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Find and view a notification  
(for all users) 
 

This quick reference guide takes you through the steps to find and view a notification made to the Authority 
relating to one of your drinking water supplies.  The notification may have been submitted by a drinking water 
testing laboratory or by someone related to your supply.   

Notifications have three categories: 

• Laboratory notification 

• Risk to drinking water safety or quantity 

• Stop, Limit or Reduce supply or Change Ownership 

View the list of notifications related to a supply 

Step What to do 

1 When you log in to Hinekōrako you will see a list of your supplies on the My Supplies page.  If you 
are not on the My Supplies page you can go to that page by clicking on My Supplies in the menu at 
the top of the page. 

Your supplies will be in one of three lists: 

• In Progress Supply Registrations, for all registrations migrated but not yet confirmed or 
started and not yet finished. 

• Registered Supplies, for all confirmed migrated registrations and submitted new 
registrations. 

• Other Supplies, for registrations with any other status, e.g. deregistered supplies. 

Find the supply for which you wish to view notifications and then from the drop down menu at the 
end of that supply’s row, choose View Supply Details. 

 

 
 

Step What to do 

2 You will be taken to a screen where the details of the supply are shown.  There will be one or more 
actions you can take in relation to the supply in a list to the left. 

Click on View/Add Notifications. 
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Step What to do 

3 You will be taken to a screen where any previously submitted notifications in relation to the supply 
are listed. 

This includes notifications submitted by yourself or someone else with access to your supply and 
notifications submitted by a laboratory with test results for a sample from your supply. 

There are two lists: 

• A list of Draft notifications that you or someone with access to your supply has started but 
not yet submitted. 

• A list of supplier and laboratory notifications that have been submitted to the Authority. 

You can view a notification from either list.  To do so, click on the drop down menu at the end of 
the row for that notification and choose View Notification. 
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Step What to do 

4 You will be taken to a screen where you can see all the details of the notification.  The details listed 
for any given notification may differ depending on the options selected in the submission of the 
notification.  For example, if you indicated that the laboratory has already notified the Authority of 
non-compliant water, the Notification ID of the laboratory notification will be displayed.  Whereas if 
you provided the laboratory test results yourself, those test results will be displayed. 

Scroll down the screen to see all of the details. 

 

 
 

Step What to do 

4 If any documents have been uploaded with the notification, you can view the record of one of those 
documents by: 

1. Clicking the document title in the list of documents, or 

2. Opening the drop down menu at the end of the row and choosing View Document Details 

This will open a pop up screen displaying the document details, including a link to the document itself. 
If you click on the link the document will download, allowing you to open it. 
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Step What to do 

5 When you have finished, you can return to the list of notifications page by clicking your browser back 
button.  Clicking on Notifications in the in the breadcrumb will not work in this instance due to the 
nature of the notification list page. 

 


