
 

Document No:  INS-SA-16 HOW TO – Log a Request Page 1 of 3 

Version No:  5 Printed: 16-Dec-19, 7:58 AM 

 

HOW TO: Log a Request in ‘myQAP’ 
 

From the Home page select ‘Requests’. 

 

 
 

All existing participant contacts are encouraged to log requests via myQAP. It is essential that enquiries are logged 

against the relevant participant number so that all communication relating to a participant is easily traceable. A list 

of previously logged Requests is also available, and this history can be accessed by clicking the relevant request 

ID e.g. 00008800. There are two different Request options that are available via the myQAP Customer Portal. 

‘General Request’ ‘Add a Contact & ‘Add New Participant Number Request’.  

 

General Request 

If you wish to contact the RCPAQAP regarding a ‘General’ enquiry, to request assistance or to provide feedback, 

please select the ‘General Request’ option. 

 

 
After the ‘General Request’ option has been chosen, a page to complete the request details will appear. Use the 

drop down menus to select the appropriate Site, Discipline and ‘Participant Number’ that the request should be 

logged against. If not applicable, please tick “This request is not related to a participant” tick box.  Provide the 

‘Request Details” such as the reason for contacting the RCPAQAP using the ‘Reason for Request’ drop down 

menus. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Request Details: 

 

Participants can also select a ‘Request Option’ that relates to the selected 

‘Request Details’, from the available drop down list. There is a ‘Description’ field 

at the bottom of the page where further details relating to the request can be 

added. Once you are happy with the content of the request, remember to click 

‘Save’. 

A notification will then be sent to the RCPAQAP advising us that a new request 

has been logged. The Request will then be triaged to the relevant department for 

processing. 
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Adding an attachment: 

An attachment can be added once the request has been saved. Select and reopen the Request number that was 

just created. 

 
Select Attachments and click on Attach File. 

 
Select the file, Click Attach File and then Done. The file is now added to the Request record. 

 
 

Add a Contact Request 

If you wish to add additional contacts to a participant, site or organisation and do not have the right privileges to 

perform this action in myQAP, please select this request option: 

 

 
 

Please note that the ‘Request Details’ and the ‘Request Options’ are defaulted to the correct selection. All you 

need to provide is the name, email address, telephone number, role, the discipline and participant numbers that 

the contact requires access to: 
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Add New Participant Number Request 

If you wish to register a new laboratory/instrument/analyser with the RCPAQAP, please select the ‘Request 

New Participant Number’ Request option. 

 
When the ‘Add Request New Participant Number’ type is selected, an electronic form will appear that prompts 

participants to provide all of the necessary information to set up a ‘New Participant Number’ in the myQAP system. 

There is also a ‘Description’ field at the bottom of the page where further details relating to the request can be 

added. 

 

 
Once you are happy with the content of the request, remember to click ‘Save’. A notification will then be sent to 

the RCPAQAP advising us that a new request has been logged. The Request will then be triaged to the Enrolment 

Office for processing. 

 

Note:  Please remember to use the correct ‘myQAP’ Request Form: 

• Existing Participant – please ensure the ‘General Request’ form is used to link the relevant participant 

number to the Request. 

• New Participant Number required for a new analyser/machine – please ensure the ‘Add New Participant 

Number’ request form is used and all of the details are completed in full. This form should be completed 

for each number that is required if the details vary. 

• Brand New Customer – who is not currently enrolled in any of the RCPAQAP programs and has a general 

enquiry, please use the company website ‘Contact Form’ via www.rcpaqap.com.au to submit the 

Request details. 

 


