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Participant Portal  

Agent  Registration Guide  

 

SETTING UP YOUR ACCOUNT  

As an agent, you will be prompted to create an account for your company and create an account 

for each laboratory you want to register. The laboratories will then receive an email with the details 

to log -in to the system and complete their registration . 

Go to: https://ukneqas -vunhst.wales.nhs.uk/  

Select the 'Register a n Agent ' button:  

 

A registration page will appear for you to enter your details:  

  

https://ukneqas-vunhst.wales.nhs.uk/
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In this screen enter your address , your contact name and email address.   

• You will need to use the same email address to access the system going forward.   

• You can enter a generic company email address here  if you wish . 

• If relevant , you can enter  

o an EORI number for your organisation  

o confirm  whether you are UK VAT liable  

o record an import number for customs  documentation  

Once you have completed this information click on the 'Next' button.  You will be presented with a 

list of schemes .  You can select how many laboratories you intend to register for each scheme .  Th is 

information is indication only and can be amended at a later stage : 

 

 

You have the option to add any notes which will be visible to the  UK NEQAS H&I office.  Once you 

have completed the selection step , click on 'Submit'  to save the registration.  

A confirmation screen will appear once the information has been submitted and you will receive a 

welcome email  (from UKNEQASHandI@wales.nhs.uk ) to confirm the submission : 

 

mailto:UKNEQASHandI@wales.nhs.uk
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At this stage the  UK NEQAS H&I team will be notified of a new registration and will review and 

approve the  registration  request.    

 

COMPLETING REGISTRATION  

Once th e approval process is complete you will receive a confirmation email (from 

UKNEQASHandI@wales.nhs.uk) containing links to complete your registration.  

Please click on th e email  link  to complete the registration process : 

 

The link will take you to a Sign in window:   

 

Click 'No account? Create one'   

You will then be asked to create an account .  Please enter the same email address which the 

registration email was sent to  and click 'Next' : 
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The system will send you a n authentication code by email  and prompt you to enter this unique 

code:  

 

IMPORTANT: This email will be sent from account -security -noreply@accountprotection.microsoft.com  

with the subject line " Your Velindre NHS Trust External ID account verification code"  

This code will only last for 30 minutes from receipt,  but another code can be requested.  

Once you have added the code you will be prompted to add some further details  then click 'Next' : 

 

This will complete the authentication process and you will be taken to a home page.  

 

PARTICIPANT PORTAL  

You now need to complete the  registration  for each lab registered  by adding 

schemes   

After successful login you will be taken to your laboratory homepage : 
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My Company   

The 'My Company ' tab  displays  a page to view your company  details:  

 

You can make changes to certain fields and save any amendments.  

 

Registrations  

The 'Registration s' menu displays information required to add new laboratories to your account:  

   

Click on Add Lab to start the process.  Enter the Laboratory details:  



  

  

6 
 

 

Click 'Next ' to continue.   

 

Scheme Registration  

The Scheme entries page displays the scheme  available to select for the lab, check the  'Select' 

option to register : 

 

There is a n option to record any notes for the UK NEQAS office in the 'Notes' field such as the 

requirement for additional samples:  

 

One you have completed your selection click 'Submit '.  
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UK NEQAS will receive a notice to approve the new registration.  Once the approval have been 

processed the laboratory will receive an email inviting them to log on to the system  (see 

Attachment 1 for the process the lab will need to complete) . 

 

The status of registrations can be checked in the 'Registrations'  tab.  Once the L ab aoratory have 

completed their part of the registration process , you will see the status of the laboratory change 

from 'Incomplete' to 'Complete':  

 

 

Once the status has changed to 'Complete ', the registration process is complete . 

 

FUTURE ACCESS  

A link to the system can be found on the UK NEQAS for H&I webpage https://ukneqashandi.org.uk/  

or by typing  https://ukneqas -vunhst.wales.nhs.uk/  into an internet browser.  

 

If you require assistance please contact UK NEQAS for H&I on +44(0)1443 622185 or 

ukneqashandi@wales.nhs.uk  

  

https://ukneqas-vunhst.wales.nhs.uk/
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Attachment 1    

REGISTRATION PROCESS FOR A LAB REGISTERED VIA AN AGENT  

Once your Agent has registered your laboratory , you will receive a confirmation email (from 

UKNEQASHandI@wales.nhs.uk) containing links to complete your registration.  

Please click on the email link  to complete the registration process:  

 

The link will take you to a Sign in window:   

 

Click 'No account? Create one'   

You will then be asked to create an account .  Please enter the same email address which the 

registration email was sent to  and click 'Next' : 
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The system will send you an authentication code by email  and prompt you to enter a unique code:  

 

IMPORTANT: This email will be sent from account -security -noreply@accountprotection.microsoft.com  

with the subject line " Your Velindre NHS Trust External ID account verification code"  

This code will only last for 30 minutes from receipt, but another code can be requested.  

This will complete the authentication process and you will be taken to a home page:  

 

 

My Lab Tab  
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The My Lab menu displays two options 'My Lab' and 'My Staff '. 

My Lab  

The 'My Lab' page will open  a page to view your lab details:  

 

Please note this screen displays your unique laboratory code .  Please include this number in any 

correspondence with the UK NEQAS H&I team.  

You can make changes to certain fields and save any amendments.  

 

My Staff  

The ‘My Staff’ page allows you to view/add/remove staff as users of the UK NEQAS for H&I 

Participant System.  

 

Click 'Add Staff' and enter the details of any additional staff that require access to the system.  You 

can assign a staff member as a Laboratory User  (full system access) or a Scheme User  (limited 

access to enter results only):  
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New users will receive an email inviting them to register.  They will need to follow the same 

authentication process from the link in their welcome email.  

 

Registrations   

 

 

Review and check  the information in the  following  Registration screens .  Please c ontact your Agent 

/ UK NEQAS Office to make any amendments : 
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The final screen will ask you to accept the Terms and Conditions (available here: 

https://ukneqashandi.org.uk/terms -and -conditions/ ) 

https://ukneqashandi.org.uk/terms-and-conditions/
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Click 'Save and Continue ' to proceed.  

You may be asked to complete the selection of assessment options for relevant schemes . 

Assessment registration  

This page displays the registered scheme(s) for your laboratory and allows you to v iew and edit the 

analytes  you would like to  select for assessment .  You must select at least one option for each 

scheme:  

  

Click 'Next'  to continue through the scheme options.  At the final screen click 'Save and Submit' . 

The Registration process is now complete.  The 'Registrations ' menu will now update the status to 

complete:  

 

 

 



  

  

14 
 

FUTURE ACCESS  

A link to the system can be found on the UK NEQAS for H&I webpage https://ukneqashandi.org.uk/  

or by typing  https://ukneqas -vunhst.wales.nhs.uk/  into an internet browser.  

 

If you require assistance please contact UK NEQAS for H&I on +44(0)1443 622185 or 

ukneqashandi@wales.nhs.uk  

https://ukneqas-vunhst.wales.nhs.uk/

