UK NEQ AS United Kingdom National External Quality Assessment Scheme
for General Haematology

International Quality Expertise

UK NEQAS (H) — Web Results Service

The Web Results Service is a secure Internet based system for returning your results and
retrieving your reports.

This document provides instructions for logging on to the Web Results Service, entering your
results and retrieving PDF copies of the reports when they are available. You will need
Acrobat Reader to view and/or print the reports. Acrobat Reader may be downloaded free of
charge from the Adobe website at www.adobe.com (you may need help from your IT
Department).

This guide should be kept where it is accessible to all staff. Further copies may be
downloaded from our website. The functions described in the guide will be in operation once
you receive your automatic email alert that the October surveys are open on the web.

» Registered Contacts

You may register as many named contacts as you like. To register additional contacts to
access the Web Results Service the main contact can;

1. Log onto the UK NEQAS website https://www.ukneqgash.org/

Login
Click on the & @ button.

Enter your Lab code/ PRN, Identity and Password and click Login.
Click Reset my password if you require your password to be reset.

4. From the top right hand side of the screen chck on your initials to dlsplay a dropdown menu
and click on Contacts. - =TT T T T

Contact Us « ﬂ Survey data entry

Annual Meeting
Participants
Steering Committee (GH)

Return surwvey results

Certificates

Membership (coming soon)
Contacts

Private Documents

Logout

A list of contacts for your organisation will be displayed.
To create a new contact;

5. Click on the button.

6. Place a tick in the box.

Tick this box to populate the form where the new contact details’ address is the same
as the main contact details address.

7. Enter your PRN.
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8. Select the required organisation from the dropdown menu.

Organisation General Haematology v

Blood Transfusion Laboratory Practice
Feto-Maternal Haemeorrhage
General Haematology

9. Click the Continue to contact form button.

10. Select the Type from the dropdown menu and complete the required fields on contact form.
11. When complete click on Save changes.

Note: Contact details can be edited or made inactive by the main contact;

Edit
0 To edit contact details click the - button and amend the details as required.
When complete click on Save changes.

Active

Yes
0 To deactivate a contact click on Yes in the Active column - . Yes will

replaced by No

To replace the main contact (if the main contact has left your organisation for example);

0 Click on the button and follow the steps 6 to 11, above.

Ensure that you select Main from the Type dropdown menu

Type — Select a contact Type —

e ' The previous main
Twe | LRt contact will be
name P Oner replaced by the new
S main contact

‘name*

If required contact the scheme office via haem@uknegas.org.uk for further assistance.

Note: You will be notified of your login credentials by email; the same details are used for
retrieving reports.
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» Logging on to the Web Results Service

1. Log on to the Web Results Service server by either entering
www.uknegash.org/sampleentry/default.asp into the address bar of your web browser.

Alternatively; click on the button on the home page at
www.uknegash.org.

UK NEQAS

The login screen will be displayed. il |

2. Enter your Lab Code (PRN), Identity and Password and click on the Log in button.

If required click on LFergotten Password | 4 reget your password.

Results and Reports

As a Web-user you will not receive paper results sheets for those surveys that are available
on the Web Results Service. You will be able to download a results sheet from the website
for use within the laboratory as follows;

» Downloading a Blank Result Sheet
Select the scheme from the drop-down list e.g. Full Blood Count.

Double click on the required distribution from the displayed list.

3. Click on the = Sleakdstensniem i hoyt to the Reports button.
The blank result sheets will open in a new tab which can be printed as required.

If you encounter any issues contact the admin office on haem@uknegas.org.uk.

If you are a registered web user and you need to fax results to UK NEQAS (H) for any
reason, you will need to contact UK NEQAS, by phone INT + 44 (0)1923 217878 or email
haem@uknegas.org.uk with URGENT — FAX Results in the subject line of the email, in
the first instance, for further advice.

Logout

4. To log off the website, click on the button and then click on the
button or exit from your browser in the usual way.

» Entering a Result

ate 1341

Select the scheme from the drop-down list e.g. Full Blood Count.

Double click on the required distribution from the displayed list.

Selact Diwtributions foe | T o » | Glick hare for MELP. Reqistration Datails  Logout
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3.

Distribution Humber: 060401

If required select your instrument from the ‘Machine’ drop-down list.

Enter your results on the form.

Complete the received, analysed dates, sample quality and comments boxes as
required.

When you have finished click on the Save button.
At this stage you can edit your results as often as you like.

When you are happy with your results click on the Submit Machine button. The results
are now ‘locked’ for that machine and cannot be edited on the web site.

Click Submit Distribution will submit the results for all your instruments.

When you have submitted the results for all your instruments (if submitted individually)
the system will automatically submit the distribution. This flags the results for collection
by UK NEQAS (H). Submitted results are indicated by a tick in the ‘Completed’ column

Closing Date Completed

12/12/2017 -

If you click on the ‘Submit Distribution’ button accidentally please contact the Scheme
Office by telephone (INT + 44 (0)1923 217878) or by email (haem@ukneqas.org.uk) to
request resetting of your data to ‘Saved'.

Note:

o All results that have been saved but not submitted will be collected on the closing
date and assessed.

o If you have only one instrument registered, only the ‘Submit Distribution’ button will
be available.

To enter data for another scheme;

Click on the button and select another scheme from the ‘Select distribution
for’ drop-down list.

To log off the website, click on the button and then click on the | L2gout

button or exit from your browser in the usual way.

» To Retrieve Your Report(s)

You will receive an email to let you know that the report(s) are available for download.
Logon to the Web Results Service.

Select the required scheme from the ‘--Select a programme--' drop-down list

The distributions that have reports available will be shown with a tick in the ‘Report’

Report
column “
Double click on the required distribution.

This will open the Sample entry details window.

Click on | Repertts  pytton. A new window will be displayed.
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(= UK NEQAS National External Quality Assessment Site - Windows Internet Explorer g‘i|@|

1] uknegash.org o]
Note: the date next to ‘Your

gopoctslialns Report’ is the date that that

Your Renort 15/05/2015 09:51 report was generated. If an
amended report has been issued
there will be another link with the
date of the amended report.

Done & Internet fa v Hioow -

5. Click on the Your Report dd/mm/yyyy link.

T 115 e ke oy UL W aborlins, U2 825178, 2007l - “birurvelt Inbermed Explorer alDlx

A PDF file of your report will be v 0 A Qs Grewe e QIR FHHAS . =

w5 v fomoee. eyt orgh I QRS W ot o ooes BTN 00 o *| G unks ™
displayed. The PDF file contains all Benascnr 5 2% ) Do B8 [ [OT72 @ DD I 5] oo s S
the reports for your PRN (all Ll 4
registered instruments) for that } _ —— —
Survey- m Distribusion:  OTOEFE Date: 04 Jun 2007 Page 1043

I Qverall Peformance 20078

E

g.

L‘_. e — TP =1

Note:

0 You can now view the reports, save a copy or print the reports using the appropriate
buttons on the Adobe Reader menu bar.

o If you wish to view reports from another Survey return to the list of distributions.

Web-users will not receive paper reports (both laboratory and consultant
contacts).

The PDF copies of the reports will remain on the website for at least 24 months,
after which they may be archived to off-line storage.

6. When complete click the |_=25& | putton from the ‘Reports Available’ window.

7. Clixk to close the PDF report window.

8. To log off the website, click on the button and then click on the | k@gout

button or exit from your browser in the usual way.
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