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1 Logging in  
1. Head to our website: www.ukneqasbc.org 

2. Click on the orange banner and then the purple button 

 

 

 

 

3. Click on ‘forgotten your password?’ 

 

 

 

 

 

 

 

 

 

 

 

 

4. Enter your email address. Click Submit. 

 

 

 

 

 

 

 

 

5. You will now receive an email. Follow the password reset link.  

 

 

http://www.ukneqasbc.org/
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6. Create a new password. Click Set Password. 

 

 

 

 

 

 

 

 

 

 

 

7. Follow the link to log in with your new password. You will also receive an email.  
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2 Manage Staff 
Once you have logged in you will be presented with a dashboard (homepage) with multiple boxes on 

your screen.  

 

 

 

 

 

 

 

 

 

You can add multiple staff members from your account that can be linked to the same centre. The 

staff members you add can have different permissions to your account. This staff member will 

receive an email with their credentials and will be able to log in.  Added staff members can enter 

results for your device and view reports. If you do not wish to add a staff member, skip to page 

section 3 page 7.  

How to add Staff Member  
1. On the side menu, click the ‘Manage’ tab. Then click ‘Manage Staff’.  
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2. Enter the staff member’s details below.  

For ‘Permissions’: 

• Select ‘Organisation Administrator’ if you wish to supply all permissions including 

registering devices, purchasing a programme, editing centre details, manage staff and 

submitting results. 

OR 

• Select ‘Organisation Staff’ if you wish to supply permissions to ONLY register devices and 

submitting results. 

Then click ‘ADD’.  

 

 

 

 

 

 

 

The staff member you have added will then receive an email instructing them to set a password and 

log in.  
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3 Result Entry  
When you have performed your test (instructions separate), you need to enter your results on our 

new system.  

How to enter your results 
2. Once logged in, you will be presented with a dashboard which will include the link to enter your 

results. Note there is a ‘Submissions’ dashlet.  

 

 

 

Please note some details in the screenshots provided in this guide may defer depending 

on which Programme you are participating in. 

1 This is your NEW registration number 
 

2 This is a button to view your reports 
 

3 This is a button for you to enter your results 
 

4 This icon indicates whether you have submitted your results or not. You will also 
notice a countdown is displayed for the submission deadline. This icon will turn 
green once you have submitted your results  
 

 

3. Click the pencil icon to enter your results. Please note if you have multiple registrations, they will 

all appear on this page too. 

 

 

 

 

 

1 

2 

3 

4 



Page 7 of 8 
 

4. Now you can enter your results. Please enter any comments in the box. Enter your results, 

otherwise tick unable to submit giving a reason for not. You can select: the assay method; kit source; 

analyser and reference plasma from the drop-down menus. Do this for each of the DOAC’s you are 

registered for. 

Once you have entered any data and are happy you can click SAVE. You are able to edit/amend your 

results up until the deadline.  
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4 Access Reports 

How to view your reports 
You will be notified of your reports availability via email and you can then log in to the new system 

to access it.  

1. Click the link in your email or log in to the system like in Section 1 Page 2.  

2. Once you are logged in you will be presented with a dashboard which will include the button to 

view your reports. Click the ‘View documents’ button.  

 

3. A new window will pop up. Click the year.  

 

 

 

 

 

 

 

 

4. Click on the report from the survey you would like to view and your report will be displayed.  
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