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Project Result 4 — Accreditation Handbook

Guideline A - 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
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2. Homepage

SN N weN pour cwoerrzals

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

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 find the disclaimer of the
website, a contact form, a login option and the option to change the language of the website.

SA3% 1 et s credectinn
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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.

EU-Cert |

o

L(Eiﬂ_ 2

Bt WP peur sieserciat

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.

Disclames

@

Lagn W prar cvmer ety

a. Disclaimer
When you click on “Disclaimer” in the top right corner, you can find the disclaimer of the EU-CERT
Accreditation Tool Website.
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Conveyor

Disclaimer

b. Contact
When you click on “Contact Us” in the top right corner, you can find a form to contact the EU-CERT
team who will help you with any questions.

Dacimmn

Contact Us

s Rt @y Gt Yt St 4 o

S0 Contact

Co-funded by the
Erasmus+ Programme
of the European Union
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c. Login
When you click on “Login” in the top right corner, it leads you back to the homepage in order to let
you sign in or register.

Dhclamer

B T yean wonomiiabe

d. Language
When you click on “EN english” in the top right corner, you have the option to change the language
of the website into German, Greek, Portuguese, French or Croatian.

Disclaimer ContactUs Login
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3. Registration

Disclaimer  Contact Us

Sigv I with yoar credentise

When you click on “Create new account” in the center of the homepage, you can insert your new
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.

g s et

After registration, you will get an email, if your registration has been successful. Then you can go
back to “Login” and use your account details.
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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.

My Cactificutiong

EYSTEM/INSTITUTIONAL PRODUCT, MATERIAL, OER
ACCREDITATION AND COURSE ACCREDITATION

Co-funded by 1he
Erasmus+ Programme
of Ihe Eurcpsan Union

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.

EU-Cart

SYSTEMMNSTY PRODUCT, MATERIAL, OFR
ACCREDITATION AND COURSE ACCREDITATION

Co-tundad by the

Erasmus+ Programme
of tha European Umnon

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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My Coctifications  Disclain

I WANT TO....

SYSTEM/INSTITUTIONAL PRODUCT, MATERAL, OER
ACCREDITATION AND COURSE ACCREDITATION

T | uippear Commimus

It vy ady of the mere

Co-fundad by the
Er )i+ Progremme

of \he Eurcpsan Union

5. New Accreditation

My Canilications imar  Contact Us  Logewt =

I WANT TO...

SYSTEM/INSTITUTIONAL PRODUCT, MATERIAL, OER
ACCREDITATION AND COURSE ACCREDITATION

Co-fundad by the
Emsmus+ Programme
of the Europaan Union

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

My Canilications  Declimar  Contact Us  Logeut

™

-
SYSTEM/INSTITUTIONAL PRODUCT, MATERIAL, OER

ACCREDITATION AND COURSE ACCREDITATION
-

of the Europaan Union

If you choose to start a ,System/Institutional Accreditation”, the system is going to give you a note
on how to prepare for the accreditation process. Before starting, you can download all required
questions as a PDF.

New Acoreditation My Cortif - Obsciaimer

Before starting...

T it AESTITANG seciiets

Cantinue to questions

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).

H

|. Format Cntena

Mtttz

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

T

ymal Criteria

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
what you have to do in this step of the questionnaire.
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-

. Formal Critena

-
.

Formai Criteria

Above the footer you can also see the disclaimer of the European Commission, their funding logo
and the EU-CERT project logo.

4

. Formal Cnteria

In the center of the page you can find the questions. The questionnaire consists of different kind of
guestion formats.
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Open question: Here you can see open questions, in which you can type in your answer in the blank.

4

I. Formal Cnteria

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.

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.

The European Commission support for the production of this publication does not constitute an endorsement of the contents which
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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 colored circles.

A~
§*) Pewme row the tar Sesed o0 AT (he TAfiton skt argssgnas. O you Seeck fw
N/

Sctuxdl Hghachoed' Universdy

v
W3 papaTiencs b years

Satenwnwe ang vwing cuTics

Fomgn Bngasge

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.

Upload function: Sometimes you have the option to upload a file and/or a link. If you want to upload
afile, just click on the button and choose the file out of your computer.

0D Mease uesosd yrs GM Socerern
S

mmo

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

) Pwwm cphont yrer GM docurwent

wono e @€

When you have answered all of the questions and click on the last “Next step”-button, the tool will
ask you if you are sure to leave and submit your questionnaire.

Warning

No, return and agit my answears Yes, continue and submit

If you click on “Yes, continue and submit”, the tool will submit your questionnaire.
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If you click on “No, return and edit my answers”, you have the chance to go through the
guestionnaire 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.

b. Save as draft
The “Save as draft”-option is always on the right side of the page.

Save as
> draft

When you then click on this button, the tool asks you, if you are sure to save the submission. If you
are sure, all of the previous steps will be saved on the “My Certifications” page and you can continue
at another time. If not, you can continue with the questionnaire.

ps will be saved
Ve, or save now and lose t rent s nd continue your submission at

any point from your ‘My Certifications' page.

No, continue Yes, save and lose this step
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7. Product, Material, OER and Course Accreditation

My Cantingations  Discluines ntact Us Logaut

SYSTEM/INSTITUTIONAL \ PRODUCT, MATERIAL, OER
ACCREDITATION , AND COURSE ACCREDITATION
L

Co-funded by tha
Eraamus+ Pn e
ol the European Union

If you choose to start a ,,Product, Material, OER and Course Accreditation”, the system is going to
give you a note on how to prepare for the accreditation process. Before starting, you can download
all required questions as a PDF.

New Acoreditation My Cortificatons Olscisimer

Before starting...

eahe werouss deldls bot g sater

Continue to guestions

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

As the progress is the same as in “System/Institutional Accreditation”, please have a look at chapter
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.
|

e

& Automated feedback

Wfommation

& Automatsd feedbnch

Whanmatim

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

v
+ Automated Feedback

Formal Criteria

Formal Criteria Total Score
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Then you will see an overview of how many points you have reached within the second part,
subject-/content-related criteria.

-
¥ Automated Feedback

Subject- | content-related critera

Subject- / content-reluted criteria Total Score

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.

»
# Automated Feadback

Total Score

To have a look at all your submissions, you can go to the section of “My Certificates” on the top right
corner of the website.

9. My Certifications

You will find all your submissions and certificates within the section of “My Certificates”.
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| WANT TO.,

SYSTEM/NETITUTIONAL PRODUCT, MATERIAL, CER
ACCREDITATION AND COURSE ACCREDITATION

N R I T

A o e Flevarcn caTIwesd

Lo-lunted by the
Erasmus+ Programme

of the European Union

On this page you will find the type of your submission, the current status, the date of submission and
when it was last updated.

i New Accredation Wy Cottific Disclsmer  Contact Us  Logout o~
fi
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Concerning the order of your certificates, you have different options:

a. Type

You can change the order by clicking on the symbol.

Type

All

Type

Product, Material, OER and Course Accreditation

Type

System/institution Accreditation

b. Status

With “Type All” you will see all types of
certificates.

With “Type Product, Material, OER and Course
Accreditation” you will only see those.

With “Type System/Institution Accreditation” you
will only see those.

You can change the order by clicking on the symbol.

Status

All

Status

Pending review

Status

Pending Re-

Status

Needs attention

Status

Certified

With “Status All” you will see all of your
certificates, no matter their status.

With “Status Draft” you will only see those
certificates which are currently saved as draft.

With “Status Pending review” you will only see
those submissions, which are currently waiting
for a review of the evaluator.

With “Status Pending Re-Review” you will only
see those submissions which are currently
waiting for the evaluator to re-review your edited
submission.

With “Status Needs attention” you will only see
those submissions, which were already reviewed
by the evaluator and need attention from you to
edit your submission and/or send additional
documents.

With “Status Certified” you will only see those
submissions, which have been certified by the
evaluator.
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With “Status invalid” you will only see those
IEES submissions which are currently invalid.

tnvalid

c. Created at
You can change the order by clicking on the symbol.

With “Created at”, you will see all submissions
Created at and certificates, no matter the date of creation.

With “Created at Ascending”, you will see your
Created at submissions and certificates ascending, so the
Ascending first one will be on top.

With “Created at Descending”, you will see your
Created at submissions and certificates descending, so the
Descending last one will be on top.

d. Lastupdate
You can change the order by clicking on the symbol.

With “Last update Ascending”, you will see your
Last update submissions and certificates ascending, so the
Ascending first one will be on top.

With “Last update Descending”, you will see your
Last update submissions and certificates descending, so the
Descending 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
and clicking on “Edit”.

You can also delete your submission by clicking on the three dots on the right and clicking on
“Delete”.

My Certifications
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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.

My Certifications

Type

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.

My Certifications

Type

Partcasors

Cramsoad froevetrs fonsthacs P05

If you choose to have a look at the “Notifications” of the evaluator, you will be moved to another

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.

Notifications
AV pO0 e SOMOU OVRry IR, YOLF MDesasin will Aoenrionly (vian 10 & sne of revew

Question Number Evaluator commants

If you would like to solve the issue, you can click on “Solve”. Then another window pops up and you
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.

O Please upload your overview of staff qualification documents

UPLOAD FILE® UPLOAD LINK @

Solve later Update answer
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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.

My Certifications

e

024

Dvarens Cartfican

Deowrdond Asswdtaton Repoc

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.

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.

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.

a8y SA



