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1  Introduction 
All laboratories participating in UK NEQAS for Molecular Genetics External Quality Assessment (EQA) schemes have 
a secure password controlled account on the UK NEQAS for Molecular Genetics website (www.ukneqas-
molgen.org.uk).  The website is designed to manage registration, invoicing, reporting and maintains an accurate record 
of performance in all (current and previous) EQA schemes. 
This Website Users Guide 2012 provides assistance to users in all aspects of using the UK NEQAS for Molecular 
Genetics website during 2012.  PLEASE NOTE that this document will be reviewed and  updated at the end of 
2012, therefore please do not use after 31 st December, 2012 . 
 
 

2  Accessing your Account 
2.1 Go to the website (www.ukneqas-molgen.org.uk) and click on the My Account button. 
 

 
 
2.2 Enter your username and password.   
 

 
 
2.3 You are now logged into your account and your home page will be displayed. 
 

 
 
2.4 From this home page you can access all website functions. 

If you have forgotten 
your password then 
click here. 
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3  Registering for an EQA scheme 
 

3.1 From your home page (Section 2) click on � ����������	
� to open the page listing all available EQA schemes. 
 
Click Register to register for the scheme      Name of EQA scheme Price of EQA scheme 
 

 
 
 
3.2 Continue to select further EQA schemes by clicking on Register for each scheme. This will add the scheme to your  
      “Summary of Current Sale”. 
 

 
        
                 Press to complete registration 
 
 
 
3.3 Enter your Purchase Order Number (if you have one) using the Set PO Number button.  To complete registration,  
     ensure that you click on Complete before you exit out of the page. Failure to do this will mean that your registration  
     will not be processed. 
 
3.4 When EQA scheme registration is closed or you have registered for all the schemes available, then no schemes will   
      be displayed in the catalogue. 
 
 

Click Remove if you 
have made an error 

Insert PO Number 
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4  Accessing EQA schemes 
4.1 From your home page (Section 2) click on � �
������ to open the Schemes page.  Select the year from the  
     Scheme Season drop down menu and Search. 
 

 
 
 
4.2 To view schemes from all years, then select the Not Set option from the Scheme Season drop down menu. 
 
4.3 Selected schemes are listed and full details of each scheme can be accessed using the Details button. 
 
 

 
 
 

Record of 
schemes 



 UK NEQAS 
 www.ukneqas-molgen.org.uk  

UK NEQAS FOR MOLECULAR GENETICS 
           UK NATIONAL EXTERNAL QUALITY ASSESSMENT SCHEMES 
               
                                                        
                                            Accredited EQA Scheme 
                                                Reference No: 051 
 

 

CONTROLLED DOCUMENT  UK NEQAS Management Procedure 
 Created on 06/02/2008 / Last Reviewed on 13/12/2011 

Page 6 of 9 
N:\DOCUMENTS\Management Documents\Management Policies\MP-NEQAS-WebGuide-V5.0.doc 

4.4 This Scheme Details page allows you to: 
 
 
 
 
 
 
 

 
 

Upload your reports 
for this EQA 
(Section 5) 

 

View your Score Report 
for this EQA  

(when available) 

View the EQA 
questions 

View Scheme Reports  
eg. Annual Report, Final Report 

(when available) 
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5  Uploading Reports 
 
5.1 Your Scheme Details page for the appropriate EQA scheme (Section 4) allows you to upload reports to your  
      website account.  The active report submission period is shown in green and inactive periods are shown in red.   
     Reports can only be submitted during an active period. 
 

 
 
 
5.2 Click on Participant report upload and upload your report. 
 

 
 
 
5.3 If the EQA scheme requires results to be submitted using a website form then follow step 5.1 and click on  
     Genotyping results form. 
 

 
 
 

5.4 From this new page, Click on icon to open a “Manage Form” page.  Click on � icon to download a copy of the 
results form.  Complete the form and save it to your computer. 
 

 
 
5.5 Use the Browse button to locate your completed form (saved to your computer) and Upload.  Close this 

“Upload/Download” page. 
 
5.6 The activity will now state Complete to indicate that the form has been uploaded successfully. 

Active 
Report 

Submission 
Period 

Confirmation 
that report has 

uploaded 

Click on icon to 
download the 
results form. 
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5.6 The “Scheme Details” page will also indicate that the upload has been successful. 
 

 
 
 

 
 
6  Invoices, Orders and Account Information 
From your home page (Section 2), click on � ����
�������	
� to open the “Administration” page.  This allows you to  
view all orders (previous and current), invoices and payments. 
 
 
 

 
7  Laboratory Contact Information 
From your home page (Section 2), click on � � ������������� This “Details Summary” page must be kept up to date to 
ensure the smooth running of the EQA schemes.  To edit your Primary Contact details, Billing details or Delivery 
address, click on Edit Contact for the appropriate section. 
 
 

 
 
8  Adding Additional Users to your Account 
 
8.1 The website allows more than one member of staff to access the laboratory account.  Additional staff member  
      accounts can only be requested by the Primary contact for the Laboratory (ie. Head of Lab or Quality Manager).   
      Additional staff members have restricted rights; they can view information, download scheme questions and  
      reports but CANNOT register for EQA schemes or create new staff accounts. 
 
8.2 To register an additional staff member, please contact the Scheme Organiser by email at  
      info@ukneqas-molgen.org.uk in order to check the Additional Users’ facility on your account. 
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9  Modifying your Account 
9.1  From your home page (Section 2), click on� � ������������

��� to update your details and change your password. 
 
9.2 The “Change Account” page allows you to edit your website information. 
 

  
 
 
9.3 The “Change Password” page allows you to edit your password.  The new password must be entered twice before 

clicking the Change Password button to confirm the change.  
 

 
 
 
 
 

10 Problems and queries 
 
Any problems or queries should be directed to the Scheme Organiser by email at info@ukneqas-molgen.org.uk. 

 

Click here to 
access the 
“Change 

Account” page 

Click here to 
access the 
“Change 

Password” page 


