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On-line web instructions for the Shellfish Scheme

Public Health England has an electronic system for on-line reporting of external quality
assessment (EQA) results for the food and water microbiology proficiency testing (PT)
schemes. The system also integrates a wide range of functions including registration details,
data analysis and provision of distribution reports.

The following instructions will help to guide you through the system, from opening the
website and logging-in, to entering your results data and accessing your distribution reports.
Please contact foodeqa@phe.gov.uk if you experience any difficulties.

1.0 Opening the online results reporting service and logging-in

You will need your Laboratory registration details Lab number, Identity and Password which
are important for your participation and for accessing the new on-line reporting system.
Contact us if you have lost your log-in details, we will send you the details immediately (after
making a security check).

After a distribution has been dispatched you will be sent an email notifying you that the on-
line reporting system for the new distribution is open. That message will have ‘PHE FEPTU
on-line results reporting service - new distribution open’ in the subject field and will
include a link to the website for reporting your results. Either use the link in the message or
go to the website: http://www.phe-eqga.org.uk/

Contact us on foodeqa@phe.gov.uk if you do not receive an email notifying you that the
distribution is open after you have received your samples.

Once you have clicked on the link for http://www.phe-eqga.org.uk/ you will see the following
screen:
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In For Re-registration, Data Entry and Reports

Lab MNurnber
Identity
Password

Language

English

Log in

“ou are required 1o orisation from the Public Health England before you proceed

Unautharised access to or misuse of this systernis pi nd constitutes an offence under the

Carnputer Misuse Act 19530,

Enter your ‘Lab Number’, your ‘Identity’ and ‘Password’. You can navigate through the
boxes using the tab key.

Select the ‘Log in’ button or press ‘enter’ on your keyboard.
2.0 Selecting the scheme for data entry

Select the appropriate scheme from the ‘Distributions for’ drop-down menu — in this case the
‘Shellfish Scheme’.

id

Public Health
England

Distributions for

Distribution List

View Certificate | I Logout |

Bottled and Mineral Water Scheme
Distribution g:&mmﬁ?:&f&’ Complated | Data Collactad | Distrisution Complated | Raport
Endoscope Rinse Water Scheme
Select a Prograg Eurcpean Food Legislation Scheme scribe.
Hespital Tap Water Scheme
Legionella lzolation Scheme
Non-Pathogen Scheme
Pathogenic Vibrio Scheme
Public Health Scheme

uuuuu in Scheme

The list of distributions for the scheme will appear on the screen. This list includes previous
distributions and the current one (depending on your distribution selections for participation).

3.0 Selecting the distribution for data entry

Select the distribution number by moving the cursor (mouse pointer) over the list of
distributions; the dark grey shading shows which line is being selected. Confirm your
selection by clicking anywhere on the dark grey shaded area (see below).
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g Distribution List
Public Health
England
Distributions for | Sheilfish Scheme v! I View Certificate I I Logout I
Distribution No. Distribution Dates « Results Due Date Completed Data Collected Distribution Completed Report

SF048 30/0622014 0170872014 v v v
SF047 2410212014 28032014 v v v
SF046 04/1172013 06/12/2013 R4 &4 v
SF045 01/0722013 02082013 v v v
SF044 25/0212013 05/0472013 v &4 v
SF043 05112012 30/1172012 v v v

The tick icon (v) is used to show the progress of a distribution. The ticks show when data
entry is complete, when the distribution data has been ‘collected’ from the system, when a
distribution is complete (closed) and when your report is available.

" Distribution List
Public Health
England
Distributions for | Shelfish Scheme v] [ View Cenificate | [ Logout |
Dustribution No. Dustribution Dates « Results Due Date

SF048 30062014 01082014 o o v
SFO47 2410272014 2810372014 o « o
SFO46 04/112013 06/122013 o o« o
SFO45 010712013 021082013 « « «
SF044 25022013 05042013 Ed ~ o
SF043 05112012 30112012 o o o
SFO42 0210772012 03/0872012 o o« v
SFO36 2810672010 300772010
SFO35 1600272010 19032010
SFO34 271072009 271172009 o

4.0 Entering sample receipt and examination dates

Check that your laboratory number is correct. If not please notify us immediately on
foodeqa@phe.gov.uk

Check that the distribution number that you selected is correct. If not select the ‘Back’ button
and then select the correct distribution as described in 3.0.

Enter the date when you received the sample and the date that the sample was examined.
This data is not analysed by PHE but may be useful for your own records and results
assessments.

~
08
i Shellfish Sch
Public Health ellfish Scheme n

England

Sample Entry Details | Back [ Print |  Reports [ Trend Analysi]
_— ——
< Distribution No.: SFD48 , Laboratory No: 0
< Date Received l:l Date Examined

Please indicate if your laboratory is an "Official Control Laboratory” or a ‘National Reference Laboralory” for your Country |- Mot Stated -- hd

N
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5.0 Entering results for the first sample

Before entering your results indicate if your laboratory is an 'Official Control Laboratory' or a
‘National Reference Laboratory' for your Country by selecting an option from the dropdown
box.

T Wew Tab | RPMD ] [ Exdernal quality asse. || pRenetphe.gov.ukf. | ] @8 Gnanamanchart Faj. [ Mew rolder 7 phenetphe gowuki g GOV.OR ] Find m admm

% Shellfish Scheme

Public Health
England

Sample Entry Details Back Print ‘ Reports ‘ Trend Analysisl

Distribution Mo.: SF049 Laboratory No: 0

Date Received: Date Examinad

-- Mot Stated --

o

Please indicate if your laboratory is an 'Official Control Laboratory’ or 2 National Reference Laboratory' for your Country

SFO107

Besulis:

The sample number for the open data-entry screen is indicated by the dark turquoise shaded
bar with the sample number in bold white font.

The data entry sheet for the other samples are hidden and indicated by the pale grey shaded
bar with the sample number in black font.

&

Public Health
England

Shellfish Scheme

Sample Entry Details [ Back [ Print [ Reports | Trend Analysi]

Distribution No.: SF048 Laboratory No: 0

Date Received E Date Examined: :I

Flease indicate if your laboratory is an "Official Control Laboratory’ or a "National Reference Laboratory’ for your Country |- Not Stated --

e

Results:

Salmonella spp. |Please Select w| (report as detected or not detected in 259)
Replicate 1

If you cannot examine this sample for £ coli tick this box O

Primary Broth Growth of E.coli on chromogenic agar
Tube Number Segment Number
1 2 3 4 5 1 2 3 4 5
P
‘Adid Producion No. Pos No. Pos

1g v - |- ~ ~[o - v W hd B ~[0
0.1g hd |- - ~ ~ |0 v - ~ ~ - o
0.01g W - - ~ w0 B ~ v |- ~[o
0.0019 W - - v w0 4 v v |- ~[0
Select the Dilution used to the MPN [Please Select M

* Result combination used to determine MPN from MPN tables [0 |
L e—
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5.1 Entering results for Salmonella detection test
You can navigate through the results boxes using the cursor (mouse pointer) or tab key.

For Salmonella spp. detection test enter your reults by selecting from the drop down list
(Detected / Not Detected / Not Examined).

Dale Received l:l Date Examined l:l

Please indicate if your laboratory is an "Official Control Laboratory” of a ‘National Reference Laboratory” for your Country |- Not Stated -- v

I <=

Results:

salmonella sprfl R e] (report as detected o nol detected in 25g)
Detected

Replicate 1 Mot Detected

Mot Examined
If you cannot examine this sample for £.colf tick this box. [

5.2  Entering results for E. coli MPN Replicate 1

If you did not examine a sample for E. coli, click the check box as shown below and a tick
(v ) will appear to confirm ‘Not Examined’. Proceed to the next sample (see section 6.0) or,
if you have no more results to enter, submit your resutls as described in section (8.0).

&

Public Health

Shellfish Scheme

England
Sample Entry Details | Back | Print | Reports [ Trend Analysi{
Distribution No.: SF048 Laboratory No: 0
Date Received :I Date Examined: l:
Flease indicale if your laboralory is an 'Official Control Laboratory’ or a "National Reference Laboratory’ for your Country [~ Not Stated - v
R |

Results:

Salmonella spp. |Please Select | (report as detected or not detected in 25g)

Replicate 1

I If you cannot examine this sample for E.coli tick this box A I

Primary Broth Growth of E.coli on chromogenic agar
Tube Number Segment Number
1 2 3 4 5 1 2 3 4 5
| Acid Production No. Pos Ho, Fos
19 - (VI VIR o wv[o VI VIR (VI VI wv[o
019 - o - . v|0 W w|- |- - v|u
0.01g - - - w- vo . v - - - v||]
0.001g |- V|- - |- w0 v LdE V|- |- [0

Enter your results from the primary broth for every tube at every dilution by selecting ‘+’ or ‘-
from the drop down lists as shown below. You should not leave any drop down boxes
unselected. The number of positive results for each dilution will calculate automatically and
be displayed in the text boxes under the ‘No. Pos’ column heading.
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Replicate 1
If you cannot examine this sample for £.cofl tick this box.  [¥]
| Primary Broth Growth of E.coli on chromogenic agar
| Tube Number Segment Number

1 2 3 4 5 1 2 3 4 5
| i Acid Production No. Pos No. Pos
19 + W+ W+ w4+ w4+ w5 £ V|- . - 10
0.1g + W+ W+ w4+ w4+ w5 v V- - V- 10
0.01g) n + v+ v+ v w4 ~ 2B - wvi- w0
0.001 e e v w0 ~ v B wvi- w0
Selecjthe Dilution used to determine the MPN '\Please Select v]

Enter your results for the growth of E. coli using the same instructions as for primary broth.

Replicate 1
If you cannot examine this sample for £ coll tick this box. ]
I Primary Broth Growth of E_coli on chromogenic agar
Tube Number Segment Number
1 2 3 4 5 1 2 3 4 5
Acid Production No. Pos Mo, Pas

1g + W+ w4 4+ W[+ w5 + v+ w4 4 W+ v |5
0.1g + W+ W+ |+ |+ w5 + |+ W[+ |+ |+ w5
0.01g + W+ w4+ V4 - w4 + v+ V4 V4 3 4
0.001g W) v |- V. W w0 - W - V- ~ 0
Select the Dilution used to determine the MPN | Please Select v

Select the dilution combination used to determine your final MPN result from the *Please
Select* drop down list as shown below. Then enter the tube combination that you looked up
in the MPN tables (554 in the example below).

| Primary Broth Growth of £.coll on chromogenic agar
| Tube Number Segment Number
1 2 3 4 5 1 2 3 4 5
| No. Pos No. Pos

Acid Production

19 I+ W+ v+ o+ W+ w5 + |+ v+ v+ W+ w5
0.1g + v+ w4+ Vi + v+ w5 + v+ v+ v+ W+ w5
0.01g + e+ v+ w4 v w4 + v+ v+ v+ w (4
0.001g - ~ B v w0 - - - - w (o
Select the Dilution used to determine the MPN [1, 0.1, 0.01 v
* Result combination used to determine MPN from MPN tables |554| x |

e The free text box allows you to enter upto five digits.
e You must enter whole numbers without commas, slashes or hyphens.

Enter your E.coli final MPN result, determined from the MPN tables or from using the on-line
calculator, in the free text box.

e You must enter whole numbers without commas or units e.g. 13000

¢ Do not enter scientific text (1.3x10E4) or logo values

e You may enter censored values without units (e.g. <10 or >100)
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| Primary Broth Growth of E.coli on chromogenic agar

| Tube Number Segment Number
1 2 3 4 5 1 2 3 4 5

| Acid Production No. Pos No. Pos
19 + e v+ v+ |+ w5 + |+ v+ |+ W+ |5

0.19 + e 4+ W+ 4+ 4 3 + |+ I+ |+ W+ b £

0.01g + v+ Wi+ v+ - w4 + i+ v+ W+ V- |4

0.001g B |- B |- w0 B V- B B ~ [0

Select the Dilution used to ine the MPN [1, 0.1, 0.01 %

* Result combination used to determine MPN from MPN tables
IE.Co.ﬂ'MPN |16000] x| per 1009 I

5.3  Entering results for E. coli MPN Replicate 2
Replicate 2 results are entered in the boxes in the section below the replicate 1 results.

Enter your results as described in section 5.2.

Replicate 2

If you did not examine Replicate 2 for £ coif tick this box. [

— — —
Primary Broth Growth of E.coll on ¢ genic agar
Tube Number Segment Number
1 2 3 4 5 e 1 2 3 4 5 I
Acid Proguction No. Pas No. Pos
- - w- ~ v - b (1
W) - w W - ~[0
w. w W W w0
- w w - ~ 0

e
Select the Dilution used to determine the MPN | Please Select hd
*Result combination used to determine MPN from MPN tables [0 |
m—

] ——

You can save your results at any time by clicking on the ‘Save’ button. This will save your
data on our system, not on your own computer. A prompt box will appear giving you
instructions about how to ‘save’ your results.

The page at wanwphe-eqa.org.uk says;

Click OK to confirrm that yow wish to sewe yowr resules,

Wirid wall be able to change thern the nest e you logem.

Results can be changed at any time until you have selected the ‘Submit’ button or the
distribution has been closed.

6.0 Entering results for the second sample
To enter the data for your next sample number, click on the light grey shaded area to change
to the next data entry screen. The current bar will change to dark turquoise shaded bar with

the sample number in bold white font. Enter and save your results as described in 5.0.
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Public Health Shellfish Scheme
England

Sample Entry Details [ Back [ Print | Reports [ Trend Analysi

Distribution No.: SF048 Laboratory No: 0

Date Received : Date Examined :]

Please indicate if your laboratory is an ‘Official Control Laboratory’ or a '‘National Reference Laboratory’ for your Country |- Not Stated - Vv

s — T —

Results:

Salmonella spp. |Please Select V| (report as detected or not detected in 259)

Replicate 1

If you cannot examine this sampie for £ coll tick this box

7.0 Printing your results

If you wish to keep a paper copy of your results select the ‘Print’ button. You will need to do

this separately for each sample number.
% Please consider the environment before printing

Sample Entry Details

—
Back Save ( Print ) Submit

8.0 Submitting your results
Once you are ready to send us your results select the ‘Submit’ button.

You will not be able to change your results after submission

Sample Entry Details Back

Save Print | CSulJmil 3
S —

The following prompt box will appear to confirm your result submission

The page at wwaw.phe-eqa.org.uk says:

Press OFK to Save and Cormplete wour Results,

Wou will MOT be able to change your Results,

After your results have been submitted the ‘Save’ and ‘Submit’ buttons will no longer be
visible. However, you will still be able to ‘Print’ your results as instructed in 7.0.
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Select ‘Back’ and you will be redirected to the ‘Distribution List’ screen. The tick icon (v") will
be visible in the ‘Completed’ column, which indicates that your results have been completed
for this distribution.

Please ‘Logout’ closing your browser.

o R ™,
Sample Enty Detas Crae X P )
® o

o

. Distribution List
Public Health
England
Distributions for [Sheifish Scheme v] [[View Centificate@ [ Logout
Custribution No. Dustnbution Dates « Results Due Date: Cnﬂm Dats Collected Distribution Completed Report

SFO48 3010672014 017082014 o v v
SFO4T 2410272014 2800372014 & - &
SFO46 0411172013 0611272013 & ~ o
SF045 010772013 020872013 e ~ o
SFO44 2500212013 050472013 - - ‘(
SFO43 051172012 301172012 o - )
SF042 02072012 030R2012 4 - &
SF036 28/06/2010 30072010
SF035 16/0272010 190372010
SF034 27102009 27112009 o

You will now receive an e-mail from DONOTREPLY @phe.gov.uk notifying you that PHE
have received your submitted results. The subject line will confirm the scheme and
distribution number.

9.0 Download your individualised report
You will receive another e-mail notifying you that your report for a distribution is available on-

line. Please enter the following website address directly into your internet browser:
http://www.phe-eqa.org.uk/ and Login in as shown in section 1.0.

10.0 Accessing your individualised report

Go to the ‘Distributions for’ drop down menu then select the appropriate scheme — in this
case the ‘Shellfish Scheme’.

Public Health Distribution List
England

Distributions for

[ View Centificate | [ Logout

tied and Mineral Water Scheme
lysrs Waters Scheme
Dutrbuson MBS Water Scheme Complated l Data Coliected [ Distribuson Completed [ Report
ndoscope Rinse Water Scheme
Select a Prograq European Food Legisiation Scheme scribe.
Hospital Tap Water Scheme
Legionella Isolation Scheme
Non-Pathogen Scheme
Pathogenic Vibrio Scheme
Public Health Scheme

Shelish Scheme

Staphylococcus aureus Enterotoxin Scheme
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The list of distributions for the scheme will appear on the screen. This list includes previous
distributions and the current distribution (depending on your distribution selections for
participation).

11.0 Selecting the distribution number for the report

Select the distribution number for the report you require (SF048 in the example below) by
moving the cursor (mouse pointer) over the list of distributions; the dark grey shading shows
which line is being selected. Confirm your selection by clicking anywhere on the dark grey
shaded area (see below).

% . Distribution List
Public Health
England
Distributions for [ Sheilfish Scheme v] [ View Certificate | [ Logout |
| Distributon No. | Distribution Deles « ] Results Due Date | Completed [ Dta Collected [ Distribubion Completed | Report ‘
SFD49 03112014 051272014 s & ~
SFD46 04112013 0612/2013 o 4 ~
SF045 01/07/2013 02/08/2013 « o i
SF044 250022013 05/04/2013 4 4 ~
SF043 05112012 301172012 - E e
SFD42 0210772012 03/08/2012 &4 b ~
SFO36 28/06/2010 30/07/2010
SF035 16/02/2010 19/03/2010
SFD34 2710/2009 271172009 L

12.0 Selecting the report

After you have selected your distribution, the next screen will show the results that you
reported before the distribution closed. Do not try to amend any of your results as they
have already been submitted. Select ‘Reports’ (as shown below) and you will be directed
to the ‘Available Reports’ screen.

PUbliC Hea|th Shellfish Scheme
England

Sample Entry Details | Back | Print [I Reports || I:ontl}\lldlysii
| |

Select the ‘Distribution Report’ link (as shown below). This link takes you to another website
and opens your individualised report.

| England e

Available Reports

Distribution Report
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Public Health
England

External Quality Assessment of Food Microbiology

Summary of Results

Shellfish Scheme

Distribution Number: SF048

Sample Numbers: SF0104 and SF0105
Distribution Date: July 2014
Results Due: 01 August 2014
Report Date: 08 August 2014

After you have viewed your report you can either print your report or save the report in your
required file on your own computer.

‘Logout’ from the login screen by selecting ‘Back’ and you will be redirected to the
‘Distribution List’ screen.

%

Public Health
England

Shellfish Scheme n

[

Sample Entry Det:

Back J| Print [ Reports | Trend Analysi{

Select ‘Logout’ to close your browser.

&
. Distribution List
Public Health
England
Distributions for | Sheiffish Scheme v
Custribusion No. Drstribution Dabes « Results Due Date Completed Dats Colected Dustribution Completed Report
SF048 300672014 010872014 v o v
SFO4T 2410272014 281032014 4 - '
SF046 04112013 061272013 B ~ -
SF045 0072013 02082013 - ~ -
SF044 25022013 050472013 - - B4
SF043 05112012 30112012 o .( v
SFO42 021072012 030872012 4 - -J
SF036 2810672010 30072010
SF035 160272010 19032010
SF034 27102009 27112009 L
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First published: May 2015

© Crown copyright 2015

Re-use of Crown copyright material (excluding logos) is allowed under the terms of the Open
Government Licence, visit www.nationalarchives.gov.uk/doc/open-government-
licence/version/3/ for terms and conditions.
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