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Guide to managing
certificates and
approval marks.

The LRQA online Client Portal gives you access to all your business assurance
information to enable you to manage your compliance quickly and easily from
anywhere in the world, whenever you want.

You can see your schedule of audit visits and the status of audit If you need to get in touch to schedule audit visits, change dates,
findings - including any non-conformities - and access ask questions or reply to your audit findings, you can easily
comprehensive data reports to share with your stakeholders. contact us through the Client Portal to get in touch with our

customer service team.

Firstly, congratulations. After all your hard work, you have been awarded certification against your chosen standard or scheme. Now
let’s get started on managing your certificates and approval marks to enable you to demonstrate these achievements to your internal
and external stakeholders.Here, you will see any Findings that have been raised during an audit and which are still open and require an
action to be taken.

Accessing
certificates from
the homepage

Simply click on the
Certificates icon on the
Certificate tab on the
homepage.

Any valid LRQA
Certification will be SR
displayed withinthe T
Certificates tab.
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How do | download my certificate(s)?

Once you click on Certificates, you will
arrive at this section of the portal. An easy
to use drop-down menu will enable you
to select the certificate(s) that you want to
download.

commence.

Wisits

Simply click Download under the
Actions button and your download will

You can also choose the Export function
to give you an overview of all of your
certifications to include expiry dates.

Contact LROA
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Remember, you can download your certificate(s) as many
times as you want.
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+ Download Approval Marks

Certificate  Certificate
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Eng

Certificates are delivered in PDF format and include the
scope of your certification.
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Not sure how to download or use
your approval marks to go with your
certificate?

It’s simple. When you achieve certification  Clicking on Download Approval Mark These contain the various Approval

from LRQA, not only do you get a within the Certificates section will give Mark designs and styles LRQA provides,
certificate, but you are allowed to use the you the option of which Approval Mark related to the standard or scheme you are
approval marks to promote your success zip-file you would like to download. currently approved

across your chosen channels - both digital
and traditional.

Download Approval Marks

As an approved dienl, you can now use ap | marks Lo your
clients, prospective clients and key stakeholders

Flease ensure to read our guidelines an how and when you can use your approval mark.
Guigalines can be accessed below, of will ba sant 1o YoU 3t tha time of your cartification.

Chent information MNotas

Standards [+]

Avcreditations [=]

Approval Mark Files
UKAS AND IS0 8001.2ip
150 1400120
150 9001 zip

UKAS AND 150 14001 21p

If you are unable to lecale your approval mark or would like (o reguest additional approval
marks, please raise a Cerificate Enquiry through the Contact LROA tab Your bocal Client
Service leam will be happy 10 help.

UK

* Please ensure you have checked our * The CIN explains how and when you * These are automatically available to
Client Information Notes (CIN). can use your Approval Marks. view every time you download

LRQ/\ LR Client Portal guide to managing certificates and approval marks | 3




Canl review and edit my certificate
and personal information?

Yes, you can. For certificates, at the
time of confirming your Stage 2 and
Certificate Renewal audit within Visits,
you will be asked if you would like to
review your certificate details.

If you decide to View Certificate Data,
you will be shown a draft version of
your Certificate(s) from the information
we currently have stored.

If everything is OK, simply click
Approve Certificate. If there are some
changes you would like to request, you
can easily do this by clicking on

Edit Certificate Information.

Here, you can request changes to your
Company Name, Main Site Address and
Scope, as well as your Site Addresses.

For Company Name change requests
you will be asked to attach
documentation of proof of your new
legal entity name. Once you submit
your changes, these will be sent your
local Client Service team for review
before your next Certificate is issued.
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Draft Certificate

If personal information in My Profile is incorrect, do not worry. Simply raise a General Enquiry within the Contact LRQA tab and a Client
Service representative will make the relevant change(s).

Logon to the portal either through your own bookmarked link or via www.lrqa.com

Don’t worry if you ever forget your password; simply click the ‘forgot password’ button and we will send you an email.

Getin touch
Visit www.lrga.com for more information

Care is taken to ensure that all information provided is accurate and up to date; however, LRQA accepts no responsibility for inaccuracies in or YOUR FUTURE. OUR FOCUS.
changes to information. For more information on LRQA, click here. © LRQA Group Limited 2021.



https://www.lrqa.com/entities
https://twitter.com/lrqa
https://www.linkedin.com/company/lrqa/

