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1. About the Accreditation Handbook 
 

The accreditation handbook is a best practice guideline and offers a report of the project results of 

the Erasmus+ project EU-CERT -  European Certification and Accreditation for European Projects, in a 

book format. 

To get in touch with the EU-CERT accreditation and certification system it is helpful to get an 

explanation of the processes and the criteria within a detailed handbook which provides a 

compilation of all information needed. This offers more transparency to the target groups of the 

users of results in adult education but also to the target groups of coordinators of adult education 

projects who want to get their project results accredited.  

The impact of such a handbook is directly on all users. They get accustomed to the processes and 

can transfer these experiences also to future use of certificates.  

 

About the format of the handbook 
The handbook is accessible in a printed and online version.  

The accreditation handbook provides general information on accreditation for adult education and 

the accreditation and certification processes within EU-CERT: addresses the quality criteria and 

explains them and their use.  

 

The handbook is accessible in a:  

Short version - Guideline A: which steers the user through the accreditation process and the 

website, etc.  

Detailed version - Guideline B: which provides help and hints for the accreditations/evaluators. 
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Welcome to the EU-CERT Accreditation Tool Handbook 
This handbook provides you with a comprehensive overview of the EU-CERT Accreditation Tool, 

which was developed, tested, and implemented as part of the Erasmus+ project EU-CERT - European 

Certificates and Accreditation for European Projects. 

The EU-CERT Accreditation Tool was launched in response to the results of a needs analysis, which 

highlighted a high demand for transparent and high-quality certification and accreditation processes 

in the field of adult education. Its aim is to develop, test, and evaluate European standards for 

accrediting and certifying adult education programs. 

In this handbook, we will guide you step-by-step through the process of using the EU-CERT 

Accreditation Tool. You will learn how to make optimal use of the tool to accredit and certify your 

adult education programs successfully. 

The development of the EU-CERT Accreditation Tool occurred in three phases: 

Researching Quality Criteria and Structures: In the first phase, quality criteria as well as accreditation 

and certification structures were explored. These findings formed the basis for the development and 

implementation of the tool. 

Development of Concept Design: In the second phase, the concept design of the Accreditation Tool 

was created based on the insights gained from the first phase. 

Programming: In the third phase, the Accreditation Tool was programmed and implemented. 

The EU-CERT Accreditation Tool Handbook provides you with a basic introduction to the 

accreditation tool and a step-by-step guide to its use, enabling you to accredit and certify your adult 

education programs successfully. 

We hope that this handbook will assist you in effectively utilizing the EU-CERT Accreditation Tool and 

in establishing and improving your adult education programs at the European level. If you have any 

questions or suggestions, please feel free to contact us. 

We invite you to dive into the world of the EU-CERT Accreditation Tool and discover how it can help 

you achieve your goals! 
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2. General introduction to accreditation, certification 
and certificates 

 

Accreditation and certification are two essential processes that aim to ensure the quality and 

reliability of services, products, or systems.  

Accreditation refers to the official confirmation process of a conformity assessment body by a 

national accreditation body (Chapter 1, Article 2, S.1 No. 10 Regulation (EC) No. 765/2008). During 

this process, it is verified whether the conformity assessment body meets the requirements set out 

in harmonized standards to perform certain activities such as conformity assessments or 

certifications. This is done based on internationally recognized standards and serves to ensure that 

the service provider possesses the necessary professional competencies and carries out its activities 

properly.  

In contrast, the term certification refers to the process in which an independent organization 

examines and assesses whether products, services, systems, or individuals comply with relevant 

requirements.  

Certification is a form of conformity assessment and is carried out by specialized certification bodies 

or conformity assessment bodies that can be accredited by national accreditation bodies such as the 

German DAkkS (Deutsche Akkreditierungsstelle/German Accreditation Agency).  

Overall, both accreditation and certification aim to build trust in the quality and reliability of 

products, services, or systems and to ensure that they meet the relevant standards and 

requirements. 
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3. The need for accreditation, certification and 
certificates in adult education 

 

Audits of corporate processes are common practice of today´s economy. These audits are part of the 

quality management system of companies (Brauweiler, Will & Zenker-Hoffmann, 2015). They are 

used to audit all processes, depending on which audit is carried out. The processes are then 

inspected for quality, effectiveness and efficiency. Such audits then show exactly what is already 

working well and what should still be improved in order to optimize the processes and thus the 

overall performance of the company. Such audits cost time and money, but can also save time and 

money in the long run. After an audit, there will be an audit report which includes all findings of the 

check. This is particularly important for stakeholders, as they are informed of the company's 

performance. Audits can be carried out by internal persons, by external customers or by external 

certification organizations (Brauweiler, Will & Zenker-Hoffmann, 2015). The latter represents a form 

that ends with a certification of the inspected part of a company. Certifications not only help with a 

positive image of the company to the outside world, but also help to ensure that internal employees 

are aware of what is going on in their own company. It also signals seriousness and a willingness to 

improve (Blind, Mangelsdorf & Wilson, 2013). 

And this does not only apply to companies from the economy, but also to companies from 

education. Today´s educational landscape transcends national borders. That is why schools and 

universities find themselves in international competition. One way they can stand out is through 

certification. They cannot only have their processes, teaching products and learning materials 

checked and certified, but also teachers themselves (Tüv Nord, 2023). With the certificate, the 

respective educational institution can show that they comply with certain international standards. 

Furthermore, these standards serve as an independent and respected validation of excellence within 

the competitive situation, providing the organization with a commitment to quality (Tüv Nord, 

2023). This commitment extends beyond prospective customers and also garners the confidence of 

partner firms and the broader competitive landscape (Tüv Nord, 2023). 

One might ask at this point why a certification procedure is necessary in the education sector at all. 

The question could be answered with the fact that teaching and passing on knowledge, educating 

young and older people is also a kind of service (Dembski & Lorenz, 1996). And this service should 

meet certain quality standards, which in turn can be certified. 

In summary, accreditation, certification and certificates in adult education are needed for the 

following reasons: 

¶ such reviews show what is already going well and where improvements are needed in the 

processes or materials (as the case may be) 

¶ stakeholders know about the state of the organization 

¶ staff in the organization know about the state 

¶ they save time and money in the long run 

¶ certification builds a positive image to the outside world 

¶ signals seriousness and willingness to improve 

¶ helps to stand out 

¶ the organization can prove that it complies with (inter/national) standards 

¶ provide commitment to quality. 
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That is where the Erasmus+ project EU-CERT comes into place. In the next chapter you will get more 

information about the EU-CERT project, its aims and objectives. 
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4. EU-CERT ɀ Overview of the project, its aims and 
objectives 

 

The EU-CERT project focuses on adult education and had an initial position of promoting adult 

education results created within ERASMUS+ projects. Because typically, there is no certification or 

accreditation of those.  

Before the EU-CERT project has started, a preliminary study was carried out in winter 2020 with a 

number of 250 participants. 

¶ 87% of the consulted users complain about intransparency and weak quality of European 

adult education project results which cannot be transferred into daily adult education 

practice.  

¶ 86.5% stated that there is a strong need to get to evidence-based approaches to certification 

and that certificates are badly needed in adult education. The participant emphasized that 

the need is specifically for accredited certificates. 

¶ 84% answered, that adult education projects of the EU were seen as critical with regard to 

the quality of their outcomes. 

The participants underpinned that many EU projects create results for adult education but  

¶ not many people are aware of them (79%),  

¶ the quality of the results is not certified (87%), and  

¶ and the possibilities for a good transfer into other adult education organisations are not 

made clear ( 89.5%). 

Here the EU-CERT project comes into action: The project tries to enhance quality in adult education 

and helps to ensure that adult education providers are able to find high-quality adult education 

results which can be used in practice and which based on excellent adult education projects.  

Therefore, the project consortium is going to develop a mechanism to monitor the effectiveness of 

adult education projects via an accreditation system which is based on clear criteria and a solid 

accreditation procedure.  

 

The core project result is the accreditation system of EU-CERT 

Benefits of EU-CERT: 

This will help to support common shared values in adult education and is the basis for civic 

engagement which is fostered by excellent adult education approaches.  

Moreover, it fosters the participation of European adult educators in a high-quality adult education 

network with ensured standards.  

An accreditation system for projects which run under adult education promotes the idea of 

ERAMUS+ and offers another way of transparency and visibility in Europe.  
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All seniors and all European citizens get a possibility to find excellent adult education resources via 

the accreditation information and standards. This is the crucial basis for enhancing quality assurance 

in adult education. 

Project results: 

Project 
Results  

Activity Title   Leading Organisation  

Project 
Result 1 

EU-CERT - Research on Quality 
criteria, Accreditation and Certificate 
Structures 

University of Paderborn ɀ 
Germany  

Project 
Result 2 

EU-CERT - Concept Design for 
Accreditation and Certification 
Processes 

STANDO - Cyprus  

Project 
Result  3 

EU-CERT - Accreditation Website and 
Data-base Design and Programming 

Ingenious Knowledge GmbH - 
Germany 

Project 
Result 4  

EU-CERT - Accreditation Handbook University of Paderborn - 
Germany 

Project 
Result 5 

EU-CERT - Accreditation and 
Certification - Roll-out to adult 
education providers 

Esquare - France 

Project 
Result  6 

EU-CERT - Policy paper Associação Rede de 
Universidades da Terceira 
Idade - Portugal 

Project 
Result 7 

EU-CERT - Layman ǲs report TIR Consulting Group j.d.o.o - 
Croatia 
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EU-CERT Project Website: 

 

 

https://eucert.eduproject.eu/  

 

EU-CERT Accreditation Tool Website: 

 

https://eucert-tool.eduproject.eu/auth/login  

  

https://eucert.eduproject.eu/
https://eucert-tool.eduproject.eu/auth/login
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5. The Accreditation and Certification processes of  
EU-CERT 

 

The Accreditation and Certification processes of EU-CERT are divided into two parts. In the first part, 

the user is required to assess him/herself. First, the user must choose the type of accreditation 

between a System/Institutional Accreditation and a Product/Material/OER/Course Accreditation. 

After that, the user needs to answer questions related to formal criteria in the first part of the 

questionnaire  (see chapter 6 for detailed information of formal criteria). In the second part of the 

questionnaire, the user needs to answer questions related to subject-/content-related criteria (see 

chapter 6 for detailed information of subject-/content-related criteria). When the user has answered 

all of the questions and uploaded files and/or links, the EU-CERT Tool system gives a first automated 

feedback based on the answers of the user. The questionnaire will be then send to a evaluator who 

is able to accreditate this questionnaire. The evaluator has a look at all the answers and uploaded 

material and gives either a first feedback with additional requirements, or can finalize the 

accreditation right away. In case the user needs to give additional information or material, there will 

be enough time to update their questionnaire. The evaluator will have a look at the updated version 

of the questionnaire and finally decides about the accreditation. Finally, there will be an 

accreditation report with both, the automated and evaluator´s feedback as well as the certificate. 

The next chapter outlines the quality criteria of the EU-CERT Accreditation Tool. 
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6. The Quality Criteria of EU-CERT 
 

In order to carry out an accreditation, selected criteria are required, which are assessed beforehand 

for the object to be inspected. These criteria should be extensive and varied so that as many 

features of the object as possible can be assessed. The more and different criteria there are, the 

more precise and meaningful the evaluation can be. The criteria are selected so that they match the 

accreditation type. It is helpful, to summarize criteria into criteria groups in order to run through the 

accreditation process in a structured manner. This provides a clearer overview for the one who seeks 

accreditation and the evaluator. 

The EU-CERT criteria are initially divided into the groups System/Institutional and 

Product/Material/OER/Course, as these are the two areas in which an institution can be accredited 

by EU-CERT. These two areas are further subdivided into two criteria groups. The formal criteria are 

addressed first, followed by the subject/content-related criteria. Both groups of criteria are required 

for System/Institutional Accreditation and Product/Material/OER/Course Accreditation, as both 

Formal Criteria and Subject/content-related Criteria must be checked in both areas. However, they 

differ in terms of content due to their different accreditation orientations. 

In the following, the quality criteria of EU-CERT are briefly explained. 

 

System/Institutional Accreditation  
 

Formal Criteria 
 

a) Description of institution/adult education provider 

The first section within System/Institutional Accreditation is intended to provide an overview of the 

institution to be accredited. The first questions address the name and the address of the 

institution/adult education provider. The respondent is then asked to categorize themselves as a 

type of institution/adult education provider. This makes it easier for the evaluator to categorize the 

accreditation precisely. Followed by the allocation towards the size and the country of the 

institution. After that first part, the evaluator has gained a brief overview of the institution. 

 

b) Mission Statement 

The second area is all about the mission statement, goals and visions of the institution. If an 

institution has a mission statement, it has a major advantage over its competitors. Mission 

statements provide a certain legitimacy and differentiation from other institutions, as they 

communicate the most important values and goals to the outside stakeholders (Seeber et al., 2019). 
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c) Service Areas 

The section on Service Areas is about concretizing the affiliation and orientation of the institution. 

This allows the evaluator to gain an even clearer picture of the institution and its departments. 

 

d) Description of the quality management system 

A quality culture in (educational) institutions is needed in order to ensure continuous improvement 

of the education itself, the staff and their processes as well as the student satisfaction 

(Bendermacher et al., 2017). This requires leadership and communication in order to establish, 

maintain and continuously develop such a quality culture in an institution. The ISO standards can be 

used within a quality management system, as they stipulate certain requirements that must be met. 

 

e) Staff Training & Qualifications 

In order to ensure and maintain staff efficiency, it is essential for an institution to regularly review 

and monitor staff. This section therefore looks at the processes for reviewing and monitoring staff 

qualifications within the institution. It should also be stated whether further and advanced training 

for staff is supported or perhaps even required. 

 

f) Stakeholder Communication 

Stakeholder communication is an important part of the management of an institution. It helps to 

prioritize stakeholders according to their position of power and legitimacy in relation to the 

institution (Mitchell et al., 1997). The question here is about communication channels and forms. 

 

Subject-/content -related criteria 
 

g) Decision-making processes, competencies and responsibilities 

The second group of criteria, subject/content-related criteria within system/institutional 

accreditation, begins with criteria relating to the decision-making process, competencies and 

responsibilities. Having a standardized decision-making process within an institution helps prevent 

cooperation issues as well as other areas in which issues can appear (Koremenos et al., 2001). 

Competences and responsibilities should be clearly structured within these processes. 

 

h) Independence of the quality assessments  

Quality assessments of an institution should always be carried out independently if possible. Only 

independent auditors are detached from emotional, private, financial or other aspects of the 

institution and can issue a truthful audit. For this reason, the question here is about quality 

assessments, their implementation, processes and types. 
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i) Resource allocation 

Appropriate resource allocation within an institution is essential for the efficient use of limited 

resources. Educational institutions in particular are usually dependent on other factors such as 

politics or the labour market, so they need to allocate their resources in a well-founded manner. The 

evaluator can find out whether resources are being used responsibly, efficiently and in a well-

planned manner. 

 

j) Assurance and continuous development of functionality and effectiveness in adult education 

quality  

Institutions, especially educational institutions, are confronted with constant changes in society, 

politics, finances and demographics. It is therefore important that they constantly adapt to changing 

circumstances and their quality standards. For this reason, the functionality and quality of education 

in the areas of curriculum, student support service, qualified instructors, train-the-trainer 

workshops, feedback system and program evaluation are examined here. 

 

k) Impact 

An essential part of educational institutions is also the impact of the actual activities on the 

customers/students. Here the questions focus on the impact of the teachers, the subjects and the 

content. 

 

l) Types of used documentation 

There are various ways to record things. Nowadays, in addition to the classic physical tools, there are 

also numerous digital tools in which things can be worked out and recorded. All of these have 

advantages and disadvantages and say something about the quality of the institution, which is why 

they should state them here. 

 

m) Cooperation 

Cooperation between other institutions or individuals can make a valuable contribution to the 

quality of subject/content. Through cooperation, aspects can be recommended or advised against, 

valuable ideas can be exchanged and discussed. That´s why this section asked about cooperations on 

different levels. 

 

n) Updating the skill set and materials with time 

Educational content changes based on new findings and experiences. An institution should therefore 

ensure that its skills and materials are always up to date. This section wants to find out when and 

how the institution decides to update its skills and materials according to new standards and 

practices. It is also of high quality if the institution is in contact with stakeholders who know about 

future needs and pass them on. 
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Product/Material/OER/Course Accreditation 
 

Formal criteria 
 

a) Institution 

The first section within Product/Material/OER/Course Accreditation is intended to provide an 

overview of the institution to be accredited. The first questions address the name and the address of 

the institution. The respondent is then asked to categorize themselves as a type of institution. This 

makes it easier for the evaluator to categorize the accreditation precisely. Followed by the allocation 

towards the size and the country of the institution as well as details about the management, staff 

qualifications and possible awards/accreditation already received. After that first part, the evaluator 

has gained a brief overview of the institution. 

 

b) Type of Product, Material, OER and Course 

In this section, the respondent should choose the type of product/material/OER/course they offer. 

Of course, it is possible that they offer everything. It's just a matter of the evaluator getting to know 

the company and its offerings well enough. Concerning OER, the respondents can also choose what 

kind of licenses they use. Regarding courses, the respondent can also choose what kind of course 

they offer. 

 

c) Target group 

It is essential for the evaluator to know which target group the institution is aiming at. Because 

everything else depends on this. Here, too, it is possible that the organisation is targeting several 

groups with its product/material/OER/course. 

 

d) Transparency 

The question here is about transparency, i.e. whether the product/material/OER/course is designed 

transparently and if so, how. The quality of educational institutions can increase if something is 

ƳŀŘŜ ǘǊŀƴǎǇŀǊŜƴǘΦ !ƳƻƴƎ ƻǘƘŜǊ ǘƘƛƴƎǎΣ ƛǘ Ŏŀƴ ōŜ άώΦΦΦϐ ƳƻǊŜ democratic, accountable, and legitimate 

ώΦΦΦϐέ (Fenster, 2015). 

 

e) Timeliness 

The timeliness of an institution can say a lot about its own quality standards and efficiency. This is 

why the question here is whether timeliness plays a role in the institution, and if so, where and how. 
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f) Interdisciplinary learning opportunities 

The quality of learning opportunities can be increased if interdisciplinary work is carried out. 

Learners can then make connections between disciplines and dissolve boundaries, which promotes 

cognitive thinking (Seplt et al., 2009). Therefore, this section is asking about if interdisciplinary 

learning opportunities are being offered, and if yes, how. 

 

g) Openness 

There are good reasons why educational resources should consider openness within their 

product/material/OER/course. It stands for transparency, equal rights, integration and unlimited 

participation. That is why this section is asking about if and how opennes is an issue within the 

institution and its product/material/OER/course. 

 

h) Aims and clarity of purpose 

In general, aims and purpose help to set a certain direction in order to pursue it. The goals and 

purpose correspond to the quality culture and vision of the organization and are implemented at all 

levels. If the product/material/OER/course pursues a specific aim or purpose, it can therefore be 

assumed that it is in line with the overarching corporate objectives. It is precisely this quality 

criterion that is checked by the evaluator in this section. 

 

i) Usability 

Usability is particularly important in the education sector, as it is about the ability to use the learning 

opportunities in the first place. It is important for the evaluator to find out whether usability plays a 

role at all in the product/material/OER/course and if so, how. 

 

j) Costs 

Costs also play a role in product/material/OER/course. Here it is relevant for the evaluator to know 

whether the costs, if any, are reasonable, on what basis they were calculated and whether there is 

an invoice for them. Depending on the answer, conclusions can be drawn about the quality and 

seriousness of the organization. 

 

k) International/national/regional/local embedding 

In this section, the evaluator wants to find about the embedding of the 

product/material/OER/course. Whether a product/material/OER/course is embedded 

internationally/nationally/regionally/locally can say something about its quality. 
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l) Learning Outcomes 

It is helpful for learning processes if learning outcomes are formulated in advance that are to be 

developed by the learners. These outline specifically what is to be learned, with what and for what 

purpose. This is not only helpful for the learners, but also for the teachers to adapt their 

product/material/OER/course accordingly. 

 

m) Gender equality 

Over time, gender equality has become more important. This is why it is asked whether this is 

something that is taken into account in the product/material/OER/course. 

 

n) Staff Training & Qualifications 

In order to ensure and maintain staff efficiency, it is essential for an institution to regularly review 

and monitor staff. This section therefore looks at the processes for reviewing and monitoring staff 

qualifications within the institution. It should also be stated whether further and advanced training 

for staff is supported or perhaps even required. 

 

o) Stakeholder Communication 

Stakeholder communication is an important part of the management of an institution. It helps to 

prioritize stakeholders according to their position of power and legitimacy in relation to the 

institution (Mitchell et al., 1997). The question here is about communication channels and forms. 

 

Subject-/content -related criteria 
 

p) Living orientation 

When it comes to the subject/content of the product/material/OER/course, the target group should 

engage with relevant content. This also means that the content should be orientated towards the 

participants' living environment. This would significantly increase the quality. 

 

q) Action orientation 

Action orientation is an essential keyword in today's educational sector. It is therefore essential that 

the target group is also prompted and encouraged to take action with the 

product/material/OER/course. This speaks in favour of modern and efficient teaching. 
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r) Promotion of a personal attitude 

A meaningful product/material/OER/course is also characterised by the promotion of personal 

attitude. As soon as participants are asked to contribute, reflect and mirror their own opinions, a 

valuable learning process is created that can develop important skills in the long term. The evaluator 

will check whether and, if so, how personal attitude is promoted. 

 

s) Promotion of networked thinking 

Networked thinking is a skill that is of great benefit in today's globally networked world. It is 

therefore valuable to promote this in the product/material/OER/course. There are various 

possibilities and methods to promote this. It is precisely these that the evaluator will identify and 

review. 

 

t) Promotion of values 

A meaningful product/material/OER/course is also characterised by the promotion of values. As 

soon as participants are asked to contribute, reflect and mirror their own values, a valuable learning 

process is created that can develop important skills in the long term. The evaluator will check 

whether and, if so, how values are promoted. 

 

u) Quality assurance 

In this section the evaluator wants to find out, if and how the respondent sees him/herself ensuring 

quality within the product/material/OER/course. These can then be evaluated. 

 

v) Course 

This section, which consists of a number of quality criteria, is only concerned with the course that is 

to be accredited. At the beginning, the respondent can decide what exactly should be evaluated. 

Within this section, the evaluator wants to know about the following aspects: Curriculum, Aim, 

Target group, Profile/concept, Topic, Capacity, Frequency, Duration, Certification, Degree 

designation, Admission requirements and transitions between courses, Assessment, Didactic setting, 

Staff resources, Addressed competencies/skills, Digital support. 

 

w) Product, Material, OER 

This section, which consists of a number of quality criteria, is only concerned with the 

product/material/OER that is to be accredited. At the beginning, the respondent can decide what 

exactly should be evaluated. Within this section, the evaluator wants to know about the following 

aspects:  Aim, Target group, Scope, Topic, Addressed competencies/skills, Didactic setting, Digital 

support. 
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7. User guideline through the accreditation process and 
the website 

 

Guideline A ɀ User Guideline 
 

This guideline will help the users of the EU-CERT Accreditation Tool to steer through the 

accreditation process of the website. There will be screenshots of every step possible and connected 

explanations. 

 

1. Link to the EU-CERT Accreditation Tool Website 
 

Users need to follow this link to the EU-CERT Accreditation Tool Website: 

 

https://eucert-tool.eduproject.eu/auth/login  

  

https://eucert-tool.eduproject.eu/auth/login
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2. Homepage 

 

On the homepage of the EU-CERT Accreditation Tool Website, you will find the following items. 



EU- CERT 
Grant Agreement No.: 

2021-1-DE02-KA220-ADU-000033541 
PR4-Handbook 

 
 

The European Commission support for the production of this publication does not constitute an endorsement of 
the contents which reflects the views only of the authors, and the Commission cannot be held responsible for 
any use which may be made of the information contained therein. 

 

 

  

 
 

  
     

In the top left corner, there is the EU-CERT logo of the website. You can click on that symbol anytime 

and it will lead you back to the start.
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In the top right corner, you can find the disclaimer of the website, a contact form, a login option and 

the option to change the language of the website.

 

In the center of the homepage, you can either sign in to your account with your username or email 

and password, create a new account, or create a new password, if you might have forgotten yours.
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On the bottom of the homepage, you can find the disclaimer of the European Commission, the logo 

of the European Union Funding and the project logo of EU-CERT.

 

a. Disclaimer 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά5ƛǎŎƭŀƛƳŜǊέ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊΣ ȅƻǳ Ŏŀƴ ŦƛƴŘ ǘƘŜ ŘƛǎŎƭŀƛƳŜǊ ƻŦ ǘƘŜ 9¦-CERT 

Accreditation Tool Website. 
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b. Contact 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά/ƻƴǘŀŎǘ ¦ǎέ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊΣ ȅƻǳ Ŏŀƴ ŦƛƴŘ ŀ ŦƻǊƳ ǘƻ ŎƻƴǘŀŎǘ ǘƘŜ 9¦-CERT 

team who will help you with any questions.  
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c. Login 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά[ƻƎƛƴέ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊΣ ƛǘ ƭŜŀŘǎ ȅƻǳ back to the homepage in order to let 

you sign in or register. 

 

d. Language 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά9b ŜƴƎƭƛǎƘέ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊΣ ȅƻǳ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ƭŀƴƎǳŀƎŜ 

of the website into German, Greek, Portuguese, French or Croatian. 
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3. Registration 

 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά/ǊŜŀǘŜ ƴŜǿ ŀŎŎƻǳƴǘέ ƛƴ ǘƘŜ ŎŜƴǘŜǊ ƻŦ ǘƘŜ ƘƻƳŜǇŀƎŜΣ ȅƻǳ Ŏŀƴ ƛƴǎŜǊǘ ȅƻǳǊ ƴŜǿ 

account details and register as an user of the EU-CERT Accreditation Tool Website. In order to do 

that, you must agree with the privacy policy which you should read before you agree with it. 
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After registration, you will get an email, if your registration has been successful. Then you can go 

ōŀŎƪ ǘƻ ά[ƻƎƛƴέ ŀƴŘ ǳǎŜ ȅƻǳǊ ŀŎŎƻǳƴǘ ŘŜǘŀƛƭǎΦ 

4. Landing page after login 
After you have logged in with your account details, you will be on the landing page of the EU-CERT 

Accreditation Tool Website. 
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In the top left corner, there is the EU-CERT logo of the website. You can click on that symbol anytime 

and it will lead you back to the start.

 

In the top right corner, you can decide if you want to start a new accreditation, go to your previous 

certifications, have a look at the disclaimer, contact the EU-CERT team, log out of your account or 

choose another language for the website.
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5. New Accreditation 

 

Here you can choose if you would like either a system/institution or product, material, OER and 

course to be accredited. 

For the next steps of a system/institutional accreditation, see chapter 6. 

For the next steps of a product, material, OER and course accreditation, see chapter 7. 
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6. System/Institutional Accreditation  

 

LŦ ȅƻǳ ŎƘƻƻǎŜ ǘƻ ǎǘŀǊǘ ŀ α{ȅǎǘŜƳκLƴǎǘƛǘǳǘƛƻƴŀƭ !ŎŎǊŜŘƛǘŀǘƛƻƴάΣ ǘƘŜ ǎȅǎǘŜƳ ƛǎ ƎƻƛƴƎ ǘƻ ƎƛǾŜ ȅƻǳ ŀ ƴƻǘŜ 

on how to prepare for the accreditation process. Before starting, you can download all required 

questions as a PDF. 

 

After that, you can prepare yourself and continue to the questions.  
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a. Questionnaire 

The questionnaire is divided into two parts. The first part is all about formal criteria, the second is 

about subject-/content-related criteria. 

The layout of the questionnaire is always the same. In the top, you can see whether you are in the 

first or second part (formal or subject-/content-related criteria). 

 

In the top you can also find a progress bar, which shows you your current status of the 

questionnaire. 

 

In the bottom of the page, you can see a footer which gives you the option of going back to the 

previous page and move forward to the next questions. In the middle of this footer, you can see 
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what you have to do in this step of the questionnaire.

 

If you haven´t filled something out correctly, the system won´t let you move forward. 
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Above the footer you can also see the disclaimer of the European Commission, their funding logo 

and the EU-CERT project logo.

 

In the center of the page you can find the questions. The questionnaire consists of different kind of 

question formats. 

Open question: Here you can see open questions, in which you can type in your answer in the blank. 

 

Yes/No: There are questions which you can answer with a simple yes or no. In most cases, if you 

choose yes, more questions will occur. 
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Drop down menu: With some questions, you will have the chance to choose an answer out of some 

answers by simply clicking on the arrow on the right. Then you can choose your answer. 

 

 

Multiple choice: Some questions want you to choose answers by ticking the box. Here you can also 

see that the items are explained on the right. 

 

Others: If some answers don´t fit to yours, you can also write your own answer. 

 

Rating: Here you can see a rating system, in which you can rate your agreement with the statement. 

You just have to choose one of the coloured circles. 

 

Hint: Sometimes you will see a yellow question mark within the statement. Here you can hoover 

over the symbol and it will give you a hint. 
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Upload function: Sometimes you have the option to upload a file and/or a link. If you want to upload 

a file, just click on the button and choose the file out of your computer. 

 

If you want to upload a link, just click on the button and insert the link of a website. 

 

²ƘŜƴ ȅƻǳ ƘŀǾŜ ŀƴǎǿŜǊŜŘ ŀƭƭ ƻŦ ǘƘŜ ǉǳŜǎǘƛƻƴǎ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ƭŀǎǘ άbŜȄǘ ǎǘŜǇέ-button, the tool will 

ask you if you are sure to leave and submit your questionnaire.

 

LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ά¸ŜǎΣ ŎƻƴǘƛƴǳŜ ŀƴŘ ǎǳōƳƛǘέΣ ǘƘŜ ǘƻƻƭ ǿƛƭƭ ǎǳōƳƛǘ ȅƻǳǊ ǉǳŜǎǘƛƻƴƴŀƛǊŜΦ 

LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ άbƻΣ ǊŜǘǳǊƴ ŀƴŘ ŜŘƛǘ Ƴȅ ŀƴǎǿŜǊǎέΣ ȅƻǳ ƘŀǾŜ ǘƘŜ ŎƘŀƴŎŜ ǘƻ Ǝƻ ǘƘǊƻǳƎƘ ǘƘŜ 

questionnaire again and edit your answers. 

While completing the questionnaire, you always have the option of saving your progress so far and 

continuing at another point in time. To do this, you must go to "Save as draft". For further 

information, continue reading chapter b. Save as draft. 
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b. Save as draft 

¢ƘŜ ά{ŀǾŜ ŀǎ ŘǊŀŦǘέ-option is always on the right side of the page. 

 

 

When you then click on this button, the tool asks you, if you are sure to save the submission. If you 

ŀǊŜ ǎǳǊŜΣ ŀƭƭ ƻŦ ǘƘŜ ǇǊŜǾƛƻǳǎ ǎǘŜǇǎ ǿƛƭƭ ōŜ ǎŀǾŜŘ ƻƴ ǘƘŜ άaȅ /ŜǊǘƛŦƛŎŀǘƛƻƴǎέ ǇŀƎŜ ŀƴŘ ȅƻǳ Ŏŀƴ ŎƻƴǘƛƴǳŜ 

at another time. If not, you can continue with the questionnaire. 
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7. Product, Material, OER and Course Accreditation 

 

LŦ ȅƻǳ ŎƘƻƻǎŜ ǘƻ ǎǘŀǊǘ ŀ αtǊƻŘǳŎǘΣ aŀǘŜǊƛŀƭΣ h9w ŀƴŘ /ƻǳǊǎŜ !ŎŎǊŜŘƛǘŀǘƛƻƴάΣ ǘƘŜ ǎȅǎǘŜƳ ƛǎ ƎƻƛƴƎ ǘƻ 

give you a note on how to prepare for the accreditation process. Before starting, you can download 

all required questions as a PDF. 

 

After that, you can prepare yourself and continue to the questions. 

!ǎ ǘƘŜ ǇǊƻƎǊŜǎǎ ƛǎ ǘƘŜ ǎŀƳŜ ŀǎ ƛƴ ά{ȅǎǘŜƳκLƴǎǘƛǘǳǘƛƻƴŀƭ !ŎŎǊŜŘƛǘŀǘƛƻƴέΣ ǇƭŜŀǎŜ ƘŀǾŜ ŀ ƭƻƻƪ ŀǘ ŎƘŀǇǘŜǊ 

7.6. a. for further instructions on how to fill in the questionnaire. 
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8. Automated Feedback 
After you have submitted the questionnaire, the EU-CERT Accreditation Tool will provide you with a 

first automated feedback. 

You will get an overview of what you have submitted and how many points the system assigns to 

your entries. 

First, you will see what kind of accreditation you have chosen and also your main information.

 

 

 

 

 

 

 



EU- CERT 
Grant Agreement No.: 

2021-1-DE02-KA220-ADU-000033541 
PR4-Handbook 

 
 

The European Commission support for the production of this publication does not constitute an endorsement of 
the contents which reflects the views only of the authors, and the Commission cannot be held responsible for 
any use which may be made of the information contained therein. 

 

 

  

 
 

  
     

Next, you will see your points within the formal criteria part. 

 

Then you will see an overview of how many points you have reached within the second part, 

subject-/content-related criteria. 
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At last, you will see an overview of your total score. You can also download the first automated 

feedback. The score is only an orientation for the evaluator, it is not your final valuation. 

 

¢ƻ ƘŀǾŜ ŀ ƭƻƻƪ ŀǘ ŀƭƭ ȅƻǳǊ ǎǳōƳƛǎǎƛƻƴǎΣ ȅƻǳ Ŏŀƴ Ǝƻ ǘƻ ǘƘŜ ǎŜŎǘƛƻƴ ƻŦ άaȅ /ŜǊǘƛŦƛŎŀǘŜǎέ ƻƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ 

corner of the website. 

 

9. My Certifications 
¸ƻǳ ǿƛƭƭ ŦƛƴŘ ŀƭƭ ȅƻǳǊ ǎǳōƳƛǎǎƛƻƴǎ ŀƴŘ ŎŜǊǘƛŦƛŎŀǘŜǎ ǿƛǘƘƛƴ ǘƘŜ ǎŜŎǘƛƻƴ ƻŦ άaȅ /ŜǊǘƛŦƛŎŀǘŜǎέΦ 
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On this page you will find the type of your submission, the current status, the date of submission and 

when it was last updated. 

 

When you have submitted questionnaires, you will see them listed as below. 

 

Concerning the order of your certificates, you have different options: 
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a. Type 

You can change the order by clicking on the symbol. 

 

²ƛǘƘ ά¢ȅǇŜ !ƭƭέ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƭƭ ǘȅǇŜǎ ƻŦ 

certificates. 

 

²ƛǘƘ ά¢ȅǇŜ tǊƻŘǳŎǘΣ aŀǘŜǊƛŀƭΣ h9w ŀƴŘ /ƻǳǊǎŜ 

!ŎŎǊŜŘƛǘŀǘƛƻƴέ ȅƻǳ ǿƛƭƭ ƻƴƭȅ ǎŜŜ ǘƘƻǎŜΦ 

 

²ƛǘƘ ά¢ȅǇŜ {ȅǎǘŜƳκLƴǎǘƛǘǳǘƛƻƴ !ŎŎǊŜŘƛǘŀǘƛƻƴέ 

you will only see those. 

 

b. Status 

You can change the order by clicking on the symbol. 

 

²ƛǘƘ ά{ǘŀǘǳǎ !ƭƭέ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƭƭ ƻŦ ȅƻǳǊ 

certificates, no matter their status. 

 

²ƛǘƘ ά{ǘŀǘǳǎ 5ǊŀŦǘέ ȅƻǳ ǿƛƭƭ ƻƴƭȅ ǎŜŜ ǘƘƻǎŜ 

certificates which are currently saved as draft. 

 

²ƛǘƘ ά{ǘŀǘǳǎ tŜƴŘƛƴƎ ǊŜǾƛŜǿέ ȅƻǳ ǿƛƭƭ ƻƴƭȅ ǎŜŜ 

those submissions, which are currently waiting 

for a review of the evaluator. 

 

²ƛǘƘ ά{ǘŀǘǳǎ tŜƴŘƛƴƎ wŜ-wŜǾƛŜǿέ ȅƻǳ ǿƛƭƭ ƻƴƭȅ 

see those submissions which are currently 

waiting for the evaluator to re-review your 

edited submission. 

 

²ƛǘƘ ά{ǘŀǘǳǎ bŜŜŘǎ ŀǘǘŜƴǘƛƻƴέ ȅƻǳ ǿƛƭƭ ƻƴƭȅ ǎŜŜ 

those submissions, which were already 

reviewed by the evaluator and need attention 

from you to edit your submission and/or send 

additional documents. 

 

²ƛǘƘ ά{ǘŀǘǳǎ /ŜǊǘƛŦƛŜŘέ ȅƻǳ ǿƛƭƭ ƻƴƭȅ ǎŜŜ ǘƘƻǎŜ 

submissions, which have been certified by the 

evaluator. 
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²ƛǘƘ ά{ǘŀǘǳǎ ƛƴǾŀƭƛŘέ ȅƻǳ ǿƛƭƭ ƻƴƭȅ ǎŜŜ ǘƘƻǎŜ 

submissions which are currently invalid. 

c. Created at 

You can change the order by clicking on the symbol. 

 

²ƛǘƘ ά/ǊŜŀǘŜŘ ŀǘέΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƭƭ ǎǳōƳƛǎǎƛƻƴǎ 

and certificates, no matter the date of creation. 

 

²ƛǘƘ ά/ǊŜŀǘŜŘ ŀǘ !ǎŎŜƴŘƛƴƎέΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ȅƻǳǊ 

submissions and certificates ascending, so the 

first one will be on top. 

 

²ƛǘƘ ά/ǊŜŀǘŜŘ ŀǘ 5ŜǎŎŜƴŘƛƴƎέΣ ȅƻǳ ǿƛƭƭ ǎŜŜ 

your submissions and certificates descending, 

so the last one will be on top. 

 

d. Last update 

You can change the order by clicking on the symbol. 

 

²ƛǘƘ ά[ŀǎǘ ǳǇŘŀǘŜ !ǎŎŜƴŘƛƴƎέΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ȅƻǳǊ 

submissions and certificates ascending, so the 

first one will be on top.  

 

²ƛǘƘ ά[ŀǎǘ ǳǇŘŀǘŜ 5ŜǎŎŜƴŘƛƴƎέΣ ȅƻǳ ǿƛƭƭ ǎŜŜ 

your submissions and certificates descending, 

so the last one will be on top. 

 

e. My Certifications (edit/delete) 

If you have saved a draft, you can edit this questionnaire by clicking on the three dots on the right 

ŀƴŘ ŎƭƛŎƪƛƴƎ ƻƴ ά9ŘƛǘέΦ 

You can also delete your submission by clicking on the three dots on the right and clicking on 

ά5ŜƭŜǘŜέΦ 
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f. My Certifications (Certified/Needs attention) 

After the evaluator has gone through the submission, you will find your submission either being 

certified or in need of attention. 

 

 

In case your submission is in need of attention, you can click on the three dots on the right of the 

row and look at the notifications of the evaluator. You can also download the automated feedback 

as a PDF. 

 

LŦ ȅƻǳ ŎƘƻƻǎŜ ǘƻ ƘŀǾŜ ŀ ƭƻƻƪ ŀǘ ǘƘŜ άbƻǘƛŦƛŎŀǘƛƻƴǎέ ƻŦ ǘƘŜ ŜǾŀƭǳŀǘƻǊΣ ȅƻǳ ǿƛƭƭ ōŜ ƳƻǾŜŘ ǘƻ ŀƴƻǘƘŜǊ 

page. Here you can see an overview of all the questions and your answers, in which the evaluator 

has seen an issue. The evaluator´s comment or feedback (yellow) is listed right under the question 

(blue). You can also see the number of the question related to the issue. 

 

LŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǎƻƭǾŜ ǘƘŜ ƛǎǎǳŜΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ά{ƻƭǾŜέΦ ¢ƘŜƴ ŀƴƻǘƘŜǊ ǿƛƴŘƻǿ ǇƻǇǎ ǳǇ ŀƴŘ ȅƻǳ 

can upload a file or a link and update your answer. The evaluator will then get the information of 

your updates. Or you can go back and solve the issue later. 
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The process of you solving the issues and the evaluator giving you notifications, will go on until the 

evaluator has not found any other issue with your submission getting a certification. 

In case your submission has been certified, you can download the certificate and download the 

accreditation report. 

 

g. Certificate 

On the certificate, you have information about the certification association, certificate serial 

number, type of certification, name of the institution, certificate validation period, date of 

certification, signature of EU-CERT coordinator and the disclaimer of the European Union. 

 

h. Accreditation Report 

The accreditation report includes information about the institution of submission, an overview of 

the Formal Criteria and its sections, an overview of the Subject-/content-related Criteria and its 

sections and an overview of automated points given by the system as well as points given by the 

evaluator for each section. There will be the total number of points for the Formal Criteria given by 

the system and by the evaluator as well as the total number of points for the Subject-/content-

related Criteria given by the system and the evaluator. At the end there will be an overview of the 

total score. 
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i. Automated Feedback 

The automated feedback is made by the system. It will give you an orientation of how the 

submission has been scored. You can see an overview of the Formal and Subject-/content-related 

Criteria and its sections and how many points the system has given the user for their answers. 
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8. Accreditation/Evaluator guideline  
 

Guideline B ɀ Evaluator Guideline 
 

This guideline will help the evaluators of the EU-CERT Accreditation Tool to steer through the 

accreditation process of the website. There will be screenshots of every step possible and connected 

explanations. 

 

1. Link to the EU-CERT Accreditation Tool Website 
 

Evaluators need to follow this link to the EU-CERT Accreditation Tool Website: 

 

https://eucert-tool.eduproject.eu/auth/login-evaluator 

 

You could also use this link: 

 

 

https://eucert-tool.eduproject.eu/auth/login 

ŀƴŘ ά{ǿŀǇ ǘƻ 9ǾŀƭǳŀǘƻǊ [ƻƎƛƴέΦ 

https://eucert-tool.eduproject.eu/auth/login-evaluator
https://eucert-tool.eduproject.eu/auth/login
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2. Homepage 
On the homepage of the Evaluator´s EU-CERT Accreditation Tool Website, you will find the following 

items. 



EU- CERT 
Grant Agreement No.: 

2021-1-DE02-KA220-ADU-000033541 
PR4-Handbook 

 
 

The European Commission support for the production of this publication does not constitute an endorsement of 
the contents which reflects the views only of the authors, and the Commission cannot be held responsible for 
any use which may be made of the information contained therein. 

 

 

  

 
 

  
     

In the top left corner, there is the EU-CERT logo of the website. You can click on that symbol anytime 

and it will lead you back to the homepage.

 

In the top right corner, you can find the disclaimer of the website, a contact form, a login option and 

the option to change the language of the website. 

 



EU- CERT 
Grant Agreement No.: 

2021-1-DE02-KA220-ADU-000033541 
PR4-Handbook 

 
 

The European Commission support for the production of this publication does not constitute an endorsement of 
the contents which reflects the views only of the authors, and the Commission cannot be held responsible for 
any use which may be made of the information contained therein. 

 

 

  

 
 

  
     

In the center of the homepage, you can either sign in to your account with your username or email 

and password, create a new account, or create a new password, if you might have forgotten yours. 

 

On the bottom of the homepage, you can find the disclaimer of the European Commission, the logo 

of the European Union Funding and the project logo of the EU-CERT project. 
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a. Disclaimer 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά5ƛǎŎƭŀƛƳŜǊέ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊΣ ȅƻǳ Ŏŀƴ ŦƛƴŘ ǘƘŜ ŘƛǎŎƭŀƛƳŜǊ ƻŦ ǘƘŜ 9¦-CERT 

Accreditation Tool Website. 

 

b. Contact 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά/ƻƴǘŀŎǘ ¦ǎέ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊΣ ȅƻǳ Ŏŀƴ ŦƛƴŘ ŀ ŦƻǊƳ ǘƻ ŎƻƴǘŀŎǘ ǘƘŜ 9¦-CERT 

team who will help you with any questions.
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c. Login 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά[ƻƎƛƴέ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊΣ ƛǘ ƭŜŀŘǎ ȅƻǳ ōŀŎƪ ǘƻ ǘƘŜ ƘƻƳŜǇŀƎŜ ƛƴ ƻǊŘŜǊ ǘƻ ƭŜǘ 

you sign in or register.

 

d. Language 

²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά9b ŜƴƎƭƛǎƘέ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ŎƻǊƴŜǊΣ ȅƻǳ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ƭŀƴƎǳŀƎŜ 

of the website into German, Greek, Portuguese, French or Croatian. 
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3. Registration 
²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ ά/ǊŜŀǘŜ ƴŜǿ ŀŎŎƻǳƴǘέ ƛƴ ǘƘŜ ŎŜƴǘŜǊ ƻŦ ǘƘŜ ƘƻƳŜǇŀƎŜΣ ȅƻǳ Ŏŀƴ ƛƴǎŜǊǘ ȅƻǳǊ ƴŜǿ 

account details and register as an evaluator of the EU-CERT Accreditation Tool Website. In order to 

do that, you must agree with the privacy policy which you should read before you agree with it.
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For being registered as an evaluator, you need to fill in a questionnaire and send it to the EU-CERT 

team. They will look through your profile and check whether you are eligible to be an EU-CERT 

evaluator. 

 

After the EU-CERT team has gone through your application, they will accept or decline you as an 

evaluator. 

After registration, you will get an email, if your registration has been successful. Then you can go 

ōŀŎƪ ǘƻ ά[ƻƎƛƴέ ŀƴŘ ǳǎŜ ȅƻǳǊ account details and use the first password generated by the EU-CERT 

platform. Then you have to change your password for safety reasons. 

When you have finished all these steps, you are ready to start with the accreditations. 
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4. Landing page after login 
After you have logged in with your account details, you will be on the landing page of the EU-CERT 

Accreditation Tool Website of the evaluator.

 

In the top left corner, there is the EU-CERT logo of the website. You can click on that symbol anytime 

and it will lead you back to the start. 
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In the top right corner, you can decide if you want to start a new accreditation, go to your previous 

certifications, have a look at the disclaimer, contact the EU-CERT team, log out of your account or 

choose another language for the website.

 

 

5. Evaluator Actions 
Lƴ ǘƘŜ ǎŜŎǘƛƻƴ ƻŦ ά9ǾŀƭǳŀǘƻǊ ŀŎǘƛƻƴǎέΣ ȅƻǳ Ŏŀƴ ŦƛƴŘ ŀƭƭ ǎǳōƳƛǎǎƛƻƴǎ ƻŦ 9¦-CERT Users assigned to you 

that need evaluator action. 

 

You can see the following categories from left column to right: 
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a. Type 

You can change the order by clicking on the symbol. 

 

²ƛǘƘ ά¢ȅǇŜ !ƭƭέ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƭƭ ǘȅǇŜǎ ƻŦ ǎǳōƳƛǎǎƛƻƴǎΦ 

 

²ƛǘƘ ά¢ȅǇŜ tǊƻŘǳŎǘΣ aŀǘŜǊƛŀƭΣ h9w ŀƴŘ /ƻǳǊǎŜ 

!ŎŎǊŜŘƛǘŀǘƛƻƴέ ȅƻǳ ǿƛƭƭ ƻƴƭȅ ǎŜŜ ǘƘƻǎŜΦ 

 

²ƛǘƘ ά¢ȅǇŜ {ȅǎǘŜƳκLƴǎǘƛǘǳǘƛƻƴ !ŎŎǊŜŘƛǘŀǘƛƻƴέ ȅƻǳ 

will only see those. 

 

b. Status 

You can change the order by clicking on the symbol. 

 

²ƛǘƘ ά{ǘŀǘǳǎ !ƭƭέ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƭƭ ƻŦ ǘƘŜ ǎǳōƳƛǎǎƛƻƴǎΣ 

no matter their status. 

 

²ƛǘƘ ά{ǘŀǘǳǎ tŜƴŘƛƴƎ ǊŜǾƛŜǿέ ȅƻǳ ǿƛƭƭ ƻƴƭȅ ǎŜŜ 

those submissions, which are currently waiting for a 

review by you as the evaluator. 

 

²ƛǘƘ ά{ǘŀǘǳǎ tŜƴŘƛƴƎ wŜ-wŜǾƛŜǿέ ȅƻǳ ǿƛƭƭ ƻƴƭȅ ǎŜŜ 

those submissions which you have already reviewed 

but gave the user a chance to change something. 

Now you have to review the submission again. 

 

²ƛǘƘ ά{ǘŀǘǳǎ wŜǾƛŜǿ {ǘŀǊǘŜŘέ ȅƻǳ ǿƛƭƭ ƻƴƭȅ ǎŜŜ ǘƘƻǎŜ 

submissions which you have already started, but not 

finished. 

 

c. Created at 

You can change the order by clicking on the symbol. 

 

²ƛǘƘ ά/ǊŜŀǘŜŘ ŀǘέΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƭƭ ǎǳōƳƛǎǎƛƻƴǎ ŀƴŘ 

certificates, no matter the date of creation. 

 

²ƛǘƘ ά/ǊŜŀǘŜŘ ŀǘ !ǎŎŜƴŘƛƴƎέΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ȅƻǳǊ 

submissions and certificates ascending, so the first 

one will be on top. 



EU- CERT 
Grant Agreement No.: 

2021-1-DE02-KA220-ADU-000033541 
PR4-Handbook 

 
 

The European Commission support for the production of this publication does not constitute an endorsement of 
the contents which reflects the views only of the authors, and the Commission cannot be held responsible for 
any use which may be made of the information contained therein. 

 

 

  

 
 

  
     

 

²ƛǘƘ ά/ǊŜŀǘŜŘ ŀǘ 5ŜǎŎŜƴŘƛƴƎέΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ȅƻǳǊ 

submissions and certificates descending, so the last 

one will be on top. 

 

d. Last update 

You can change the order by clicking on the symbol. 

  

²ƛǘƘ ά[ŀǎǘ ǳǇŘŀǘŜέΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƭƭ ǎǳōƳƛǎǎƛƻƴǎΣ ƴƻ 

matter the last update. 

 

²ƛǘƘ ά[ŀǎǘ ǳǇŘŀǘŜ !ǎŎŜƴŘƛƴƎέΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ 

submissions and certificates ascending, so the first 

one will be on top.  

 

²ƛǘƘ ά[ŀǎǘ ǳǇŘŀǘŜ 5ŜǎŎŜƴŘƛƴƎέΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ 

submissions and certificates descending, so the last 

one will be on top. 

 

By clicking on the three dots on the right of the row, you can choose an action. 

Lƴ ŎŀǎŜ ƻŦ ŀ άtŜƴŘƛƴƎ wŜǾƛŜǿέ ƻŦ ŀ ǎǳōƳƛǎǎƛƻƴΣ ȅƻǳ Ŏŀƴ ŜƛǘƘŜǊ ά{ǘŀǊǘ 9Ǿŀƭǳŀǘƛƻƴέ ŀƴŘ ǎǘŀǊǘ ǘƘŜ 

ŜǾŀƭǳŀǘƛƻƴ ǇǊƻŎŜǎǎΣ ƻǊ ά5ƻǿƴƭƻŀŘ !ǳǘƻƳŀǘŜŘ CŜŜŘōŀŎƪ t5Cέ ŀƴŘ ǳǎŜ ǘƘƛǎ ŀǎ ŀƴ ƻǊƛŜƴǘŀǘƛƻƴΦ 

 

Lƴ ŎŀǎŜ ƻŦ άwŜǾƛŜǿ {ǘŀǊǘŜŘέΣ ȅƻǳ Ŏŀƴ ŜƛǘƘŜǊ ά9Řƛǘ 9ǾŀƭǳŀǘƛƻƴέΣ ǘƘŀǘ ƳŜŀƴǎ ȅƻǳ ƘŀǾŜ ŀƭǊŜŀŘȅ ǎǘŀǊǘŜŘ 

ǘƘŜ ŜǾŀƭǳŀǘƛƻƴ ǇǊƻŎŜǎǎ ŀƴŘ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŎƻƴǘƛƴǳŜΣ ƻǊ ȅƻǳ Ŏŀƴ άwŜǎŜǘ 9ǾŀƭǳŀǘƛƻƴέΣ ǘƘŀǘ ƳŜŀƴǎ ȅƻǳ 
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Ŏŀƴ ŘŜƭŜǘŜ ǘƘŜ ŜǾŀƭǳŀǘƛƻƴ ǇǊƻŎŜǎǎ ŀƴŘ ǎǘŀǊǘ ŀƎŀƛƴΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ά5ƻǿƴƭƻŀŘ !ǳǘƻƳŀǘŜŘ CŜŜŘōŀŎƪ 

t5CέΣ ǘƘŀǘ ƳŜŀƴǎ ȅƻǳ Ŏŀƴ ǎŜŜ ǘƘŜ ǊŜǎǳƭǘǎ ƻŦ ǘƘŜ ŦƛǊǎǘ ƎŜƴŜǊŀǘŜŘ ŀǳǘƻƳŀǘŜŘ ŦŜŜŘōŀŎƪ ƻŦ ǘƘŜ ǎȅǎǘŜƳΦ 

You could use this as an orientation for the evaluation. 

 

For further instructions on the evaluation process, see chapter 8.7. 

 

6. User actions 
Lƴ ǘƘŜ ǎŜŎǘƛƻƴ ƻŦ ά¦ǎŜǊ ŀŎǘƛƻƴǎέΣ ȅƻǳ ǿƛƭƭ ŦƛƴŘ ŀƭƭ ŎŜǊǘƛŦƛŎŀǘŜǎ ŀƴŘ ǎǳōƳƛǎǎƛƻƴǎ ǘƘŀǘ ƴŜŜŘ ǳǎŜǊ ŀŎǘƛƻƴΦ 
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Here you can also change the order of certificates and submissions by clicking on 

Type/Status/Created at/Last update. 

For further instructions for changing the order of items, please see chapter 5 a-d. 

 

7. Evaluation process 
If you start the evaluation process, you will see this page. You will start with the Formal Criteria, just 

like the User filled out the questionnaire. After that, you will go through the Subject-/content-

related Criteria. 

 

During the evaluation process, you can see two progress bars, which show you your current status of 

the evaluation. 
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In the center of the page, you can see the questions of the questionnaire (blue) and the connected 

answer given by the user (yellow).

 

On the bottom of the page, you have the chance to move further or go back to the previous step. If 

you have not finished the evaluation on this page, the program won´t let you go further until you 

have filled everything in. 

 

The main part of the evaluation process is to evaluate the answers of the questions given by the user 

who submitted the questionnaire and would like to gain a certificate. 

After you have read the question and the connected answer of the user, you can either mark the 

answer as okay, as you can see here: 

 

Or you can mark the answer as not okay. In this case, you can comment and give a feedback to why 

you evaluate this answer as not okay. You should say, what exactly is missing, is incorrect or ask to 

explain the issue. 

 

After you have gone through all questions and evaluated the questionnaire, you end the evaluation 

process. An additional window pops up and gives you the information about this evaluation. It shows 

you the total score of the automated feedback, the total score of your feedback and the total 












