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Establish supply portal and RealMe® account

(for all users)

This reference guide takes you through the steps to create a user account in the Supplier Portal part
of Hinekorako, the The Authority regulatory and intelligence system. To access your Hinekorako
account you’ll need a RealMe® account. If you don’t know about RealMe®, the New Zealand
Government’s identity management service, you can find out more here.

If you don’t have a RealMe® account, you’ll be able to create one during this process. Thereafter
whenever you come to the Hinekorako Supplier Portal you’ll log in with that RealMe® account.

If you already have a RealMe® account that you use to access work and/or personal services, you can
use this account here. Your RealMe® account is only tied to your Hinekorako account for the
purposes of making sure it really is you who is logging in. You can do that with an existing RealMe®
account. You do not need to create a separate RealMe® account for this purpose if you already have
one.

Note: RealMe® is a registered trademark.

Email invitation

This process assumes you have received an email with an invitation link to create an account. That
email could have been sent to you by The Authority or by an administrator of supplies you have some
relationship with.

Step What to do

1 Click on the link in the email.

Kia ora

Set up your account with Taumata Arowai and confirm your water supply registration details

Taumata Arowai is the new water services regulator for Aotearoa, and your water supplies now need to be registered with us.

Your drinking water supply records have been migrated from the Ministry of Health’s Register of Drinking Water Suppliers to Taumata Arowai.

Awhat you need to do next

1. Set up yo s ount in Hinekdrako — the self-service portal for drinking water suppliers and laboratories (and the regulatory and intelligence platform for Taumata Arowai).
Click on t set up your Hinekorako user account. This link will expire in 7 days.

Step What todo

2 You’ll be taken to the Hinekorako portal and from there transferred to RealMe®.

The transfer might take a moment. If it does, you may see this page. Please wait until you are
redirected.

Note: RealMe® is a secure way to prove your identity online. If you already have a personal or
business RealMe® account, you can use this to verify your identity. Your RealMe® account is only used
to confirm your identity when you log into Hinekorako. The Authority will not receive or store any of
your RealMe® information.
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Please wait, Redirecting you to RealMe

Redeem an invitation code

“ Invitaticn co
de
Step Whattodo
3 It is possible that for your protection your email platform may have encrypted the link in the email and

then unencrypted it when you clicked on it, in the process changing the invitation code in the link. In
this case you may receive an Incorrect Invitation Code error.

If you do:
1. Go back to the invitation email and select and copy the invitation code included in it.

2. Inthe Hinekorako screen where the error is displayed, delete the current invitation code,
paste in the invitation code copied from the email and hit <Enter>.

Please see the Correct an invalid Hinekarako invitation code (for all users) quick reference guide on
the Authority's website, if you need more information.

If you still experience an error, contact The Authority at info@taumataarowai.govt.nz.

2. Click on this link to set up your Hinekorako user account. This link will expire in 7 days.
Note:
«  Your email security may convert the link for your protection, changing the invitation code in the process. If you get an Invalid Invitation Code error message, replace the invitation code with the one below a’tep‘

I FF7zLHRDVBVyJx-Lk8hlxggqnlhuQNICFmYIVXD32vrHafBkUbd4UbPCcX-TFYy3YeWB6XT2eUa85XCotgKttQYSm1vOD1XkYfgsi6zbXXi-c429YqPzcZLNIX-Of T5jr7CnH, rfic qop! RXBEZhkIs-

Hinekorako

Redeem an invitation code

Invalid invitation code. Contact your Supply Administrator or Taumata Arowai

* Invitation FF7zLHRDVBVyJxJ-Lk8hIxggnJhuQNICFmYWVXD32vrHafBkUbd4UbPCCX-TFYy3YeW

code

Once you are on the RealMe® page, you have the following options:

e Create a new RealMe® account, go to Step 3.
e Retrieve your forgotten RealMe® username or password, go to Step 8.

e Link an existing RealMe® account to your Hinekorako account, go to Step 9.
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Click on the Create Your RealMe® Login button.

Before you go further, we recommend you read the guidance available on the RealMe®

website for those creating a new account.

Real .
me

Ténei au

< Go back to Taumata Arowai

Login with RealMe

You've been redirected here so you can log in with RealMe

Username

Password

LOGIN

Forgot Username or Forgot Password?

Step ‘ What to do

5

You will be taken to a page where you can set up your RealMe® log in details.
1.

Create a RealMe login

To access this service you need a RealMe login.

You'll be able to access a range of services with a single

username and password. RealMe is designed to protect your

privacy and security.

CREATE YOUR REALME LOGIN

Enter your email address. This does not have to be the same as the one on your Hinekorako
account. It will be the email address RealMe® use to send you emails relating to forgotten

passwords or usernames.

Start the process of confirming the email address is yours by clicking Send Code.

Set up your account

To set up an account you will need to confirm your email address:
= Enter your email address and click the Send Code button

« Check your email to retrieve the Code

= Enter the code in the Confirmation Code field

* Click the Confirm Code button

Email Address
jdoe@contoso.com

SEND CODE
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Step Whattodo

6 A field will appear where you can enter the Confirmation Code sent to the email address you specified.
1. Enterthe code.

2. Click Confirm Code.

Set up your account

To set up an account you will need to confirm your email address:
= Enter your email address and click the Send Code button

= Check your email to retrieve the Code

* Enter the code in the Confirmation Code field

» Click the Confirm Code button

A confirmation code has been sent to your email, please enter it below and confirm.

Email Address *
jdoe@contoso.com

Confirmation Code ™

123456

SEND NEW CODE

CONFIRM CODE |
Step What todo

7 Once you have entered the correct code:
1. Enter a unique username. RealMe® will tell you if the name you have selected is already in use.

2. Enter a password and then confirm that password. The passwords must match and must meet
the security requirements listed on the page.

3. Click Continue.

Usermame ™
jdoe

Minimum 4 characters.

Password

Your password must be between & and 64 characters long. It must contain at least three (3) of the below:
« uppercase (A-Z) « numbers (0-9)

+ lowercase (a-z) = symbols (e.g. £, 8, |, @, ", & *, etc)

Password *

CANCEL

CONTINUE
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Step Whattodo

8

You’ll then be taken to a page where you can provide additional security details. You can complete
your account by:

1. Optionally providing your mobile number. As with the password you’ll be asked to click on Send
Code and then enter the code received by text message to your phone in the field that appears.

2. Optionally provide an additional contact number for RealMe® ’s helpdesk.

3. Select and provide the answers to three security questions, which RealMe® ’s helpdesk will use to
confirm you are who you say you are if you contact them.

4. Optionally set up a secret 5 digit PIN, as another option to confirm your identity with the
helpdesk or when resetting your password.

5. Read and accept the RealMe® terms of use.

6. Click Create to create your account.

Set up your account

Moblle number o--:-.

Mobile Humber

o pawarcrd Hyou forget it

Alternatlve contact number czema

rrmy e
Wew Zealand (+64) b4 Contact Number
D bl dimai vill ua thia numizar e e tm gt i buch with yow i we et raech yaw an your =ckile.
Securlty questlons
If you reguine helpdesi suppart in the future, you'll be asked to answer these security questions.
[
Question 2 w
Anzwers”
[
Question T b
Answerl”
Quazrizns
Question 2 w

Answers

Secret PINDziz-al

1Fymu wantto mad 8 saemee SN itwill need b

+ be & five digit number

+ have no more than tines consecutive numBers
+ matrepestthe same digit mone than twice

Sacrat PN

Secret FIM (sgain}

Tarms of use

| mocept the RealMs Terms of use ©
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Retrieve your RealMe® username or reset your password

Step What to do

9 If you have an existing RealMe® account you can use the links on the login page:
e Retrieve your RealMe® username if you but have forgotten it, or
e Reset your RealMe® password if you have forgotten that.

For further instruction on how to do either, please refer to the RealMe® website: Help - RealMe®

Real

Ténei au
€ Go back to Taumata Arowai

Login with RealMe

You've been redirected here so you can log in with RealMe

Username

Password

LOGIN

Forgot Username or Forgot Password?

Link an existing RealMe® account to your Hinekorako account

What to do

10 To link your existing RealMe® account to your Hinekdrako account simply log in to RealMe® at
this point by:

1. Entering your username and password
2. Click Login.

{ Go back to Taumata Arowai

Login with RealMe Create a RealMe login

You've been redirected here so you can log in with RealM To access this service you need a RealMe login.

Username

= You'll be able to access a range of services with a single
jdoe

username and password. RealMe is designed to protect your
privacy and security.

Password

‘CREATE YOUR REALME LOGIN

Forgot Username or Forgot Password?
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Read and accept the Hinekorako terms of use and privacy statement

Step What to do

11 Before you can access the Supplier Portal you must acknowledge that you have read and agree to
comply with the Hinekorako terms of access and privacy statement:

1. Open and read the terms of access by clicking on the terms of access link. These openin a
separate tab in your browser.

2. Return to the acknowledgment page and open and read the privacy statement by clicking on
the privacy statement link. This also open in a separate tab in your browser.

Click on the acknowledgement checkbox.
4. Click Continue.

Terms of Access and U

Access is subject fo the Hinekora

terms of access privacy statement

I [ 1 acknowledge that | have read and agree to comply with the Hinekarake terms of access and privacy sTaTemenQ

Continue

Bookmark Hinekorako for future logins

Step What to do

12 After acknowledging the terms of access and privacy statements, you will be taken to the My
Supplies page. This is your home page for the Supplier Portal.

We recommend that you add this page to your list of browser bookmarks so you can return to it
in future. Alternatively, you can return to Hinekorako and log in at this URL:

hinekorako.taumataarowai.govt.nz
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Be aware of Hinekorako timeouts

Step What to do

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

If you return to a Hinekorako screen after it has timed out as soon as you attempt to move to a
different page Hinekorako will send you to RealMe® to log in again. If you are in the middle of
completing one of a certain set of forms within Hinekorako, 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 Sign out on the drop down menu by your name and then
click on the RealMe® login button to log in again.

A My Supplies Manage Users John Doe Vv
Aku Ratonga Te Whakahaere Kaiwhakamahi
Profile
—
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Familiarise yourself with the My Supplies page

Step What to do

14

From the My Supplies page you will be able to:
1. See your supplies and, depending on your level of access:

e  Click through to view the supply details, including all things related to the supply, e.g.
any Drinking Water Safety Plans submitted to The Authority, any drinking water safety
issues notified to The Authority.

e  Register a new supply or click through to an existing supply to view notifications related
to the supply or submit a new notification. Previously unregistered supplies do not have
to be registered for some time yet. Please ensure you have spoken to The Authority
about your reasons for registering a new supply.

Exactly which supplies you see and what you can do with them will depend on the
Hinekorako user role you have. See the Understand supply groups and user roles (for
Supply Group Administrators and Supply Administrators) quick reference guide the
Authority's website.

The first time you log in as a supplier transferred from the Ministry of Health’s Register of
Drinking Water Suppliers, you will see your supplies listed with the Origin of Migrated. These
supply records are available for you to verify as complete and correct. See the Confirm a
migrated supply (for all users except Ready Only) or Confirm a migrated supply (for water
carriers) quick reference guides also on the The Authority website.

2. Return to this page, by clicking on the My Supplies menu option at the top.

3. If you are a Supply Group Administrator or Supply Administrator, manage the supply portal
access of other users to your supplies by clicking on Manage Users.

4. Sign Out or update your own profile, including contact details, by selecting from the drop
down menu by your name at the top right of the screen.

5. Go to the Authority's website by clicking on the The Authority logo.

There are quick reference guides to help with all of these actions on the Guidance and Resources
page on the Authority's website.

. - My Supplies Manage Users John Doe vV
H In eko ra ko Aku Ratonga Te Whakahaere Kaiwhakamaht

Home > My Supplies

My Supplies

Nau mai

Welcome to Hinekorako

Hinekarako is the self-service web portal for drinking water suppliers and laboratories, and the regulatory and intelligence platform for Taumata Arowai.

1t will be the primary channel for registration and management of drinking water supplies - allowing suppliers and laboratories to share information with Taumata Arowal.

Your supplies are listed below. From here, depending on your level of access, you can verify supplies migrated from the Ministry of Health's Public Register of Drinking Water Suppliers, edit supply

registrations you have already submitted or register new supplies, including Planned Event Temporary Supplies.

§BlA001

CAROO1T

In Progress Supply Registrations

Supply ID A

If you don't have the access you expect or can't see the supplies you expect o see, confact your Supply Administrator or Taumata Arowai. °
The list below includes supplies migrated from the Ministry of Health which are not yet confirmed and submitted, as well as any new supply registrations not yet completed and submitted.

Supply Name Supply Type Origin Date Last Modified

Biarritz On-demand supply Portal 07/10/2021 00:18 v

Carolyn's new supply On-demand supply Portal 07/10/2021 00:37 v
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