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1.0 GENERAL INFORMATION 
 
The portal provides online access to the Scotia Portal 2.0 database of information on 
calibration certificates and calibration jobs in progress for items which have been 
sent to the company. 
 
 
2.0 ACCESSING THE PORTAL 
 
This will be by invitation and the requester will be required to create a password 
which in combination with their email address will allow access to the information as 
a User. The Manager can set the access to those being invited, either as User or 
Manager.  
 
All emails for invitation and password reset, come from scotia.alerts@scotia-
instrumentation.com check spam and customers should speak to their own IT 
support if they do not receive any emails. 
 
 
3.0 MANAGER ADDING MORE USERS 
 
Manager 
Goes to Settings / My Companies and selects the “Edit company” button 
 
Then: 

• Add invitation 
• Enter email address of intended user. 

 
 

New Intended Member 
Follows instructions to register and becomes User.  
 
Manager 
Can now see the new member as a User. 
 
 
4.0 MANAGER ADMIN RIGHTS 
 
Manager can suspend User to prevent ongoing access.  Note that a Manager cannot 
suspend another Manager. If Manager needs to suspend another Manager, then 
please contact representative at Scotia Instrumentation. Manager can change the 
User status to Manger if they wish. Manager can invite others to join the portal and 
suspend Users. 
 
To access the status page, go to My Companies, click on “Edit Company” tab. You 
can expand and view who else in your organisation has access to the portal. User 
status can be changed to Manager and new Users can be added. 

mailto:scotia.alerts@scotia-instrumentation.com
mailto:scotia.alerts@scotia-instrumentation.com


 
SCOTIA 
INSTRUMENTATION 

Revision 2 - September 2025     3 

 
5.0 USING THE PORTAL 
    

 
 
Once registered log in by entering your email address and the password provided. 
This takes you to the Dashboard.  
 
5.1 DASHBOARD 

 
 
The Dashboard is the home page and gives an overview of Recalibrations by 
Certificate Date and Jobs by Status, showing current equipment at Scotia. There is a 
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link to the Scotia website and LinkedIn page. You can return to the Dashboard at any 
time by clicking on the Dashboard link in the navigation bar at the side of the page. 
 
The top right corner has a logo with the user name. This is the account profile 
section and contains account management and support information/links. 
 
RECALIBRATIONS BY CERTIFICATE DATE 
 
This will show the number of items that are in or out of certification. Each colour is 
listed on the screen by function and indicates how many certificates fall into each 
category by number and percentage. All of these sections are expandable. 
 
JOBS BY STATUS 
 
This will show the number of items that are with Scotia for calibration/repair and their 
status. Each colour is listed on the screen by function and indicates how many 
certificates fall into each category by number and percentage. All of these sections 
are expandable. 
 
CHANGE CUT OFF DAYS 
 
You can set the number of overdue days for the items that have been calibrated. For 
example, the above diagram shows overdue days as 90 which is the default. This 
will then display all certificates for items that have fallen past due calibration for 90 
days or under. If calibration was overdue by more than 90 days it will not be 
represented. To change, click on the “Change cut off days” and select from one of 
the available options. 
 

 
 
 
By clicking on the category, a listing of the certificates in that group is provided. 
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The listing is in certificate number order. The columns are; 
 

1) PDF copy of Certificate 
2) Certificate Number 
3) Calibration Date 
4) Recalibration Date 
5) Serial Number 
6) Plant Number 
7) Description 
8) Range 
9) Customer Order 
10) Customer Location 
11) Certificate Date 
12) Account Code 
13)  Pre Adjusted 

 
Certificate can be viewed by clicking on “View Certificate”. Clicking on this will show 
the certificate or if it is not available a notice to contact Scotia. 
 
 
5.2 OVERDUE ITEMS 
 
When on the Dashboard, clicking on “Recalibrations by Certificate Date” and then 
“Overdue (cut off 90 days)” will expand to the below screen and show items that are 
all overdue calibration based on the calibration frequency set on the last calibration. 
From here you can export this information to Excel, CSV, PDF or print. 
 

 
 
 
From the “Export List” drop down menu select the format in which you’d like to 
download the report. It will then download and be stored to your set file location. 
Below is an example of the Excel download. 
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5.3 CERTIFICATES 
 
Selecting certificates shows all certificates assigned to your associated accounts. 
This will include historical and BER items. Search for a specific item by using various 
different search terms, such as serial number, plant number, location or certification 
number.  
 
The Certificates section only shows current certificates however if you select the 
menu item “Certificates search” it will show you 5 years worth of certification for that 
item/serial number. 

 
 
If access to more than one account is granted you can filter certificates by Account 
code. Click on Certificates, then drop down to “Certificates by Account”. In the right 
hand corner there is “Choose an Account”, click here and pick from list of accounts 
allocated to you. 
 
 

 
 
 
5.4 JOB STATUS REPORTS 
 
There are 2 options under the Job Status Reports section: 
 
Report for all items – this will show all items currently with Scotia for 
recalibration/repair. 
 
Reports by account – only relevant if you have more than 1 account assigned. 
Search by account by picking from the drop-down box “Choose an Account”. 
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Status 
 
The status of each item is given; this shows the stage it is at within the company 
system. In each case it is followed by a hash and then the date in the format 
#YYMMDD. 
 
Received  The item has been booked in, not worked on yet 
 
In Progress  The item is being worked on. 
 
For Ext Repair  The item has to go external – not yet sent. 
 
At Ext Repair The item has gone for external repair. If this is followed by OP, it 

means an order has been placed for the external work 
 
Awaiting info Information required so we can proceed. This may be from the 

customer or a manufacturer. 
 
Spares Reqd The item requires spares 
 
Go Ahead Item which was quoted has been given the go ahead. 
 
Ready   The item is ready to be collected, delivered or quoted. 
 
BER   The item is Beyond Economical Repair. 
 
Failed QA  The item has failed after return from repair or calibration. 
   and has been returned to the vendor. 
 
If the status and date are followed by Q and a date, this item has been quoted to a 
customer. 
If the status is followed by GA and a date, then a go ahead has been given. 
e.g. If an item is BER and a replacement was quoted and has been given a go 
ahead, this would appear as BER (date) – GA (date) 

The number after the # is the date but in reverse order #YYMMDD. 
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By clicking on the category, a listing of the current repairs in that group is provided. 
 
The columns are; 

1. Customer Reference 
2. Customer Order 
3. Serial Number 
4. Description 
5. Range 
6. Customer Location 
7. Site Location 
8. Status 
9. Job Number 
10. Item Number 
11. Date In 
12. Customer Code 

 
5.5 RECALIBRATIONS 
 
The information found here is similar to the information on the Dashboard. Check 
items calibration status, view certification and run reports. Reports can be exported 
and saved in the same way as Section 5.2. 
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5.6 SETTINGS 
 
Set Overdue Days - if changed will become your default and not the 90 days already 
set. 
 
My Profile – Your information. The companies associated with your name and their 
locations names. Update your email address, password or delete your account. Tech 
support details can be found here. 

  
 
My Companies – Show the list of companies you are associated with, the account 
codes and names of the companies. By clicking on the “Edit Company” tab you can 
expand and view who else in your organisation has access to the portal.  
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User level can be changed to Manager and new Users can be added, or inactive 
users suspended. 
 

 


