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Assurance Hub 
User Guide – Programme Subscriber Administrator 

Last Updated:  11/08/2021 

Version 1.0 

 

 

 
 

Assurance Hub is a system for viewing supplier certification statuses, available at: 
http://hub.asurequality.com/ 
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Getting started  
 

The AsureQuality Assurance Hub provides information of supplier certification status.  

There are two types of users; Administrator and Internal user 

An Assurance Hub programme subscriber administrator is able to: 

• Invite other people in your company to use Assurance Hub 
• Archive user accounts for people who no longer need access 
• Edit user accounts to update user roles 

 
An Assurance Hub programme subscriber internal user is able to: 

• Check suppliers certification status by searching from Assurance Code, Trading Name or 
Address 
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1. First time log in to Assurance Hub 
 

Key people in your company will have been nominated as programme subscriber administrators 
during discussions with AsureQuality. These people will receive an email from AsureQuality Limited 
inviting them to join. 

 

 

Steps to complete: 

1.1 Click on the first link in the email – this will take you to the AsureQuality Identity Provider 
page: 

 

Use this link FIRST 

Use this link AFTER 
you have set your 
password 
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1.2 Select Log In, the message will ask you to set/change your password: 

 

1.3 Enter a password that you choose and re-enter to confirm, Save your changes. The 
acceptable standard for your password is: 

• minimum of 10 characters 

• At least one capital letter 

• At least one lower case letter 

• At least one number 

• At least one special character 

 

 

 

1.4 Go back to your invitation email to select the link to the assurance hub site, OR   
 type hub.asurequality.com into your web browser. You will arrive at this page: 

 

Confidential  
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1.5 Select Log In.  

1.6 You will be asked to accept the Terms and Conditions of using Assurance Hub. If you chose 
to accept, you will be granted access and be navigated to your Dashboard. If you do not want to 
accept, you will be unable to access the hub. 

 

2. Subsequent log in to Assurance Hub 
 

2.1 Assurance Hub can only be used by a logged in user. You can log in by either: 

• Entering the Assurance Hub URL (http://hub.asurequality.com/) directly into the address bar 
of any web browser 

• Selecting a bookmarked page saved in your web browser 

 

2.2 Your password is securely stored in the AsureQuality Identity Provider system and you will 
automatically be directed to this webpage idp.asurequality.com to complete your log in: 
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2.3  Enter the same email address that you received the first invitation to join Assurance Hub and 
the password that you chose when you registered for the first time, then Log in. You will be granted 
access to Assurance Hub and be navigated to your Dashboard.  

 
3. Session time out 

 

After 60 minutes of inactivity you will be automatically logged out from Assurance Hub. However you 
may still be logged into the AQ Identity Provider so that you can access other AQ applications (e.g. 
LabConnect or MyOrganics).  

Follow the steps outlined in Section 2 – Subsequent log in to Assurance Hub to restart your 
session. 

 

4. Logging out 
 

4.1 When you want to log out of Assurance Hub, select the Log out option below your name in 
the top right hand corner of the screen: 

 

4.2 You will see this message explaining that you are still logged into the AQ Identity Provider so 
that you can access other AQ applications (e.g. LabConnect or MyOrganics).  

 

 

4.3 Your log in to the identity provider will automatically time out if you do not access any other 
AQ application. If you would like to log out of the AsureQuality Identity provider (e.g. you share a 
device with another user), please go to idp.asurequality.com and select Log out in the top right hand 
corner: 
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5. Resetting your password 
 

5.1   Select the Change password option below your name in the top right hand corner of the 
screen: 

 

 5.2 You will then be directed the AsureQuality secure identity provider page: 

 
5.3 To change your password you will first need to confirm your current password, and then enter 
a new password. Save the change. 

5.4 Once your updated password has been saved you can go back to the Assurance Hub log in 
page, select Log In and you will be given access. The next time you log in you will need your new 
password.  

Manage user accounts  
 

One of the features of Assurance Hub is that you can have control over who in your company gets 
access.  

You do this by inviting people you trust (usually employees of your company) to become an ‘internal 
user’.   

You can also archive user accounts when someone leaves and they should no longer have access. 
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6. Invite an internal user 
 

 
6.1 When you log in, you’ll see a dashboard similar to this:  
 
 

 
 
 
 
6.2 Either click on the ‘Manage users’ button (or Menu > Settings) to get to the Users page: 
 
 

 
 
 
 
 
 
 

Confidential 
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6.3 Select the ‘Invite user’ button. You will now see:  
 

 
6.4 Enter the person’s details 
 
Enter the email address of the person you wish to invite. Assurance Hub will check to see whether 
this person already has an AQ identity account (i.e. they have previously been an Assurance Hub 
user, or they are a user of another AQ system).  
 
If this person already has an AQ identity account their Preferred and Last name will be filled in 
automatically and you will not be able to change it. 
 
If they are a new user, you will need to enter their Preferred and Last names in the fields provided. 
 

 
 
6.4 Select the ‘ Programme Subscriber Internal user’ role and then click on the ‘Invite user’ 
button.   You should get a message confirming the user has been successfully invited.  
 
 
6.5 You should now be able to see the new user in the list of all users for your company. 
 
  

TIP:  You are not able to edit a user’s Preferred or Last name once the record is saved so please 
check carefully. 
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7. Remove a user 
 

When a staff member leaves your company it is good practice to remove their user account to keep 
your company data secure.  

Please note that removing a user account in Assurance Hub does NOT remove their access to any 
other AQ system. Please contact your usual support person if you need to notify AQ about staff 
changes.  

 

7.1 From your dashboard page click on the ‘Manage users’ button (or use Menu > Settings) to get 
to the Users page:  

 

 

7.2 Find the user you want to remove. 

At the bottom of the Users tab there is a table that lists all users linked to your company.  This table 
may have multiple pages so you can use the search to find a specific person quickly. 

To add a search filter, click on the pill shape and enter your criteria.  You may enter multiple criteria. 

 

Confidential 

Confidential 
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7.3 Only one user can be removed at a time.  From the table of users, find the correct row and 
then select the Edit link to get to this page:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7.4 Select the ‘Remove user’ button.  You will be asked to confirm this (or cancel):  

 

 

7.5 You should get a confirmation message that the user has been removed: 
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7.6 You can resend an invite to an inactive user. Go to user settings and click edit on user 

 

TIP:  If you accidentally remove a user you can re-invite them.  In this case, their Preferred Name 
and Last Name will stay as originally set-up. 


