edit the
site information, otherwise you need to go through the request for change process (see section12).

To add a site click on the Add Site button and fill in the mandatory details:

@ Add Site

Mlams™

Address*

Perslionds

Coumntry |V.

W Cancel X Gave

To add scope elements to this site you must either start a new application process or an application
for extension to scope for an existing accreditation.
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8.4.  Facilities for which laboratory provides
Haemovigilance and Traceability Services

This applies to medical laboratories which provide haemovigilance and traceability services to other

facilities away from the main laboratory.

For guidance please refer to AML-BB (Minimum Requirements for Blood Bank Compliance with
Article 14 (Traceability) and Article 15 (Notification of Serious Adverse Reactions and Events) of EU

Directive 2002/98/EC).

Enter details of each HV&T site through the Portal

Siles

7 receeciz) fourd. Showrg 1 - 4

Feld Oehee Mudingar. Meatk. Ircland
Feld Cefice2 Mdlingar, Meatk. ircland
1edd Ofrice bA3in Strece Locan. Sudin

Now zite

. 2

heid should loccin arm tod Cavan irdanc

o Facility for which laboratory provides HV/T services

3 reooe (3 found. Showeg 1 -3

Name Location

et site anly, HVT, May, Irsfand

HYT site acditresa 1 oaddeess 2. Dubiln, keland

Tt vl bk o comy Carkom, Trelardd
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9.My Account and User administration

CRM2 INAB CAB Portal User Guide
Issue 7 May 2022 Page 64 of 82



9.1.  Edit name and change your password

Under My Account you can see your name and email:

Name: Training 1 User 1
Email: training @hsa.ie
© Change your password? Edit Details

To edit your name click on edit details:

Training CAB
© My Details

First Name: N Training )
Surname:

User

Emall: franrghsas

* Rebum X Soe

Make the changes and press save. You cannot change your email as this is what is used to log into
the portal.

To change your password click on the Change your password link:

Change Passward
Ernail trainingEhsaie
O Passweord
Mew Password

Canfinm Passsard

Enter in your old and new password which also needs to be confirmed. Click on the Change
Password button.

CRM2 INAB CAB Portal User Guide
Issue 7 May 2022 Page 65 of 82



9.2. Invite Users

Each CAB can have an administration portal account. An administration account can invite users to
login to the portal:

INAB Online - Training CAB

@ About Me
Name; Tranng Liser
Email: Lialming S e

Users & liwite User

Click on the Invite User button (if you do not see this when you do not have administration access):

Invite a User
@ Contact Information

Hrst Hame:
Sumame

Froail drddrmse:

. CJI.LEI m

Enter in the first name and surname and the email address and click on submit. The Email must not
exist in the system already (you will be informed if this is the case).
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9.3.  Account activation/de-activation

If someone in your CAB has left or re-joined you can activate or deactivate their account.

Users 4 Inuie Liser
Lzputy Iraming L deptammgiEhs.e Dactrabe Aocound Set as Admin
Finarcial Training F financiarainingdreie Brtiaate Anoount St ac Admwin

If you click on deactivate account then the user will no longer be able to log into the portal.

If the link states activate ensure they have registered for an account with the email that was sent to

them.

If they have logged into the portal previously and an administrator has deactivated them then
clicking on activate means they will be able to log in again.
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94. Set as admin/remove as administrator

By default the primary contact is the only Administrator on the portal.

You can make any user on the site an Administrator which means they can invite
users/activate/deactivate or set others to be Administrator.

As an administrator you can click on Set as Admin to make that user an administrator. Alternatively
you can click on Remove Admin status on a user so they can still log into the account but they will
not be able to do CAB user management.

Users
Deputy Traiming O ceprranng@hasaz Deactaate foccunt Remove Admn Status
Firarcial Tranog F fingncistraining S sy e Activole Avcount Set s Admir,
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10. Library

The library is where you will find any INAB documents which may be useful to you during the
application or accreditation phases. Itis a list of documents which you can click to open.

User Guide | Accreditation Queries | Reque:

Irish ; National Accreditation Board

’ & l My NC Batches My Organisation My Account Library
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11. Queries and Feedback
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111, Queries related to your Accreditation

Queries related to your accreditation may be submitted through the INAB portal.

Once your query is submitted, it will be sent to the assessment manager responsible for your CAB.
This should be used in place of direct email.

Following an initial roll-out period in 2020, this will become a mandatory route for communication
and will assist us to track and trend queries to INAB centrally.

Access via your homepage in the CAB portal

Irish : National Accreditation Board User Guide Reuest For Change |
Part of

A

- SeSlen
pre——

My 0 rganisation

Input your query and submit.

Accreditatics Query

Paseas cullin it ool alhan imy o e &oansnnn fuemgis iz, S cannizecan 0 sagronnee Linmdbnidind wie b yaarhis wicin 10 s ng v £ &z
Mzt b boasn e bruedrare shivenvon, this i sl i s aigetly vz napaesn limn

Quecsenesrschidadng edstizs sod chandog srcud o8 dnoccd wsched g i Lis

Pease revem e INGG Cusia=er Chamer on o wesens 19 M=y on on tesdoatt macmyimms atd BT oakynis

Query”

Feedback

Please feel fres 1o comact us with any gueny you may have.

X Cancel
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11.2. General feedback

INAB is committed to offering a professional standard of accreditation services and welcomes all
feedback from applicant/accredited clients about the services it provides. There are a number of
feedback mechanisms through which stakeholders can submit this feedback. Refer to INAB Policy
Statement on Mechanisms of Feedback to INAB (PS25) for details.

General feedback may include client feedback, INAB CRM (Customer Relationship Management)
feedback, assessor feedback and complaints feedback.

Applicant/accredited clients may also use these feedback mechanisms for disagreements in relation
to recommendations of INAB assessment teams and in relation to any adverse decisions on a client’s
accreditation status.
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12. Request for Change

Irish i National Accreditation Board Feedback | Request For Change | Logout

There are a number of items which cannot be changed on the portal. For these you will need to
submit a request for change to INAB:

Request For Change

° TR0 you know you G request the Tolaniog on the sccradnation page
& 1ANDCACOPE WA 1ext Changs wihieh an be appraved by pour assessmant manager
¢ Necuest xispenson oc wahaiawsl of scope slement oc entra scape

*  Apply for exlensdn 1o toape

Qn an fvent you can
¢ Acknowiedge (he sssesament feam
¢ Uplasd socurmants for n asiResar urgam
¢ Nevew your zmsesament report
¢ Respond (o norkonicmutes

¥ you want o request somatieng additionst plesse peck fram the hist Selow.

Purpose”

Chanoe af Acdress fbe claar If It ic 3 3188 o thil COmMRspONdencs adoreas) v
Title™

Please enter in detail for t 1o action®

X Zancel @ sSutmz

In the title line, enter a high level description of what needs to change e.g. the CRO number. In the
description give the full information of what needs to be changed and submit.

INAB will respond to this request.
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13. Appendix A — Additional guidance on
editing/amending your existing scope

There are a number of different functions within the CAB Portal that allow edits, amendments and
extension of your existing scope.

These are:

e Application for Extension to Scope (Section 5 of the Cab Guidelines) — allows CABs edit and
add new scope elements. This includes reduction of measurement uncertainties, increase
accredited range of measurement, and expansion of accredited range of measurement.

o Withdraw Scope elements (section7.4) — allows you to select scope elements and withdraw
them from your schedule. Note: this is a permanent removal.

e Minor Edits [section 7.3)— for small changes like spelling errors

APPLY / EDIT MY EXISTING SCOPE — USING THE EXTENSION TO SCOPE APPLICATION FUNCTION
Click into your accreditation on the portal, to access the apply/Amend your scope

o You will be presented with a wizard that brings you through steps 1 - 4.
e NB-—at step 1 - your existing standard/sub scopes will be greyed out.
o Just add your description (Clearly outlying what you intend to do) and save and
proceed.

Scope Extension Description® (7]

Flegdle Scope spolication - Hislo U"l'.{ x

Example of
description

(Unless you are adding a new sub scope, you choose Add Sub scope, after you add description,
then save and proceed. Complete step 2.
e Once at Step 3
o You can edit your scope (within the table using the In-line editor),
o Identify your flexible scope elements
o Add new scope elements (in the table OR download the template).
e You cannot do both i.e table edits and upload new scope elements.

If you wish to edit existing scope and add new elements this will need to be done in the in-line
table editor. Downloading the template should only be used when you are adding a significant
number of NEW scope elements only.
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HOW DO | ADD ANOTHER SUB SCOPE TO MY ACCREDITATION?

At Step 1 of the application wizard:
Click on Add another Sub Scope:

Choose the relevant sub scope you wish to add, in this example we are adding the sub scope
Electrical Testing.

Apply lor Scopa Fxlension
Stip 2ot Sl d Sl S,

Zzn DwainDuagtasr @

Sbnd 2 Sl eeppY =

PRS-

¥ w45 eeTrs et e v N a

MK AT TR
Vader o Tuirg

W thiral et ok
WA Faimetn

e

.

e C(Click on save and proceed to the next step
e Complete step 2, and save and proceed.
e At step 3 you will be presented with your Scope of Accreditation.

How do | add the new scope elements for e.g electrical testing?
At step 3 of the application wizard, you will be presented your scope.

You can add new scope elements in two ways;

1) Table in-line editor
2) Download an excel template, complete and upload into the system.
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THE TABLE IN-LINE EDITOR

It is advisable to use this for adding a short scope, or when making amendments to existing scopes.

Adding in new scope elements in the table
Once you have completed steps 1 and 2 of the Application for extension wizard, you will be
presented with your scope in a table format.

Apply for Scope Extension

Step 3 of 4 - Scape of Accraditation

Place cursor between

.
Comstriemiom Matenigs Tertng Chemeral Testing Mevtiwien Tmtrg :u—ycadlnp to widen
Ehacnicad Seiing Muidd - Jype oF tist l Latwgory Teal descuipliin Eouspirent Tested Vesistemadt U Warge o i Sl ol & SCP Aealtls weps (

S
H2ad Cce 201 ERCUOMI g e s compatibalty - 0L Smksicn testing A Tex 0t Tist Test Tex
iwadd Gl A1 e conpelitifly W Cthe n 1 - loa [ Il
Hasd s | - O | |
VA Hetrmmagnete compunhity 271 Emsuoe festing -
301 Bectromaqnehe compan bty - £2
301 Bactromagnete compa by
32 Bectromagnatic compas by
o K Agyrensd & pealinree o Dt 00 Mt conmamanaioe s o OTAE
@ U 302 Appeoasd & perfonmar oo twats - 00 Beical ippliesces ard . =ditxtion

122 Approad & oo o tealy 00 Telwenmamanodions mon . 35w 1 DS 0pioadad &2 row 15guests £ yo0 M 10 chatge s0opes then e the

322 Aporoval & pemormar ¢ tests - 79 Cther

o 306 Toids oo inasaling Cofdiating a0 rsETandd matenak - 21

)

e C(lick into the relevant tab (in this example electrical testing)

e To addin a new scope element — scroll to the end of the table.

e Start at the first cell, choose the relevant site and work across the row choosing the relevant
drop down choice.

o Then complete the open text cells i.e Test descriptions, ranges, etc relevant to your
standard.

e You can widen the columns by clicking on the top heading line that divides each header

Apply for Scope Extension

Szep 3 of 4 - scope of Acceditaton

FreTIaA gy Moty o i

Srrten 11 Ak eyt Trefdwew Soediven Teor  Tachnisie  Boea af0A Yeehas XTI SrA R NS
St s W tia- 2220 LS i
Wirmbisiagy  leevaboiacs
30
A
sortratic

Azt leaz B »
Nowwvicards ow
Ve
ot rabet
At cod flvw

g o

4

ol L TR PR N A £2F, EEE R R0 I
Hesratodass Lrrats Lrechoes 24
N feere

e (Click into the Cell that you wish to edit / add text
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If you are changing the drop down option listed — (first 4 fields) this must be chosen from the
drop down menu.

Regularly save as you proceed.

Once completed Save and submit.

This is also where you can determine your flexible scopes (see the FS factsheet for further

information).
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USING THE EXCEL TEMPLATE

This is for adding in NEW scope elements, not editing.

It is recommended to use the excel template if you have a long scope to add, as you can copy/drag

to assist with duplicate entries.

NB - you cannot use just any template from excel - you MUST download the blank template

within the ext to scope application section. Click into Download a blank scope template for this

accreditation to access this template. This is the only one you can then upload once completed.

Apply for Scope Extension

Step 3 of 4 - Scope of Accreditation

Construction Matenas Testing Chemacsl Tosting Mochanical Testing Heatnral Testing

e Flectncal testang©  Catagary  Test descnpbon Fouspment testec Measurement uny Range of measun 5id. ref & S0P Fesible scops (W

X cne i

@ ﬁ Download a blank scope 1emplate for this acoreditation
Jeonl far aacknrn new scopes to your accrediation. All scopes vell be uplinaded a5 new requests it you wish to change sonpes then use the
1Grm #oove,

@ B Upfoad new and meodified scopes to your accreditation

e Choose download blank scope template in Step 3
e Excel template opens
e Complete the excel template

in screen below) to ensure that each cell is copied.

NB-Ensure that when you drag/copy cells with numerical content =, choose COPY Cells (indicated

(B . £ ] . . 3
Vrismw e hig wwd

s Boaciiagl e Nealiad faryw Trd Mg e T mdoin " Lo dw sww
L T TP

A . . v

D T L SRTRE

A wany . ar 3]

WID I W R K e WG

el smss . - =

Ml KA A ad ke By A

2l A - L »

I R R T N ISR
Y i . v "
s L R =

A W . - |
M3 MUUMITORE MDD A W

b1 way . . =l
PRl N b g sl e b Ky o b

T wevan - . £
[ 1 WP sap e b, DNy A

R . i |
bl I e e e b (ke

Vo wrvaen . .

THIS AU I T A e e e
e wwa . ar

R B L e P A L P RN

e  When finished — save your excel document
e Choose Upload template in step 3 — browse
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NB - If copying and pasting within a drop down menu, ensure that you choose from the drop
down menu first and drag down. Do not type text into drop down fields.

HOW TO EDIT YOUR SCOPE USING THE TABLE INLINE EDITOR?
e You will need to complete steps 1 and 2 firstly.

e At step 3 of 4, you will see your Scope of Accreditation
e Note that you may be presented with multiple tabs depending on your Scope
e Click into the relevant tab to make you edits

Apply for Scope Extension

Step 3of 4 Scope of Accreditation

THIS IS THE IN LINE TABLE EDITOR

Histopathalogy and Cytopathalagy Haemakalogy Morctacceqgy and Vaalogy
Status See Mcoical pathelr  Lategary cstiaszay  Spasmen fype Cquipment/| ozl Mathed (CL/MNc Range ot meast Sid. rek & SOF
LOCrech et Heag Office 10581 A Dersction of  Human Tes  Manual NS N/A LA-NCID-
istcosthalogy rEsscly Hud FREWLSILRN
13 Western
Moleadar Soiting in
Inslitg Cuiwry CID
Cases
Spntefiend Heatt O 1083 A Clevead Fanrs Human Tecos= | Ml NSA N/A | NP
Histcparhalagy teil 4813 Fluid 151
11 Qs
Mcicodor coverong
testirg 1200
geximic
context
Qinregkiml Heart Ol 1083 A D=tecminmliom  Human Tocos Bl Nra N/a IONFL-Arrwy
Hetcpathalogy af 10139 Fund CGH
1 statuzn

Note: When editing the scope using the in-line editor remember to save regularly. Saved edited
scope elements will change status from Accredited to ‘Accredited Edited’

Sted Head Office

1030 A
Haematology

- 02 Visusl
examimation

of blood films

EDTA Whole

Blood

NotE that the
statuas
changes to

edited

Hematak
Stainng
machine and
manual

MICroscopy

N/A

TEsT

LP-HAEM-003

HOW WILL | KNOW WHAT WAS SUBMITTED IN MY APPLICATION TO AMEND/EXTEND SCOPE?

If you log into your application for Extension to scope, you will be presented with the scope
elements that you have edited. You will also find a link to the documents you attached with your

application.

Huwd O

Sub Scope  Scopw ltam

Catagary Scope Elamant

Hummatnligy 1030 Hammaeiak wgy = 07 Viviel scamintemal - A Feawd Tt o ddick inio Ve sl scked thie tent yews winds 1o aif) yvs can s bl i 12,34 v
oo s Feor Masmibhe vraopmea 1wy

Husmaltdngy 1030 Hasmstikogy - 03 Friliocyte A FSR - ONLA v
secimsrtation tte

Heematciogy 1030 Reemstology - 01 Bood counts A Fult Bivod Count - ORLA v

Hosmatology 1030 Heemasology - 41 General haemostsss A PTONR - ORLA v
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| NEED TO WITHDRAW SCOPE ELEMENTS THAT ARE INCORRECT OR NO LONGER ON OUR SCOPE:
If you wish to delete a scope element you need to withdraw that scope item see section 7.4 of this
guideline.

I NEED TO DO A SMALL EDIT TO MY SCOPE (Spelling)

Minor Edits — (see section 7.3) can be used for small changes that would not require
manager/board approval — e.g spelling errors.
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TROUBLESHOOTING:

When | upload my excel template, it advises | have an error - this scope could not be uploaded
row 2 missing or invalid site?

Apply for Scope Extension

Step 3 of 4 - Scope of Accreditation

truction Mateaals Testing Chemical Testing Mechanal Testing Hecirical Testing

@The scope could not be uplcaded
* How 2 Miseng or imveixl site

Sie Elactrica testing Cstegory Test descnption  Equiptnent tester Measurement un/ Range of measun  Std. ref & SOP  Flexibie scope twl

e The above error advises that your scope could not be uploaded, as row 2 has missing or
invalid site. Return to your excel document you saved. Review row 2.

R & n 7 r [
Munursnaed sk (ug. fenp, ¥,
! LNCE0n Lodzdear (TR Ol T 2 o]
301 0 wtrcrs apnetiz 2o by - 0 Wupneli: ek
lEENE a Laal pre; ERPPreTs
FAvE 301 RAdTRerapnets soe e Ry - A3 Mapnets el

2 Ol wnGayus a Tusl 1o 438 ImiMe

e Inrow 2 —inthe SITE column (this is a drop down menu) there is text typed into the cell.
This will return as an error. Cells with drop down options can only use drop down options,

e Return to the cell and choose the correct option from the drop down menu.

e Save and upload again.

NB — ensure you use drop down options from the first 4 cells only.

| have added scope elements to both the inline TABLE editor, and to the excel template — they will
not upload?

You cannot do both. Choose either the inline Table editor OR download the excel template. It is
advisable to download the template where you have a large number of scope items to add.

I have edited and updated the original template | used for getting my scope into the CRM when
the new system was launched - it won’t upload into the portal?

When INAB were launching the CRM — existing CABs were asked to complete a excel template to
transfer their scope of accreditation into the CRM.

This was a one off exercise by INAB to move all existing cabs scopes into CRM. Any edits or
amendments will now need to be made via the Cab Portal using the choices listed above- these
templates could only be uploaded once.
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On step 1 of the extension to scope wizard — | cannot choose my sub scope, they are all greyed
out?

The standard and sub scopes are greyed out - this is just information to show you your current
standard and sub scope.

To proceed add your Description at Step 1 and save and proceed. It is not until step 3 that you will
be presented with your current scope, it is at this point you can carry out your actions i.e edit,
amend, and add new scope elements.

| have not completed my Ext to Scope application; can | save and return to it?

Yes, click save.

You will be able to return to your extension — as it will be saved as a draft under your ext to scope
applications. You will find it, by the description name you provided it at Step 1.

Extensions to Scope

17 record(s) found. Showing 16 - 17

Description: Status
testing Draft
TYPE IN YOUR DESCRIPTION Draft

& < 4 5 ﬂ » »
i Apply to amend or extend scope

HOW DO | DELETE EXTENSIONS TO SCOPE?

Apply for Scope Extension

Step 1 of 4 - Standards and Sub Scope

) il
Scapa Extanslon Duderiptian 9 Youmust 3c¢d 3 desenpiin

Sedoct a Standard®

Scloct Sub-Scope(s)® Histopatbology and Cytopathology v Add Anvother Sab Stope ¥

Faemitology Y

Mirobialagy ard Virology v

If you wish to exterd your current scope rather than xiding 3 new Sub Scope, click next to continue to the next screen

X Corwnl Save Arad P 16 Neuel Siapt 9
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