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View supply details 
(for all users) 
 
This quick reference guide takes you through the steps to view the details of a supply on the Hinekōrako Supply 
Portal. 

 

This is how Supply Read Only users can see the details of a supply. The option to view a supply is also available 
to all other Supply Portal users if they just wish to view rather than update the details. 

 

Step What to do 

1 Once you are logged in to the portal, find the supply for which you want to view the details on the My 
Supplies home page. It will be in one of the three lists on the page: 

• In Progress Supply Registrations – either migrated supplies that have not yet been verified or 
new supplies that have not yet been submitted. 

• Registered Supplies – supplies that have been verified or submitted and are now registered. 

• Other Supplies – supplies that are not in either of the first two states, e.g. supplies that are 
being reviewed by the Authority. 

If the supply is not there, it may be that you do not have access to that supply. Contact your Supply 
Group Administrator or the Authority. 

To view the details of the supply, either: 

1. Click on the Supply ID link, or 

2. Choose Supply Details from the drop down menu at the end of the supply’s row in the list. 
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 Step What to do 

2 You will be taken to a screen where you can see all the details of the supply, including lists of the 
supply components and relationships. Scroll down the screen to see all of the details. 
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Step What to do 

3 You can view the details of any supply component or relationship by: 

1. Clicking on the link on the first piece of data in the list, or 

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

A pop up screen will then open to show you the details of the component or relationship. 
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Step What to do 

4 You can view the document records that have been added to the supply 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 My Supplies page by clicking your browser back button 
or: 

1. Clicking on that option on the top menu. 

2. Clicking the My Supplies link in the breadcrumb. 
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