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Login Screen 

**Please DISABLE all pop-up blockers for this site** 

 

Welcome Screen 

To collapse each table, click the white ‘+’ in the top right hand corner 
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Home Tab 

 

Upcoming Events:  

Lists new and exciting happenings 

Planned Audits: 

The planned audits table lists upcoming audits and allows you to propose dates that would work 

best for you. 

Clicking the ‘Propose Date’ link will bring up a calendar in which to propose the dates: 
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Open NCRs: 

Lists open non-conformances from your recent audits 

Clicking the NCR # will open a window in which you can scroll down and enter your response(s) 

and submit electronically 

 

- Please refer to the Definitions page (pg. #’s 18-19)for a brief description of each required section 

- To add any comments you may have, please click the ‘Add comment’ link below the appropriate NCR 

box 

- At the bottom of the NCR response areas, you will find an area to attach anything you may find 

pertinent to your responses. 

 

Containment: 

 

Root Cause: 
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Corrective Actions: 

 

Corrective Action Impact: 

 

Attachments: 

 

 

NOTE: * Any non-conformances not requiring a response will not be visible on the home page.  You can access these 

from the Company Info tab (see pg. #8) 
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Booked Audits: 

This is a list of any audits that you currently have booked with NQA, USA. 

Surveys to Complete: 

We kindly ask that you follow the link to complete our customer satisfaction survey 

All feedback is greatly appreciated 

 

 

 

 

 

 

 

 

 

 

 



 
Client Portal User Manual 

 

© NQA-USA. 4 Post Office Square. Acton MA 01720 Page 9 
 

Company Info 

Here is where you will find information about your company 

 

Company Tab 

(Edit) (Delete): 

Clicking the ‘(Edit)’ link allows you to revise information as needed 

Clicking the ‘(Delete)’ link allows you to delete a site if there is more than one registered facility 

Click ‘Next’ 
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Industry Codes: 

The Industry Codes tab allows you to select or remove industries codes that apply or may not 

apply to your company. 

Click ‘Next’ 

 

Other: 

Here you can enter company specific requirements and travel information 

Click ‘Next’ 

 

Add Site: 

Clicking ‘Add Site’ allows you to add new sites to your registration 
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Company Tab: 

Enter all requested information for the new site 

Click ‘Next’ 

 

Standards Tab: 

Here is where you choose the standard(s) you wish to add to your registration 

Click ‘Next’ 
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Certifications 

Open NCRs: (Refer to Open NCRs on page 4) 

 

Certificates: 

Here you may view your certifications that you are currently registered to 

Click on arrow by the certificate number in which you would like to view its certification(s) 
1 

Click the arrow next to the standard in which you would like to view 
2 

Click the arrow by ‘Certificates’ to view the registration certificates 
3
 

(Your most current certificate is the very top listing) 

Clicking the certificate # link will open a .pdf copy of that certificate 
4
  

Clicking the ‘Request Change’ link at the end of the scope allows you to request a scope change 
5
 

1
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2

 

 

 

3, 4, 5 
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Scheduled Audits: 

Clicking the arrow next to ‘Scheduled Audits’ allows you to view all audits scheduled for the 

chosen standard 
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Past Audits: 

Clicking ‘Past Audits’ allows you to view previous activities  

Clicking ‘Report’ at the end of the line will open a .pdf of the report you wish to view 

 

Feedback Tab 

Complaint: 

Allows you to contact the office with any concerns you may have 

Top dropdown menu allows you to choose if it’s an office issue or an auditor issue 

Bottom dropdown menu allows you to choose how you wish to be contacted 
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Request CSR Contact: 

Here you may send messages to your CSR by entering the information into the message box and 

clicking ‘Send Message to CSR’ 

 

Account Tab: Please refer to ‘Company Tab- (Edit) (Delete) on pg. 7 
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Support Tab 

Here is where you will find the information about the Client Portal and links for support and the 

NQA, USA company website 
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Definitions 

 

Containment is defined as: 
The extent of the nonconformity has been determined and contained 
 
1) The organization should provide evidence that; 

a) The nonconformity has been corrected and the response is written in the past tense. (E.g. the 
missing record was found (not will be found)). 

b) The organization has examined the system to see if there are other examples that need 
containment (extent of the issue) and have also addressed this extent in their response. 

c) Reference to the evidence that the auditor found to support the NCR 
 
2) If correction cannot be completed immediately, a plan to correct the NCR may be appropriate and 

shall include: 
a) Identification of responsible parties for the actions and .  
b) a schedule (dates) for implementation 

 
3) Evidence that the containment was implemented or evidence that the plan is being implemented. 
 
Root Cause Analysis  
The Root Cause should  
1) refrain from simply repeating the finding or the direct cause. 

 
2) be a brief expression of fact that attempts to neither explain the situation away nor rationalize the 

condition. 
 

3) Include a evidence that a well thought out direct cause has been determined along with a well 
thought out analysis to determine the true root cause. (e.g. someone did not follow a process would 
be direct cause; determining why someone did not follow a process would lead to the true root 
cause). 

 
Some NCR’s will result in multiple root cause statement each one should focus on a single issue, If more 
than one cause is identified, for instance training and inadequate work instructions, then each should be 
addressed via a corrective action plan. 
 
Each Root Cause statement should address a fundamental issue without any obvious “why” questions 
remaining. 
 
If a “why” question can reasonably be asked about the root cause analysis, this indicates that 
the analysis did not go far enough. 
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Corrective Action 
The corrective action or corrective action plan shall address the root cause(s) determined in the root 
cause analysis. 

a) In order to accept the plan it shall include; 
b) actions to address the root cause(s) 
c) Identification of responsible parties for the actions and 
d) a schedule (dates) for implementation. 

 
Evidence of Implementation 
In order to accept the evidence of implementation: 

a) Enough evidence is provided to show the plan is being implemented as outlined in the approved 
response (and is on schedule).  

b) NOTE; Evidence in full may not required be to close the NCR; some evidence may be reviewed 
during future assessment when verifying the corrective actions. 

 

 


