QUICK REFERENCE GUIDE A
TAUMATA

AROWAI

Create and submit a laboratory notification
through Hinekorako

(for all laboratory users)

This Quick Reference Guide (QRG) takes you through the steps to submit a notification that a drinking water
test sample has indicated an exceedance of a Maximum Acceptable Value (MAV).

It also covers how you can complete and submit a notification that was left in a draft state, which may occur if:
e atany pointin the process of creating or editing a notification you leave the screen; or

e you are timed out of Hinekorako due to 30 minutes of inactivity.

Once you are logged in to the Hinekorako online portal, from the Notifications screen you have two options:

e To begin working on a new notification, click the Create button. Go to Step 1.

e To find a draft notification that had been started but not completed, click on the Submitted Lab
Notifications link, and then choose Draft Lab Notifications. The list of notifications will change to show
those in a draft state. To manage a draft notification, go to Step 12.

Create a new notification

Step What to do

1 Clicking on Create opens the first of several screens in the process of submitting a notification.

Click on the Next button.

Non-Compliant Laboratory Results Notification

Under clause 72(2) of the Water Services Act, accredited laboratories are required to notify Taumata Arowai immediately of any result that does not comply with the NZ Drinking Water Standards. Water suppliers must continue to
comply with the existing NZ Drinking Water Standards and Compliance Rules (The Drinking-water Standards for New Zealand 2005 (Revised 2018)) - until the new NZ Drinking Water Standards and Compliance Rules are in place.
Non-compliance with standards or rules has the potential to have very serious impacts on drinking water consumers and for that reason urgent action to notify Taumata Arowai is essential. Once your notification has been
submitted a copy of this will be provided to the Public Health Unit(s) associated with the drinking water supply and we may provide it to other agencies or authorities if action is required to protect public health.

Notifier

Ziggy Stardust

Notifying Organisation

Stardust Drinking Water Testing Services
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Step What to do

2

On the next screen you can provide information about the sample that was tested, including:

e The name and organisation of the person who submitted the test sample.

e The drinking water supply and the location within the supply where the test sample was

taken.

To look up the supply from the public register of supplies:

1. Click on the magnifying glass.

2. Inthe resulting pop-up screen of supplies, enter all or part of the supply’s name in the

search box and click <Enter> or click on the magnifying glass.

3. If there are more than 10 supplies that meet the search criteria scroll through the pages to
find your supply by using the left or right arrows or the results page number.

4. Once you’'ve found the supply click the checkbox to select it.

5. Click Select.

If you do not know, or cannot find, the supply, leave the Drinking Water Supply field empty and

proceed to Step 3.

Who submitted the sample?

First Name *

Last Name *

Organisation

Sample Information

Drinking Water Supply *

Lookup records

« Supply ID

[ cHuoor
[ steoo2
[ sucoo
[ suroo2
[ sueoos
] mymoot

Tesdale Holiday Camp
Chumley

Stepney

Bugley Falls
Supermare Prison
Supermare Airport

Mymosa cafe

Search

Supply Type

Self-supplied building
Community drinking water station
On-demand supply

Community drinking water station
On-demand supply

On-demand supply

g

Created On

19/05/2021 08:12

19/05/2021 11:41

03/09/2021 04:48

03/09/202114:27

31/08/202114:55

31/08/202114:57

03/08/202108:13

5
e
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Step | What to do

3 It's important that we have information about what part of the supply the water sample was taken
from in case we need to discuss the issue with the supplier and also for longer term analysis of
supplies.

To specify the sample location:

1. Indicate whether the sample was taken from a Treatment Plant or Distribution Zone within
the supply or, if you do not know or it was another location, choose Other. NOTE: We do not
need to be notified of MAV exceedances found in source water, only in treated water.

2. Click on the magnifying glass.

3. Select the Plant or Zone from the resulting list. NOTE: If you selected a supply in Step 2, the
list will be of Plants or Zones for that supply. If you did not select a supply, the list will be of
all Plants and Zones.

4. Click Select.

If you have selected Other, please provide as much information as you can in the
Description of Location field.

Sample Location

Sample Location *

It's important that we know from where within the e sample is taken. Please identify which Treatment Plant or Distribution Zone within the supply the sample was taken from, or if that information is not available select
i i i a location option as you do not need to advise us of MAV exceedances in source water, only treated water.
® Treatment Plant O Distribution Zone O Other

Treatment Plant *

| [a]

Lookup records

| Search

v DA Name
IIZ TP100172 Biarritz bore station

4
I Select | ancel Remove value
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NOTE: If you select Other, please provide as much information as you can in the Description of Location
field

Sample Location
Sample Location *

It's important that we know from where within the supply the sample is taken. Please identify which Treatment Plant or Distribution Zone within the supply the sample was taken from, or if that information is not available select
Other and provide what information you have. Source is not a location option as you do not need to advise us of MAV exceedances in source water, only treated water.

O Treatment Plant O Distribution Zone @ Other °

Description of Location *

Step ‘ What to do

4 Once you have completed all the information on this screen, click Next. If you did not select a
supply, but did select a Plant or Zone, the Supply for that Plant or Zone will be populated in the
Drinking Water Supply field.

If there is any problem with the data you have submitted, one or more error messages will be
displayed at the top of the screen. For example, missing mandatory data.

If this happens, correct the errors, and click Next again.

Non-Compliant Laboratory Results Notification

© The form could not be submitted for the following reasons:

Last Name is a required field.

Description of Location is a required field.

Sample Information

Who submitted the sample?
First Name *

Bob

Last Name *

Step ‘ What to do

5 You will be taken to a screen where you can provide information about the test results, including
providing an identifier number for the result, advising when the supplier was notified of the result
and adding any comments.

You can load the test results that have exceeded the MAVs by:

1. Clicking on the Add Result button in the Test Results section.
2. Inthe Test Result pop up screen, click on the Determinand magnifying glass.

3. Inthe Determinand pop up screen, enter all or part of a Determinand’s name in the search
box and click <Enter> or click on the magnifying glass.

4. If there are more than 10 Determinands that meet the search criteria scroll through the
pages to find the right Determinands by using the left or right arrows or the results page
number.
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5. Once you've found the Determinand click the checkbox to select it.
6. Click Select to confirm.
7. Backin the Test Result pop up screen, enter the value from the test.
8. Click on Submit.
Test Results 1
Add Result
Determinand UOM (Determinand) Value

There are no records to display.

& Create

Determinand *

| Q

Value *

@ Create x

Lookup records

Search Q

Bfomo-3-chloropropane
2-Cibromoethane
[ 12-dichlorobenzene
[ 12-dichioroethane

[ 12-dichioroethene

[:] 1,2-dichloropropane

D 1,3-dichloropropene

6
I Select l‘ Cancel Remove value
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;

& Create

Determinand *

‘ 1,2-dibromo-3-chloropropane ‘ X Q

UoM*

mg/|

Step ‘ What to do

6

If there is any problem with the data you have submitted, one or more messages will be displayed at
the top of the screen, for example missing mandatory data. If this happens, correct any errors and
click Submit again.

Our Hinekorako system checks the test result value to determine:

Note: The heading which states that ‘The form could not be submitted ...” is a standard heading. In the
case of the above three checks, they are warnings or confirmations only, if you click on the Submit
button again the test result will be saved.

Whether the value is below the Maximum Acceptable Value for the determinand. Ifitis,
the following message will be displayed: "The Determinand MAV was not exceeded, and
notification is not required in this case".

o  Taumata Arowai do not need to be notified of this result, although it will still be
reported as part of your notification.

Whether the value is above the threshold for the notification to be considered critical. If it
is the following message will be displayed: “This lab result is assessed as Critical, and an
urgent response will be actioned".

o This is a chance for you to check that the value entered is correct. If the test result
is submitted, Taumata Arowai staff will be alerted, and a critical priority response
will be triggered.

Whether the value is above the MAV and below the Critical threshold. If it is the following
message will be displayed: "This lab result is above the Determinand MAV and is notified".
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@ Create x

@ The form could not be submitted for the following reasons:

Value must be higher than 0.00001.

Determinand *

1,2-dibromo-3-chloropropane

UOM*

mg/l

Value *

E

@ The form could not be submitted for the following reasons:

This Iab result is assessed as Critical and urgent response will be actioned.

Determinand *

Chromium

UOM *

mg/l

Value *

Step ‘ What to do

7 Once you have submitted the first test result you can repeat the process to add other test results
from the same sample that also exceeded a MAV, building up a list of results.

If you need to correct a result you can select Edit from the drop-down list at the end of that Test
Result’s row, which will open the Test Result pop up screen and allow you to make and submit
changes.

You can also remove a Test Result by choosing Delete from the same drop-down menu.
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Determinand
carbofuran

1,2-dibromo-3-chloropropane

When was supplier notified? *

UOM (Determinand)

ma/l

mg/l

ATAUMATA
T AROWA

Value

0.50000 v

0.50000 v

@ Edit
e
MDelete

Step | What to do

larger than 30Mb.

To upload a document:

contents better.

Click submit.

8 You can also upload a document that contains the full test results.

There are certain file types we will not allow you to load for our security and you cannot load files

1. Click on the Upload Document button in the Supporting Documents section.

2. Select the ‘document type’ as either Supplementary Notification Documents or Laboratory
Notification Drinking Water Test Results

3. Optionally provide a description of the document if you think it will help us understand its

4. Click choose file and then browse your files to find and upload the one you want to add.

Supporting Documents

Title Document Type

There are no records to display.

Document Attached

Upload Document

Document Modified On V¥

& Create

Create

Document Type *

‘ Laboratory Motification Drinking Water Test Results

Laboratory Motification Drinking Water Test Results
Supplementary Notification Documenis

Artach a file *

Choose File | Mo file chosen
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Step Whattodo

9 Once you’ve uploaded the first file you can repeat the process to add other documents, if need be,
building up a list of documents.

If you uploaded the wrong document, you can select Remove Document from the drop down list at
the end of that document’s row and then click the Upload Document button to add the correct one.

If you want to update the document description you can choose Edit Document Details, which will
open the Upload Document pop up screen again and allow you to make that change.

When Editing Document Details, you will see the read only Malware Scan field showing the results of
our virus check. If the virus check detected a problem a message to that effect will be displayed here
and the document will have been removed. You cannot save the notification when there is a
document record with no document, so you will need to remove the document record.

Supporting Documents

Title Document Type Document Attached Document Modified On ¥

Biaritz test results 20210930.pdf Laboratory Notification Drinking Water Test Results Yes 07/10/2021 11:51 v

Edit Document Details

Remove Document

Title

Biaritz test results 20210930.pdf

Document Type

Laboratory Notification Drinking Water Test Results v

Document Description

Malware Scan

Malware Scan Complete - No Issues

Note Text

2.minutes.age

Ziggy Stardust I Biaritz test results 20210930 pdf (181.44 KB)

Step What to do

10 Once you have completed all the information on this screen and uploaded the test results
documentation, click Submit.

If there is any problem with the data you have submitted, one or more error messages will be
displayed at the top of the screen.

If this happens, correct the errors, and click Submit again.
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Step Whatto do

11 If there are no problems with the data, you will be returned to the Notifications screen with the
notification included in the list of Submitted Lab Notifications.

Submitted Lab Notifications ~ Search Q ‘

Notification ID Supply ID Supply Name Sample Location Submitted On ¥ Submitted By Status

NOT-10000155 BIAOO1 Biarritz Other 07/10/202112:10 Ziggy Stardust Submitted v

Log in again if you have timed out

Step What to do

12 For your security, Hinekorako will time out after 30 minutes of inactivity.

If you return to a Hinekorako screen after it has timed out, you will be redirected to RealMe® to
log in again. If you are in the middle of completing the notification form, if you attempt to keep
working on that form you may receive error messages relating to permissions and other system
related issues.

If you experience these errors, click on any top menu option, and then log in again via RealMe®.
Unfortunately, although the notification will be saved as a draft (see the next section), Hinekorako
will not have saved any changes you made on the page. You should therefore be prepared to
complete the notification without taking any breaks of 30 minutes or more. For example, have all
the information you need ready and any documents you need to upload ready to be uploaded.

Manage a draft notification

Step What to do

13 If at any point in the process of creating or editing a notification you leave the screen in the
notification process you have been working on, or if you are timed out of Hinekorako due to 30
minutes of inactivity, the notification will have been saved as a draft.

It is also possible to complete and submit a draft notification from another Laboratory User within
the Organisation.

You can manage those notifications by:

1. Clicking on the Draft Lab Notification link above the list of notifications.

2. ldentifying the notification you want to work with and then clicking Edit to complete and
then submit it.

Page 10 of 11



QUICK REFERENCE GUIDE A
TAUMATA
5T AROWA

Notifications

Nau mai

Welcome to Hinekorako
Hinekorako is the self-service web portal for drinking water suppliers and laboratories, and the regulatory and intelligence platform for Taumata Arowsi.

It will be the primary channel for registration and management of drinking water supplies - allowing suppliers and laborafories o share information with Taumata Arowai.

Laboratories share information by notifying Taumata Arowai when the test of a drinking water supply sample indicates that Minimum Acceptable Values have been exceeded.

The notifications submitted by your laboratory will be listed below. From here you will be able to locate and view a past notification or create a new one.

Taumata Arowai will commence as the regulator on 15 November. Until then you should continue to notify the relevant Public Health Unit.

o 5
' Aladdin Sane Notification ID Supply ID Supply Name Sample Location Modified On %  Submitted By Status

o
Bugs Bunny NOT-00001718 20/05/2022 Rachel East Draft v
O Kermit DeFrog

o . 15:45
O peter Wood NOT-00001716 CPS001 CP Supplies 1 Treatment Plant 20/05/2022 1514 Rachel East Draft

Step Whattodo

14 If you Edit a notification, the system takes you to the first screen of the series of screens in the
process of completing a notification. You can proceed through the screens as you would creating a
new notification, but the previously entered data will be present.

Complete or update the data, upload the test results, and submit the notification as described in the
Create New Notification steps above.

The notification will now appear in the list of Submitted Notifications.

Page 11 of 11



