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Accessing The Site 

& 

Site Overview 
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The log in page for the WEQAS interactive service 

can be accessed directly via URL 

http://reports.weqas.com 

You can also navigate to the login page from the 

weqas website www.weqas.com 
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Accessing from www.weqas.com 

Or from anywhere within the site, click on 

“Participant Zone” to access the Participant 

Zone Homepage 

From the site home page, click on 

the Weqas interactive  button to 

go straight to the log in page 
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On Participant zone home page, click on the WEQAS Interactive Link in 

the Login section of the Right Hand Side Navigation Bar 

•The WEQAS Interactive Login screen will be displayed 

WI-QL1-SecUsrGid0517        Date of Revision 18/05/2017       authorised by Sam Jones  version 4.0 slide No. 6 



WEQAS Interactive Log in page: 

Log in using your lab username and password 
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You will be presented with your section home page 
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A password reminder function is 

available on the login page: 

Enter you user name in the box 

below “Forgotten your 

password?” and your password 

will be sent to the email address 

registered on your user 

account. 

If you can not remember your user name, please contact 

WEQAS to arrange for an email reminder to be sent. 
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Setting Preferences for Automated 

PDF Report Issue 
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A function is available to issue reports in PDF format direct to the 

email registered for your username at the time when a distribution’s 

reports are first released. 

It is possible for users to set 

their own preferences for 

these reports. 

To access this, click on “PDF 

Report Prefs” in the blue 

section of your left hand 

menu 
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You will be taken to a form listing all the 

schemes in which you are currently 

enrolled. 

 

There are 2 types of reports which can 

be requested for automatic release: 

standard and simplified per distribution 

reports.  

See pages 86 – 99 for more 

information on the report types 

 

There are 2 selections to be made for 

each report type. 
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“Send” – check this box if you wish to receive PDF reports 

automatically to your email for this scheme. Uncheck the box if 

you do not wish to receive reports for this scheme. 

“Single/Double sided” – selecting “Double” will create a file with 

additional blank spacer pages added to ensure that when printing out 

the resulting report double sided, the manager’s summary page will 

be on a separate sheet to the analyte reports. 
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When you have completed your selections, click on the “Save” 

button at the bottom of the form to submit them to the database.  
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Once your selections have been recorded, you will receive a 

confirmation message.  
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Entering Results 
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Click on “Result Entry” 

with the left mouse 

button to go to result 

entry for this section 
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The result entry page shows a list of all current 

distributions for the schemes relevant to the section 

in question 
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Distribution codes are indicated in ‘Distribution’ column. 

Select the distribution for which you wish to enter 

results by clicking on the distribution code with the left 

mouse button 
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You will be taken to a result entry form for this distribution 
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Place the cursor into 

the cell for which you 

wish to enter results 

and type your result. 

You can move from 

one cell to the next on 

the right by using the 

tab key on your 

keyboard. 

You can move back 

one cell by holding 

down the shift key and 

clicking the tab key 
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For Quantitative analytes the system will only accept 

•Numerical data 

•Entries of the format ># or <# (eg >100 or <0.6) 

If you do not have a result for a given analyte, leave the space 

blank. You can give details of the reason for the omitted result 

(e.g. “out of Range” or “unable to calculate”) in the comments 

box at the bottom of the form. Indicate the sample number 

and analyte along with the comment. Do not type this kind of 

information in the individual result cells. 

Quantitative Analytes 
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Qualitative Analytes 

For Qualitative analytes, a drop down list of possible results is 

provided. Click on the down arrow on the right of the box to 

access the list and click on the required result to select it. 
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By default, using the 

tab key on the result 

entry form moves 

from the current cell 

to the cell 

immediately below it 

in the same column. 

 

Setting Tab Order 
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This order can be changed by using the “Using Tab key” 

section on the result entry page. 
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Select the option you 

prefer from the drop 

down menu. 

Then click on change 
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This will take you to the tab order preferences page. 

If you click on “back” at this stage, you will be returned to 

your result entry page. The change to your tab order will last 

only until the end of your currently logged in session. 
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N B If you chose to change the tab order after you have started 

entering results, you will receive the following warning. 

You will not be able to move to the Tab Order Preferences 

page until you have either save the results you have entered or 

reloaded the result entry page. 
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If you wish to retain the tab 

order change for future log 

in sessions, click on the 

“here” link on the Tab 

Order Preferences page to 

save the setting to your 

user profile. 

WI-QL1-SecUsrGid0517        Date of Revision 18/05/2017       authorised by Sam Jones  version 4.0 slide No. 29 



You will receive confirmation 

that your settings have been 

saved and you will again be 

offered the option to return to 

the previous result entry form. 
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Entering dates and Storage condition 

Below the results table are fields for entering information relating to the 

dates samples were received and analysed, and the conditions in which 

they were stored between receipt and analysis. 

Where “REQUIRED” appears to 

the right of a field, this 

information is mandatory. You will 

not be able to save your results 

unless you completed the field, 

and will be prompted to enter a 

value. 
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Please enter dates in the format dd/mm/yyyy  - e.g. 24/04/2006. 

Storage conditions are selected from a drop down list. 
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Entering Other Information Relevant to the Distribution Results 

There is also an area at the bottom of 

the result entry form which can be 

used to report other information 

relevant to the particular distribution 

to WEQAS 

 

Please note: 

These comments are reviewed during 

the statistical calculation / report 

generation phase.  

This area should not be used for 

communication requiring an urgent 

response, or for general 

communication 
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Information from WEQAS, specific to this distribution, 

including samples requiring special handling is also 

located at the bottom of the result entry form 
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When you have entered all your results, dates and storage 

conditions, click on the save button. 

The system checks the entered results for potential errors 

before saving the results and notifies you of any possible 

problems or transcriptions errors with your results. 

 

Possible problem entries are highlighted in red in turn, and an 

alert box is displayed indicating the nature of the possible 

problem. 

 

Saving / Validating Results 
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The problem result may be obscured by the alert box. If you cannot 

see any red highlighted results, place the cursor over the blue title 

bar of the alert box. 

Hold down the left hand mouse button and drag the alert box 

around the screen. 
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This problem indicates that the result falls outside of the range 

set for this analyte. 

This may be a result of 

• a transcription error 

• The result being in different units than those set for the   

analyte 

Alert type 1 
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If you identify an error with 

the result you have 

entered, click on cancel in 

the alert box. 

You will be returned to the 

result entry form. 

Place the cursor in the cell 

with the error and correct the 

result. 
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If the result as you have entered it is correct, 

click on OK. The result will be saved. 
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Alert type 2 

This alert box indicates an invalid data type has been entered. 

Valid data types are: 

•numerical data 

•data beginning with <  or  > 

•NIL - indicating a result will not be available for this cell 
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You must click OK 

on this alert box in 

order to proceed. 

You will be returned to the result entry form to correct the 

problem 

Common typographical errors include  

•Inclusion of a space either before or after the numerical values 

•The inclusion of a second  trailing decimal point (e.g. 45.6.0 or 45.6. ) 

•The inclusion of double decimal points (e.g. 45..6) 
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Once any problem results have been rectified, the results will 

be saved. 

Once data has been successfully uploaded to the database, 

one of the following confirmation screens will be displayed, 

including a copy of the data set submitted. 

OR 
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A full data set has been 

stored. 

However, you may amend 

the reported results on line 

up until midnight on the 

closing date for the 

distribution 

Confirmation Type 1 
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If you have only entered 

results for some of the 

analytes the section is 

enrolled for, this will be 

indicated on the 

successful save 

notification 

Confirmation Type 2 
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Confirmation : Qualitative entry 
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You must wait for a confirmation screen to 

be displayed before navigating away from 

this area of the site. 

  

Navigating away before confirmation is 

received will interrupt the upload procedure 

to the database and the data may not be 

saved correctly / completely. 
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If you do not navigate away from the page, but a confirmation 

screen is not displayed, there may have been an interruption in 

the upload procedure at some point across the connection 

between you and the database. 

 

It is advisable in this situation to check whether results have 

been successfully uploaded or not. 

 

To do this, follow the steps for data entry as if you were 

entering the data set again. Data which has been successfully 

stored will display in the entry form.  
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Entering Partial data sets 

You can enter results for some analytes and return to result entry for this 

section at a later date to enter results for the remaining analytes or to edit 

previously entered results. 

You may also enter partial sets for an analyte and return to complete the set 

later. 

Results can be edited up until midnight on the closing date for a distribution 
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Previously entered results appear as editable text on the 

result entry form. 

Results for remaining cells can be entered as normal. 
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Once the return by date for a distribution has 

passed, results can no longer be entered on line by 

participants. 

 

The distribution will no longer appear as an option in 

the result entry section. 
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Entering & Editing Method & 

Instrument Information 
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on the grey section menu, 

select option “View Analyte 

Profile” This will take you to 

the section’s main analyte 

profile selection page 
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A list of all currently available 

schemes will appear. 

Next to each scheme in which 

this section is enrolled is an edit 

button.  

Click on the edit button next to 

the scheme for which you wish 

to make changes 

This will take you to the analyte 

profile page for that scheme 
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NB - if no edit button appears next to a scheme, this section is not 

enrolled for that scheme. 

Changes to scheme enrolment must be authorised by WEQAS 

before they will take effect. At this time, additional confirmation in 

writing / email of new requirements along with a valid purchase order 

to cover cost of additions is still required for scheme additions / 

deletions.  

If in doubt, contact WEQAS 
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The scheme analyte profile 

page includes a list of all 

analytes currently available in 

that scheme with a check box 

next to each one. 

 

Analytes for which 

method/analyser details have 

already been entered for this 

section have a tick in the 

check box and an “Edit” button 

next to them. 
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To edit existing 

methods 

 click on the edit  button 

next to the analyte in 

question 
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method questionnaire - analyte with existing 

methods 

You will be taken to a method questionnaire page for that analyte, 

showing the current instrument and method details. 
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To change the instrument, click on the down arrow next to the 

top box in the method questionnaire to display the list of 

available instrument manufacturers. 

You can view more of the list by moving the scroll bar on the right of 

the list up and down. 
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Select the appropriate manufacturer by highlighting it with the 

cursor and clicking the left hand mouse button. 

Once the manufacturer has been selected, a drop down list of this 

manufacturer’s analysers appears to the right of the manufacturer 

list. Click on the down arrow on this list box to display the available 

instruments. 
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Select the correct analyser from the list by highlighting it with 

the cursor and clicking the left mouse button. 

 

Continue through the form a box at a time until all relevant 

changes have been made. 

NB reagent and calibrator lot numbers are entered by 

inserting the cursor in to the corresponding text box and 

typing in the lot number. 

If a modification to the manufacturer’s calibration is used, 

tick the check box. 
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Once all the required changes are made, 

click on OK. The method and analyser 

details will be saved and you will be 

returned to the scheme analyte profile 

You can start over or cancel the entry at 

any time by clicking on cancel. You will be 

prompted to confirm that you wish to 

cancel the method changes. 

 

Clicking OK at this stage will cancel the changes and return you to 

the scheme analyte profile. 

Clicking cancel will leave the method questionnaire for the analyte 

on screen  so you can continue working with it. 
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To add a new analyte to the range 

of analytes tested by the section  

Click in the empty check box next to 

the analyte in question 
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method questionnaire - analyte not previously enrolled 

You will be taken to a blank method questionnaire page for that 

analyte  
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 Selecting method details for analytes not previously enrolled 

First select the instrument being used for the analyte in question. 

To do this, click on the down arrow next to the top box in the method 

questionnaire to display the list of available instrument manufacturers.  
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Select the appropriate manufacturer by highlighting it with the cursor 

and clicking the left hand mouse button. 

Once the manufacturer has been selected, a drop down list of this 

manufacturer’s analysers appears to the right of the manufacturer list. 

Click on the down arrow on this list box to display the available 

instruments. 
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Select the required instrument by highlighting it with the cursor 

and clicking the left mouse button. 

 

Continue through the form a box at a time until all relevant 

information for the analyte has been entered. 

NB reagent and calibrator lot numbers are entered by 

inserting the cursor in to the corresponding text box and typing 

in the lot number. 

If a modification to the manufacturer’s calibration is used, tick 

the check box. 
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Once all the details are entered , click on OK. 

The method and analyser details will be saved 

and you will be returned to the scheme analyte 

profile 

You can start over or cancel the entry at any 

time by clicking on cancel. You will be 

prompted to confirm that you wish to cancel 

the method changes. 

 

Clicking OK will return you to the scheme analyte profile. 

Clicking cancel will leave the method questionnaire for the analyte 

unchanged on screen 
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To remove an analyte from 

the range of analytes tested 

by the section  

Click on the tick in the check box 

next to the analyte in question 
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You will be prompted to confirm that 

you no longer wish to analyse the 

analyte.  

•Click on OK to remove the analyte 

from your profile 

•Click on Cancel to retain the 

analyte 

Please Note: 

If you wish to withdraw a section from a given scheme completely, Please Do 

Not just remove the method information for all analytes from the analyte 

profile. 

You Must contact WEQAS in order to un-enrol the section from the scheme  
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Accessing Reports and query 

information 
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Click on “Section Stats” to 

access the list of schemes 
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Click on the down arrow next 

to “(All Schemes”) to display 

the list of available Schemes. 

 

You can view more of the list 

by moving the scroll bar on the 

right of the list up and down. 

Note: This list gives all WEQAS schemes - not just the schemes 

for which your lab is enrolled. 
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Click on the scheme 

you require to 

highlight it in blue and 

then click on “OK”. 

This will take you to a 

list of distributions for 

this scheme. 

WI-QL1-SecUsrGid0517        Date of Revision 18/05/2017       authorised by Sam Jones  version 4.0 slide No. 73 



A list of the 10 most recent distributions for which reports are 

available will be displayed. 
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To access reports for earlier distributions, click on the 

links for other pages. 
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NB: if you select a scheme in which your section is 

not enrolled by mistake, you will see a notification 

message in place of a list of distributions 
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For each distribution there are a range of report types available 

Instrument report: summary 

reports of analyte means and 

sds for all available instruments 

in that distribution 

Standard Report: Provides 

performance scores and in 

depth statistical analysis to 

aid in trouble shooting 

Simplified Report: Provides basic 

statistical data and graphical 

performance representations with 

Westgard rules based alerting 

Standard and simplified reports both offer a summary and 

Full report option 
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Standard Report / Simplified Report  - Summary 

Available for on screen 

display only, this report 

lists the SDI scores for 

all analytes registered 

under your section for 

that distribution 
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This report is useful for quickly 

identifying analytes for which 

there may be a problem. This is 

a good first view report, since it 

allows you to identify problem 

analytes as soon as data 

analysis / validation is 

complete, prior to hard copy 

reports / PDF reports being 

dispatched by WEQAS. 

Standard Report / Simplified Report  - Summary 
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The SDI plot on the summary reports 

represent your lab’s average overall 

SDI score for the current distribution 

represented by a white ‘o’ and the 

previous 6 distributions, represented 

by black ‘o’s 

Coloured bands on the SDI plot 

represent levels of performance. 

•Red indicates poor 

•Yellow indicates acceptable 

•White indicates Good 

NB: As this is an average of the individual analyte scores, 

poor performance in an individual analyte may be masked 

by good performance in other analytes. The performance 

of each analyte should be considered separately when 

reviewing your EQA reports 
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The SDI score table shows the 

individual analyte scores for all 

sections registered. 

This table is also colour coded 

•Red indicates poor 

•Yellow indicates acceptable 

•White indicates Good 

Non-return of results, 

represented by ? is also 

highlighted in red 
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This summary report will be 

generated more quickly than the full 

standard or simplified report. 

To access more detailed 

information on a particular analyte, 

click on the SDI scores shown in 

blue text. 

You will be taken to the analyte 

report page for that analyte 
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Quantitative 

Analyte report 

page 

- 

From Standard 

Report 
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Quantitative 

Analyte Report 

page 

- 

From simplified 

report 
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You can drill down further by clicking on:  

1. The link for your method (to access data 

for all participants using the same method 

as you, regardless of instrument 

2. the link for your instrument (to 

access data for people using the 

same method and instrument as 

you) 

1 
1 

2 
2 

From standard report From simplified report 

WI-QL1-SecUsrGid0517        Date of Revision 18/05/2017       authorised by Sam Jones  version 4.0 slide No. 85 



Data for all Advia 

Chemistry users 

using method  

“Vandate 

Oxidation” for 

distribution B274 

Right click on the 

excel symbol and 

choose “save target 

as” to save this data 

to an excel file.  

You will than be able 

to manipulate the 

data, e.g. sort it, to 

investigate trends / 

patterns 
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Qualitative Analyte 

report page 

- 

From standard 

reports 
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You can drill down 

further by clicking on 

the Method link to 

review all the 

responses by labs 

using the same method 

as you 
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Qualitative 

Method Group 

Report 
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These reports combine the summary report and a detailed report for each analyte 

reported for all sections under your lab code. The style of the analyte report 

pages obtained will depend on whether the standard or simplified version is 

selected 

Please note, the code for reports is not held on the server. It has to be generated 

from the stored data when a request is made. This means that there will be a 

delay before the report is displayed. We therefore recommend the use of the 

“request PDF” option for all reports comprising more than 10 analyte report 

pages.  

 

These reports can be viewed in the web browser using the “View on screen” 

option, but this version is not optimised for printing. If you wish to print a hard 

copy report to retain for your records, WEQAS recommends using the “Request 

PDF” version and printing from your PDF viewer. The PDF version will retain 

page layout and colour, which can not be guaranteed when printing HTML version 

from a browser. 

Standard Report / Simplified Report – Full report 

WI-QL1-SecUsrGid0517        Date of Revision 18/05/2017       authorised by Sam Jones  version 4.0 slide No. 90 



You will be given the choice of having the report formatted for Double sided printing, 

which adds extra blank spacer pages to keep analyte report pages on separate 

sheets of paper to the summary report, or for single side printing, which omits these 

spacer pages.  

Click on the “Generate Report” button to access the report. 

Full report – View on screen 
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Full report – Request PDF 

Clicking on “Request PDF” will take you to a screen to confirm your email 

and formatting requirements  

Click on Continue to submit the report request to the server 
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The email address quoted here is the email address registered for the 

username which you used to log in to the system. 

For security & confidentiality reasons, it is not possible to change the 

email address to which the report is sent at this stage. 

It is therefore important to keep WEQAS informed of any changes of 

email addresses. Again, for security reasons, changes of email address 

should be reported to WEQAS on a signed web amendment form. 
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You will receive a confirmation that the report request has been received 

which includes the email address that the report will be sent to on 

completion. 
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Instrument report 

This allows you to access summary data (means, sds, uncertainty and number 

of results) for all instruments registered for the distribution, broken down by 

method 

You can choose to 

view data for all 

analytes together, or 

one analyte at a time 

Instrument reports are available for all schemes in which you are registered 
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You can view data 

for all available 

manufacturers 

OR 

You can focus on a 

single manufacturer 

Then 

See data for all their 

instruments 

OR 

Home in on a single 

instrument 
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The report for the selected 

combination will be 

displayed on screen, and 

you can then export it to 

excel by clicking on the icon 

in the top right hand corner 

of the screen 
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