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QAPonline Help File

This help file has been created to assist you in accessing QAP online and developing the
initial relationships.

About QAPonline

QAPonline is a database driven web site. All information is delivered as part of a data
structure. The design concepts are outlined below to help to visualize the process required to
get started. Essentially to do anything in QAPonline, you will need to select a scheme of
interest, enroll in the scheme and then access the various installments that comprise a
scheme. Scheme for quality assurance or education and future training schemes will all
operate in the same manner.

The site is highly interactive — you display a question and you answer then question.
Depending on the type of question, you can usually access the reply pages for the question to
determine how your answer compares with other participants.

QAPonline has been developed around the concept that your participation is part of a
subscription your company has paid for. As such your activity is part of the company quality
activities and your replies can be viewed as part of the companies responses or as part of the
wider community of QAPonline participants.

Essentially, you will need to register yourself before any other function.

If you are the primary member of a group, you can create an instance of your company with
you as the QAP Supervisor. When you do this a unique clinic code is created that will allow
others to join your QAP group.

If you wish to be part of a QAP group, then you will need to obtain the clinic code from your
supervisor.

When you have joined a QAP group, you will have access to all the schemes your company
has subscribed to. You will need to enroll in each scheme one at a time, nominating your
particular skill level in each scheme.

Within each QAP group, there is the potential to create an instance of one or more
laboratories that comprise the group. You have the potential to align yourself to one
laboratory on joining the group.

Each member of a QAP group can be identified to ensure openness among staff members
and there are no unidentified members.

You can then access each installment in each scheme and complete each quiz in each
installment in each scheme.

Every reply will be logged to your subscriber number, your QAP group and your laboratory. In
this way, QAPonline has the potential to deliver QA/QC data on each laboratory performance.
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Open www.FertAid.com and select FertAdid. This opens the home asp pages for

OK Let’s get started.
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The home page (also accessed by
www.QAPonline.com) provides
access to the three major areas of
FertAid
* Quality Assurance/ Training
and Education
e Laboratory Information on
Suppliers and Products
e Clinic Information.

On the vertical menu, you have
options to log in if you already have
a logon code and password. If not
then Select Register and complete
the form (see below). The other

options on the vertical menu frame are similar to the horizontal menu but include introductory
text about FertAid, a cartoon page and an option to submit a site to FertAid’s directory.

The Laboratory and clinic pages are currently on hold as QAPonline is developed.

Loagan I

F asamaord I

Logaon to BAPonline I

Fargot wour P asaward?

If you have not registered before select ‘Register from the
left hand menu to open the registration form.

If you have already registered, then merely complete the
logon code and password and press ‘Logon to QAPonline’.

If you forget your password, you can “forgot your password?”

and type in your email address. Your logon code and

password will be sent to the email if it exists on the system
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Register with QAPonline.
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The registration process only
takes a few minutes and is
designed to establish who you
are. When vyou register, the
system will create a unique
logon name and password that
you cannot alter (at least at
this time).

You need to complete each
text box. Please insert a ? or *
for any box that you are unable
to complete.

You should check your fax
number and your email
address since this is the only
form of communication
QAPonline will have with you.

Some registrations return an error in the email address. When this happens, QAPonline will
send a fax to the listed number informing the new subscriber of the flawed email address
together with the logon code and password. Each subscriber may modify their details once

logged on by accessing “Profile” (see later).

Tile: |Dr

First Name: [Test

Lasil¥ame: |Subscriber

Institution or Clinic Name: |Test Institution

Sireet: I—

Suburb: |-
City: |-
State: |-

Postor Zip Code: I—

Country: [Australia =

Fimail: I)c(@yy.com Importants ple

is cormect

When you complete the form
and submit it, the system will
recommend you record your
logon code and password.

You will also be asked to
nominate your general field of
expertise e.g. Andrology,
Embryology, etc.

Press submits to complete the
registration process.
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On registration.

This is the first page you see when you register. It basically defines the rules for QAPonline.

You will only see this page once.
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each page within QAPonline.

Several
apparent.

pieces of information are

riI:-erI Horme I

Logan: TestSubscriberf1
Fasamord: Sub4 1999
ehail: XRENYY.COm

by Profile

. The upper left section details your

< subscriber number, your logon code

and password and your email address. If the email address is incorrect or changed, select
MyProfile to edit this and other personal information.

The button will always bring you back to the home page.
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The home page always shows the
standard upper horizontal menu, your ID
status in the center, latest new and
modifications on the right.

A site map is available from the left menu.
The site map is either a list of all menus

you will “discover” and a more recent text
version.

In the centre is the identification of your
registration indicating the laboratory you
indicated you belong to and the QAP
group you may or may not

Subscriber Ma:

FEi
Hame=: [r Test Subscriber
Institution: Test Institution

Internal @AF linked to: Mot Linked to an Internal CIAP Group

have joined. At present, you
have not joined a QAP group.

At this stage you have 2
options. You can either
create a new QAP group with

you as the QAP Supervisor or you can join an existing group.
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Creating a QAP Group - The key to QAPonline is that you can create and manage

(in part) all your staff activity online. To do this you need

to create a record of your QAP

group. This may be your single laboratory or it may be a company with many laboratories

You are currently not registered as a clinic supervisor - Make me the CLINIC QAP SUPERVISOR

®

As the QAP supervisor, you have 2 options.
@ 1. Ask the web administrator to allocate subscribers to a clinic (by email ar by letter)
2. Proceed with the on-line option

The on-line option reguires you to create and maintain a company record on GQAP-online, This

record will have a unique company/clinic number. When you create the records, you wall be
You are currently not registered as a clinic supervisor - Make me the Cl INIC QAP SUPERVISOR

Clinic/ Group/ Department QAP Supervisor

QAP-online provides for the ability to link individual subscribers under a common Clinic or
institutional code. The reasan for this is that it allows QAP-online to provide Internal QAP
support. However, clearly being able to do this over the Internet possess some problems. The
rnain problem is restricting access to only those subscribers who are part of your group.

Everybody in your group can identify all members of the group at any time by selecting
"Subscriber Options" / "Names in your Group"

allocated a group code or passward. You should give this code to your fellow subscribers
When they enter this code on their Profile page, FertAid: QAP-online will allocate you clinic
number to their subscriber details. As a superisor, you may delete a connection between any
subcriber and your clinic/group at any time. If you need a new code/password, please contact
gapiEfertaid. com

Using QAP-online to Develop an INTERNAL QAP scheme for your clinic or institution.

The concept of QAP-online grew out of a desire to develop a QAP scheme which was
both educational and guality assurance for both internal interest and for maintenance of
external standards.. QAP-online therefore incorporated both aspects in its design. To
achieve this over the Interet presents some limitations as well a powerful advantages.

The Concept

Touse GAP-online as an internal GAP process, you can do all the documentation
online. It essentially needs for the QAP supervisor to be identified (a check box on my
profile-Edit) who creates a record of the Institution

A Supervisor

Wyhen the institution record is created, a unigque clinic code is created which links a
subscriber to the clinic

The QAP supenisor should then ask each member participating in the QAP scheme to
register and complete their profile information. YWhen asked for the clinic code, all they
need to dois type in the code and they are linked by the company number.

All participants in a scheme can be identified to ensure membership is complete and
accurate.

The advantage of creating an INTERNAL QAP group is that the images and guestions
which form the basis of QAP-online can be assessed both within the QAP group as
well as to other QAP participants.

Unique Code

How others join

Accountability

Advantages

You are currently NOT registered as a clinic supervisor

Flease record that | arm the clinics QAP Supervisaor

Using OAP-online to Develop an INTERNAL OAP scheme for your clinic or institution.
The Concept The concept of QAP-online grew out of a desire to develop a QAR scheme which was
both educational and quality assurance for both internal interest and for maintenance of
external standards.. QAP-online therefore incorporated both aspects in its design. To
achieve this over the Intemet presents some limitations as well a powerful advantages.
To use GAP-online as an internal QAP process, you can do all the documentation
online. It ezsentially needs for the QAR supervisor to be identified (a check box an my
profile-Edit) who creates a record of the Institution.

A Supervisor

When the institution record is created, a unigue clinic code is created which links a
subscriber to the clinic

The QAP supervisor should then ask each member participating in the QAP scheme to
register and complete their profile infarmation. Yhen asked for the clinic code, all they
need to dois type in the code and they are linked by the company number

All participants in a scheme can be identified to ensure membership is complete and
accurate

Unique Code

1ow others join

Accountahility

within it. When you do this you
will be automatically allocated
the position of QAP Supervisor.
You can change this to another
member of your group at any
time but to get things started,
Select “Create a new QAP
Group” from the front of the
home page. You wil be
provided with information about
a QAP group and asked
whether you want FertAid to do
it or if you wish to proceed
yourself (it is not difficult).

Select “Make me a QAP
supervisor” from the page. The
site then asks if you are
prepared to be the QAP
Supervisor. Select the button

“Please record that | am the
clinics QAP Supervisor”.

This then marks your
registration as a QAP
supervisor. The system now
asks you to complete the

formation of the QAP group.

The next screen confirms your
registration has been logged as
a Supervisor and now prompts
you to create the QAP group.

Advantages The advantage of creating an INTERNAL QAP group is that the images and questions
which form the basis of QAP-online can be assessed both within the QAP group as
well as to other QAP participants.
You are currently registered as a clinic supervisor
Create a Intermal QAP Group
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Please complete the basic information required to create a clinic record for Internal QAP
purposes.

You will be able to edit and add more details in the next page.
QAP-online has used the same information which formed part of your subscriber registration.
Please note: All fields are required.

Name of Clinic or Institution: [Test Laboratar,]

Region: |Austral\a MNew Zealand. Pacmcj

Type of Institution: | IVF Clinics 'l
Admin Contact Name: Dr-Test-Subscriber
Admin Contact Email: xx@yy.com

Login Code: TestSubscribers1
Password: Sub41999
Uniis: 1

Reset |

Clinic/Company/Instituti Informati
You have already created a clinicfinstitution record which will allow you to operate QAP-

online ag an internal QAP/Education toal.
The clinic code you should provide to 2l other group members is : Test42037

Test Laboratory \

If you wish to update/Edit the clinic Information, you will need to use the same logon
code and password as you used when entering myGAP-online. The
Clinic/Company/nstitution Edit Option is a common entry page. Yhen you leave the
page, you will return to wwnw fertAid. com home page.

Clinic Status

Clinic Code
Clinic Name
Address

Edit/Update

Update/Edit Clinic/Comparny/institution Information |

Return to myQAP .online home page

This page asks you to provide
a name for the QAP group,
indicate it general geographical
area and asks you to identify
the type of QAP group.

Please note it has used your
logon code and password to
be the code to access the
groups contact information if
you need to.

Press Submit to complete the
process.

The system now records your
QAP Group as a valid group
within QAPonline and
provides a clinic code which
will allow others to join your
group. In the example, the
clinic code is Test2037.

You should provide this code
to all staff you wish to allow
access to the group.

Remember, the names of all staff members will be known to everyone in the group. In this
way, the composition of the group is transparent to all members. .

myQAP- Home Page

Subszcriber Mo: 7TE
Mame: Dr Test Subscriber
Institution: Test Institution
QAP Status Primary QAP Superwvisor
Internal QAR linked to: Test Laboratory

If you return to your home page, you
will see that you are now linked to the
QAP group “Test Institution”.

At this stage, you should apply to
QAPonline for a subscription to the
QA scheme of interest to your clinic.
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Joining a QAP group.__You should instruct your staff to register as above and select
‘Add my name
To create or join a QAP group, you can.... to a QAP Group”

Mozt QAP online activities operate when wou are a member of 3 QAP Group. This means you that is found on
aithar create a Company based QAP group with wou are the initial Supernvizor aryou join an the Home Page

existing group. To join a group, you will need to get the company access code from the to link their
Supernizor. registration with

Create/Edit an QAP group the QAP group.

Add my name te a3 QAP group. * Use the clinic

code to provide
the link.

QAP Company Information and Subscriptions.
If you select Company rather than Home Option, you can see that you now exist as part of a

I EI Schemes I Ouestions I Resulis I @F—'I Feedback

Company Page for: Test Lahoratory
Subscriber Mo and Hame: 776 - Dr Test Subscriber
Institution: Test Institution
Address: _

QAF Status Primary QAP Supervisor

" Everything should be made a simple az possible, but not simpler. " - Albert
Einstein -

YWelcome - Mare [nformation |

=== ==2004 Registration/ReEnrolment Form ==

company however, you still do not have access to the Quality Assurance schemes that
require a subscription. At this point, you need to contact FertAid and arrange a subscription to
the schemes of interest to your laboratory. FertAid requires the formation of the QAP group
before it can allocate access to the schemes. It is better if you perform these functions as
described above before applying for a subscription.
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