Welcome to the
LRQA Client Portal

We are delighted to welcome you to the LRQA Client Portal which provides an
easy-to-use on-line platform for you to manage your LRQA certification programme
across your organisation.
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WELCOME TO LRQA

What does the
change to LRQA
mean for our

customers?

CEO Paul Butcher explains.

Read more

Key Features

View your schedule of planned and completed visits View, reply and track the status and detail of audit findings
Confirm proposed visits direct to LRQA Client Services View Analytics on your approval data
Download your latest Certificates, Reports and Approval Marks Contact us directly through the Portal
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Using the LRQA Client Portal

Access to the portal is via our homepage www.lrga.com Simply follow the on-screen instructions, remembering
or through a dedicated URL which will be emailed to you to check and agree to the Terms & Conditions. Once
along with your username and password. Please add this complete, you will have full access to the portal along
email address to your contacts list. with a range of options to enable you to quickly manage

. o . your certification programme online.
When accessing the portal for the first time, you will be

prompted to change your password. Don’t worry if you ever forget your password, you can
easily reset it at the login page.

Key Features

Now you have logged in, let’s show you around your dedicated homepage. From here, you can:

Easily navigate to your Visits, Findings, Reports, Switch between the Organisations you are viewing, if
Certificates and Requests. you have access to more than one company profile.
Quickly see notifications on new actions uploaded View your past, current and future visits across your
from LRQA including Proposed Visits, new Open entire certification programme

Findings, recent Reports, recent Certificates and any

Open Service Requests. Track your progress by accessing the Client Portal

Analytics enabling you to deliver real-time reporting to
Customise the language you view. your own stakeholders.

View your User and Company Profile.
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Online visit scheduling

Certificates Contact LROA Analytics Documents

Home
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Duration
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Here you can easily manage any upcoming audit dates in Now you can see at a glance when visits are:

relation to your certification programme across your

organisation. Proposed - a suggested audit date from us awaiting your

confirmation or request for change through the ‘Show
This section shows your sites, your certification programme, Details’ icon or confirm multiple visits using Confirm Visit.
the status of the visit and your assessor details. Confirmed - you have accepted the visit and it will be
delivered on the agreed date.

At LRQA, we understand the need to work collaboratively with
Complete/Closed - the audit has been completed.

our clients to ensure that audits are timed to work for you.

Once your meeting is confirmed, simply click on Add to Calendar to receive an Outlook meeting invite to digitally record your next visit
date(s). Dates not suitable? Don’t worry, simply click on Propose another visit date(s) to request another time.

. Assessor Visit Start Visit End Assessmw

elivery - Al
Address Method City Country Standards Visit Type Assessor Role Status Date Date nt
Duration
Onshe :_'"JJ IS0 14001:2015 = Survellance 2 | MrJohn Smitn  Team Leader | Proposed  04-Apr-2022 = 04-Apr-2022 1.0
Confirn Visit [ ]

If there are any additional details about your visit, these can be accessed through the Show Notes icon. This will be greyed out if no
notes are required.
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Audit Findings

Conitract Number g [=] Standards [¥] Country ynied Kingdom [=] Cty [F] Grade

m Analytics

0|

* o vitw Closed Fndings or Findings panding varlications. plaiie Sy on Finding Fltes and the reievant Date Range

LROA Refarence Referance Number Address Standard(s) Grade Activity Type F::::' lssiie Date) Actions
LRQOO0OO1/12345 3768948 CovsBvg1 B2 5tOmers Road, Hiscott EX31 652, 160 9001.2015  MinorNC  Suwveilence  RESPONDED  13-uk2021]  ViewRsspond e
LRQOOOOO1/12345 . 82 St Omers Road, Hiscott, EX31 852, . Ceificate 2 =

3829318_COVSGX02 3oty bt IS0 180012015 Minor NC e RESPONDED  09-4pr202  ViewRespond
Here, you can quickly see and respond to any To respond to a finding before your next audit, select the View/Respond option
findings that have been raised during an audit. against the relevant finding.
These are categorised as follows:
Findings Details
Ralerance Numbar 2544302_UAT_USERDI02 Acthvity Type Stage 2
chetal 150 0001:2015 S 82
150 14001:2015 8.2

Finding Status Mew Grads Mincr NC

e —

Statement of Non Conformity

Statement

Brarnvesd Carractinn Cormective Srmnn ane Timear als 3

d
Respond to Findings
Usarname Date of Response. View Details
e Dats Found
Please enter your response to this finding and if applicable attach relevant documentation Masimum 3 files (10 mb total)
¢
[(noze Fies | Mo te chocen

Here, a response can be added along with uploading any attachments required.
Any responses will be reviewed by an Assessor at your next on or off-site Audit.
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Audit Reports

Your Audit Reports will be displayed in the Reports tab. Once these have been uploaded by the Assessor, and reviewed by LRQA if
required, you will be able to download the documents at any time.

Contract Number | RO0002686 x] Standards ay > COUNLTY |inged Kingdam = Y =  Date Range v
Q
postcode/ ViSit visit end
LR reference Address City Country 2 Standard(s) Start Actions
ip Date Date
o [} RQﬂﬁ.‘lﬂ;‘W!?Ed-‘-?n) 20 Park L'.'.J'r London KUnr;:!eOdm WIC13 3vA 180 14001:2015,1S0 9001:2018 11.04.2019 11.04.2019 Dorvendoud +
il
Purchase Order (PO) management
Now you have logged in, let’s show you around your dedicated homepage. From here, you can:
x
Your Visit (s) have been Confirmed
We have registered that your invoice will require 3 Purchase Order Number. We kindly ask you to provide us with a3 Purchase Order Number
Submit PO Number
T Cose
For those clients that need a PO to be raised
. . QUOTATION Q
for visits, this can be entered when you
confirm your date(s) for your audit(s).
Simply click on Submit PO Number to view United Kingdom
your quotation for the Visit and to enter and
submit your PO number.
Activity Product Quantity Net Price Tax Rate Net Value
You CE_m also |nd|.ct=;1te if PO Number Not Focus Visit 150 14001:2015 0.5 wday v::ZnGB:; Es‘ 0% 497.5 GBP
Required for a visit or choose to Cancel / “ggs G'JBP Lah
. . - f1
Enter PO Later which you can do in the Show Focus Visit ISO 14001:2015 0.5 wday Working day(s) 0% 497.5 GBP
Details section of the Visits tab. Focus Visit 150 9001:2015 0.5 wday P SET . 0% 497.5 GBP
Working day(s)

If we have on record that you do not require a Focus Vist  [S09001:2015 0.5 wday SRR 0% 497.5 GBP

PO Number, then you will not be asked to el b

submit one. You can however choose to do so
if required.

Travel costs and time will be ged according to Contract

Enter PO Number Cancel/Enter PO Later l

A ,
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Certificates

Here, you can download your valid LRQA Certificate(s)

along with any of your associated Approval Marks.

Please ensure you have checked our Client Information
Notes on how and when you can use your Approval Marks.
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Review Certificate Information

At the time of confirming your Stage 2, Transfer
of Approval, change to approval and Certificate
Renewal audit, you will be asked if you would
like to View Certificate Data.

You will be shown a draft version of your
Certificate(s) from the information we currently
have stored. If the information is correct, simply
click Approve Certificate Information.

Want to request some changes?

Simply click Edit Certificate Information. It’s
important to note that any changes made are
subject to our review and further information
may be required.

Within Edit Certificate Information you can
request changes to your Company Name, Main
Site Address and Scope, as well as your Site
Addresses and Scopes.

For Company Name changes 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.

LRQA

2AG, United Kingdom

) have been Confirmed

Your Visit (

A new Certificate will be issued after this visit. Would you like to réview your cerntificate data now?

View Certificate Data

T

-
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LRQA

Draft Certificate
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Analysis

Client Name -Salect Value - wa:w Country (AN Column Value v Belweon

Yoar 20182019 -

Findings Par Product Findings Per Status
a1 Sramises) AN Sratuses

Findings Per Country Findings Fer Contract Group

The Analytics function contains detailed real-time analysis Finding Summary: Visuals of your finding data with LRQA.

and reporting on your certification programme including: Finding Details: A detailed record of all your visit data that is

Summary: An overview of the status of your approval. shown in Finding Summary.

Visit Summary: Visuals of your visit data with LRQA. Each tab allows you to filter what information you would like to
view at any time to meet your own stakeholder and reporting

Visit Details: A detailed record of all your visit data that is needs. Please note that data is refreshed every 24 hours.

shown in Visit Summary.

Company Profile User Profile General Enquiry
The Company Profile can be accessed from  Here in My Profile you can access the Remember, you can raise a General
the top right of any LRQA Client Portal current user information LRQA has stored Enquiry within the Contact LRQA tab if you
page and for complex clients will show: along with your Notification Settings need to update us with any change(s).
where you can customise how you receive
All sites that are currently present information from the portal and in what
within your organisation language.

All users that have access to the LRQA o ) )
Client Portal within your organisation. As most notifications will come via the

portal, only switch this function off if
you are sure you won’t be missing any
important information.

Contact LRQA

You can quickly and easily get in touch with your local LRQA Client Services team through the portal by selecting the category
that reflects your enquiry. Once you are happy that your enquiry has been fully resolved, we will close it, but it can still be
reviewed at any later point, or a new request can be raised.

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/

