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Find a submitted laboratory notification  
(for all lab users) 

This quick reference guide takes you through the steps to find and view a notification made to Taumata Arowai 
that a drinking water supply test has indicated an exceedance of the Maximum Acceptable Values (MAV). 

 

Options 

Once you are logged in to the portal, on the Notifications screen you have four options to help you find a 
previous notification: 

1. You can do a text search for a notification. Go to Step 1. 

2. You can filter notifications by who submitted them. Go to Step 2. 

3. You can sort the list of notifications. Go to Step 3. 

4. You can browse through the pages of notifications. Go to Step 4. 

Once you have found the submitted notification you are looking for you can view its details. Go to Step 5. 

Do a text search for a notification 

Step What to do 

1 You can filter the list of notifications by specifying text that appears in fields shown in the list.  You 
can’t search for text that does not appear in the list, e.g. the name of a determinand. 

To filter the list: 

1. Enter the text to search for in the search box above the list. You can use the * character as 
a wildcard, e.g. *1035 will find all notifications with an ID that ends in 1035. 

2. Hit <Enter> or click on the magnifying glass to filter the list. 

You can clear the search results by clicking on the Reset Filter button on the left of the screen. 

 

 
 
Results: 
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Filter list by who submitted the notification 

Step What to do 

2 You can find a notification by filtering to only show notifications submitted by certain people from 
your laboratory. 

To filter the list: 

1. To the left of the list is the Submitted By filter. All active Hinekōrako users from your 
laboratory are shown here. Click on one or more of their names. 

2. Click Search.  The list will be filtered to only show notification submitted by those people. 

3. You can clear the Search by clicking on the Reset Filter button. 

 

Results: 

 

Sort the list 

Step What to do 

3 You can sort the list by any field. So you can sort by who submitted the notification, the notification 
ID, the date submitted (the default sort order), but you cannot sort by the supply ID or supply 
name. 

To sort the list: 

1. Click on the heading of the column you want to sort by. 

2. Click again to change the sort order, the arrow on the column heading indicate whether 
the list is sorted in ascending or descending order, i.e. down arrow for A-Z, newest to 
oldest, up arrow for Z-A, oldest to newest. 
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Browse through pages 

Step What to do 

4 If the list has more than 10 notifications in it, the first 10 notifications will be shown and page 
numbers will be displayed at the bottom of the list, indicating how many more sets of 10 
notifications there are. 

You can go to the next set of 10 notifications by clicking on the right arrow. To go back to the 
previous set, click on the left arrow. To go to a specific page, click on the page number. 
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View a submitted notification 

Step What to do 

5 Once you’ve found the notification you want to look at, you can see the details of it by choosing 
View from the drop down list at the end of that notification’s row in the list. 
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Step What to do 

6 All of the details of the notification are shown on one screen. You can scroll down to see them all. 

You can click on the document link to open a document and then download it. 

 


