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First step: choose the project that you want to assess 
from your list of projects.
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You are now on the page with the meta data of your previously 
selected project. Click on “Assessments” in order to get to the list 
with the project’s assessments. 
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In this sample project, no assessments are available yet. Now 
click on “New assessment”.  
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The first step for each assessment is the entering of the "Basic 
information", in just the same way as there are "Basic information" 
for each project (e.g. project name, project start date, project end 
date). 
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First, go to "Category" and then choose a template from the drop-down menu:

– Standard templates: qualitiy criteria list of quint-essenz 
– Miscellaneous templates: e.g. european qualitiy criteria list (EQUIHP)

Depending on the selected category, the second drop-down menu will then 
provide a choice of available assessment templates. 
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This is the list with all the relevant criteria (depending on 
selected profile). You can work through it in any order and enter 
the appropriate assessment. 

Traffic light system:  At first, all section headings and criteria appear gray 
because all the fields are still empty.

Here, the entire list can be opened (+) and closed (-).

By clicking on the heading of any section, the section and all its 
criteria can be opened and closed. 
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When starting a new assessment the following user rights are given 
automatically to the previously registered other actors in the project:

– Owners & administrators: read and delete
– Members: read
– Guests: no rights

Check the rights of all actors and change them if needed.

8



Click here for starting an assessment.

Here, you see the selected criterion with the indicators. The 
ticks correspond to the project phase when they are relevant:

GP: General planning
DP: Detailed planning
IM: Implementation
CO: Conclusion
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Save!!!

After careful thought enter your assessment separately for 
each indicator and then for the criterion as a whole. Do not 
forget to save your entries! 
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Here, you can describe strengths and potential for improvement for 
the criterion that you are assessing. If needed, objectives regarding 
quality and measures to be taken can also be formulated here.  

Click here for making an entry.
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You must save your entries before going to the 
next criterion! 

Save!!!
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If you want to print a report, you first click 
on "Report". 
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You can choose if your report should include the 
project data or not.

Create the report
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A report based on your entered data will 
automatically be generated and will appear in a 
new browser window or browser tab.

If you continue or change your assessment later 
on and then generate a new report, it will of 
course be an updated version integrating all the 
latest changes.
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