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Introduction

Welcome to the members portal user guide. We are undergoing lots of
updates to make the portal work as conveniently for you as possible. We
understand that going digital means a big change in how you deal with
and process your RSPCA Assured membership, but we are here to help you
every step of the way.

How do | log on to the portal?

To log in, please click here and enter your Username and Password.
If you have not logged in before or are having any difficulties please contact
Membership Services.
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Forgot your password?


https://rspcaassured.my.site.com/s/login/
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How do | view my certificate?

To view the certificate for a site please visit the homepage. Then, click on

the ‘Download Site Certificates’ button on the right-hand side of the
screen.
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To download your certficates, you can continue to do this from the Home Page
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+ Follow Download Site Certificates

Then select the certificates you would like to download and they will
automatically appear in your download folder.
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How do | view my site accounts?
Click on the “site accounts’ button on the navigation bar.

Home Site Units ents Contacts Q A& @ vanessall Eliott

Below is a list of all of the sites and their status and address details that we hold on our system.

To make any changes to the site addresses please contact Membership Services

Accounts
7 items » Sorted by Account Name « Filtered by All accounts « Updated a few seconds ago <
Account Name T | Membership Nu... | Account Record ... v | Status ~ | Billing Street | Billing City v | County | Billing Zip/Postal... \ | Region | Last Modified Date v
1 Member Portal Test Account - Head Office Head Office MEMBER Parkside Horsham West Sussex RH12 1GY South East 07/06/2023 12:29 v
2 Portal Demo Site 1 6000.0006 Site. MEMBER Farm 1 Oxfordshire: Oxfordshire OX1 10X South East 06/06/2023 17:22. v
Portal Demo Site 2 6000.0013 Site. MEMBER Station Road Portsmouth Berkshire PO99PO South East 06/06/2023 17:20 v
4 Portal Demo Site 4 6000.0014 Site MEMBER The Manor Farm Norfolk IP postcode 07/06/2023 12:01 v
5 Portal Demo Site 5 60000009 Site MEMBER The Hatchery London Greater London postcode London 07/06/2023 12:02 -
6 Portal Demo Site 6 6000.0015 Site MEMBER Castle Famn Horsham West Sussex postcode South East 07/06/2023 12:20 v
Portal Demo Site Haulier 60000016 Site MEMBER Big Road Farm Oxon OX1 10X 06/06/2023 17:23 v

Here, you will see all the sites that are associated with you. You can see their

status and the site details that we hold on our system.

To make any changes to site addresses please contact Membership

Services via email: help@rspcaassured.org.uk.


mailto:help@rspcaassured.org.uk
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How do | view my site units?
Click on the ‘Site Units’ button on the navigation bar.

The report allows you to review the status of the unit, and see all of the information that we held on our system for it

It you nave a hauller membership you can view the vehicle details here,

~

Then click on the Report button in the middle of the screen.

This report allows you to review the status of the unit, and see all of the
information that we hold on our system for it.

If you have a haulier membership you can also view the vehicle details here.

Please note the description field is shown on your certificates. To export
your report to an Excel format, click on the ‘export’ button on the right hand

side of your screen. \
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How do | view my assessment information?
Click on the ‘site assessments’ button on the navigation bar.

You can view details of all assessments that have taken place, as well as it you have an asscssment duc.

Report

The report shows you assessment information per site, including the
allocated assessor and dates of the assessment. It includes all assessments
that have taken place, as well as if you have an assessment due.

The assessment status can be one of the following:

> Awaiting payment (invoice has been issued or in progress)

> Awaiting appointment date (assessment to be booked when it is due)

> Awaiting assessment (assessment scheduled and waiting to take place)
> Awaiting certification (assessment taken place & now in technical review,)
> Certified (assessment complete and approved by our Certification Body)

To export your report to an Excel format, click on the ‘export’ button on the
top right-hand side of your screen. \
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How do | view my contact details?

Click on the ‘contacts’ button on the navigation bar.

@ Vanessall Elliott

Home Site Accounts. Site Units

1 Head Office contacts are the people who deal with your membership, this includes setting up new sites, certificates, renewals and general enquiries.
2. Site contacts are the people that our assessors will contact to book assessors visits.

You can EDIT, ADD NEW, or DELETE contacts by clicking on the buttons on the top right hand corner of the screen

To help us manage your membership as the portal develops, please assign the following 4 ROLE TYPES to at least one of your Head Office Contacts. To do this please click the EDIT button on the right hand side, update the Role and then press save.
« Invoice Contact Role who will receive a copy of every invoice that we generate for you
+ Assessment Contact Role who will receive a copy of the Assessment Report (for a later stage in our portal development)
+ Compliance Contact Role who will receive a copy of the Pink Report (for a later stage in our portal development)
+ Administration Contact Role who administers the membership for your site(s)

+ Note: All Site Contaots will be assigned an Assessment Contact Role

Please note to change the Head Office Primary Contact please get in touch with the Membership Services.

Head Office Contacts Edit Delete New
SELECTTO PRIMARY
DELETE NAME EMAIL TITLE coNTACT ROLE MOBILE PHONE PREFERRED PHONE
Administration Contact;Assessments
Jo Smith help@rspeaassured.org.uk Contact;Certification Contact;Invoice ot 1111 Landiine
Contact
Administration Contact;Assessments
P Test Name (6000)
vimary Test Name (6000) help@rspeaassured.org.uk 2 Contact;Certification Contact;Invoice 03333 333333
Test Sumame
Contact
Edit | Delete | New

Site Contacts

Conta

Contacts are splitinto 2 sections:
1. Head Office contacts are the people who deal with your membership,
this includes setting up new sites, certificates, renewals and general

enquiries.
2. Site contacts are the people that our assessors will contact to book

assessor visits.
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How do | edit a contact?

Click on the ‘edit’ button in the top right-hand corner of the screen.

Home Site Units Q A& @ Vanessall Ellott

1 Head Office contacts are the people who deal with your membership, this includes setting up new sites, certificates, renewals and general enquiries.
2. Site contacts are the people that our assessors will contact to book assessors visits.

You can EDIT, ADD NEW, or DELETE contacts by clickng on the buttons on tae top right hand corner of the screen.

To help us manage your membership as the portal develops, please assign the following 4 ROLE TYPES to at least one of your Head Office Contacts. To do this please click the EDIT bution on the right hand side, update the Role and then press save.
+ Invoice Contact Role who will receive a copy of every invoice that we generate for you
+ Assessment Contact Role who will receive a copy of the Assessment Report (for a later stage in our portal development)
+ Compliance Contact Role who will receive a ccpy of the Pk Report (for a later stage in our portal development)
+ Administration Contact Role who administers the membership for your site(s)

+ Note: All Site Contacts will be assigned an Assessment Contact Role

Please note to change the Head Office Primary Contact please get in touch with the Membership Services

Head Office Contacts Edit | Deete | New
SELECT TO PRIMARY
DELETE NAME EMAIL TITLE conTACT ROLE MOBILE PHONE PREFERRED PHONE
Administration Contact;Assessments
Jo Smith help@rspeaassured.org.uk Contact;Certiication Contzct;Invoice o111 11111 Landine
Contat
Administration Contact;Assessments
Primary Test Name (6000)
v (6000) help@rspeaassured.org.uk 2 Contact;Certification Contzct:Invoice 03333333333
Test Sumame
Contact
Site Contacts Edt | Deste | New

Update the information fields and then press ‘save’.

Head Ofice Conacs

SELECT TO PRIMARY

SEreoe FIRST NAME LAST NAME EMAIL TITLE oNTACr  ROLE MOBILE PHONE PREFERRED PHONE
Angel Galtrey training363@rspcaassured.org.uk 5 Values Selected v Select an Option v
Gemma Riley training@rspeaassured org.uk Senior Administrator v 0 Values Selected v 07387 102298 01482 895949 Landine v



How do | add a nhew contact?
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Click on the ‘new’ button in the top right-hand corner of the screen.

1 Head Office contacts are the people who deal with your membership, this includes setting up new sites, certificates, renewals and general enquiries.

2. Site contacts are the people that our assessors will contact to book assessors

You can EDIT, ADD NEW, or DELETE contacts by clicking on the buttons on the top right hand corner of the screen.

To help us manage your membership as the portal develops, please assign the following 4 ROLE TYPES to at least one of your Head Office Contacts. To do this please click the EDIT button on the right hand side, update the Role and then press save.

« Invoice Contact Role who will receive a copy of every invoice that we generate for you

+ Assessment Contact Role who wil receive a copy of the Assessment Report (for a later stage in our portal development)

+ Compliance Contact Role who will receive a copy of the Pink Report (for a later stage in our portal development)
+ Administration Contact Role who administers the membership for your site(s)

+ Note: All Site Contacts will be assigned an Assessment Contact Role

Please note to change the Head Office Primary Contact please get in touch with the Membership Services.

Head Office Contacts

SELECT TO

DELETE NAME EMAIL TITLE

Jo Smith help@rspcaassured.org uk

Primary Test Name (6000)

oot Sumome. help@rspcaassured.org uk

Site Contacts

PRIMARY
CONTACT ROLE
Administration Contact Assessments
Contact;Certfication Contact;Invoice
Contact
Administration Contact;Assessments
7 Contact;Certfication Contact; nvoice

Contact

Complete the fields and press ‘save’.

MOBILE

* First Name

* Email

*Phone

* Role

0 Role Selected

New Contact

*Last Name

*Job Title

*Mobile

*Preferred Phone

v Select an Option

PHONE

03333 333333

Edit | Delete

PREFERRED PHONE

Landine

Edit | Delete | New
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How do | delete a contact?
Select the contact in the first column and press ‘delete’.

Head Office C

SELECT TO
DELETE

How do | assign contact roles?
To help us manage your membership as the portal develops, please assign

the following 4 ROLE TYPES to AT LEAST ONE of your Head Office contacts.
To do this, please click the ‘edit’ button on the right-hand side, update the
role and then press ‘save’.

> Invoice Contact Role who will receive a copy of every invoice that we
generate for you

> Assessment Contact Role who will receive a copy of the Assessment
Report (for a later stage in our portal development)

> Compliance Contact Role who will receive a copy of the Pink Report
(for a later stage in our portal development)

> Administration Contact Role who administers the membership for
your site(s)

> Note: All Site Contacts will be assigned an Assessment Contact Role

To change the Head Office Primary Contact please get in touch with
Membership Services via email: help@rspcaassured.org.uk



mailto:help@rspcaassured.org.uk
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L still need help!
We are sorry to hear that you are still having issues with the updated
salesforce system.

For more information please visit the HELP page on the members portal.
Alternatively, please contact membership services via their email address:
help@rspcaassured.org.uk, or by phone: 01403 286170 (lines are open
Monday to Friday 9 am to 5 pm).
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