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This handbook is intended for university lecturers and provides a step-by-
step guide to using the PROFFORMANCE assessment system for the
assessment and peer assessment process.

It is designed to assist you from registration to the submission of the
completed questionnaire. This manual includes interface screenshots and
explanatory text to help you navigate and use the system’s features
effectively.
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|. LOGIN TO THE SYSTEM

PROFFORMANCE

1. Once you have set up your user rights, PROFFORMANCE will automatically send the login link to the e-mail
address provided at registration. The message will appear in your university inbox.

New Role in Network

@ Profformance Assessment Tool <ehea@tpf.hu> @ 6) Valasz <€) Valasz mindenkinek —> Tovabbitas [T BREE

Cimzett @

Profformance Assessment Tool

Dear LR 1!
You are invited to be a member of the Network of PROFFORMANCE Institutional Ambassadors network in the PROFFORMANCE Assessment
tool system.

You have been added to the M 10_tesztelés as teacher / administrator.

If you are not a member yet, please register by clicking on the following link: https://tool.profformance.eu/login/registration/ta FL2ml LEGSETTTY
After activating your registration, you may start to use the system.

If your email address is already registered, please log in at https://tool.profformance.eu/login and you may start the assessment.

We kindly advise you to visit the Guide if you face any technical issue.

Kind regards,
@ PROFFORMANCE Team

profforma nce.eu This is a generated email, please do not reply!

tool.profformance.eu

award.profformance.eu




l. LOGIN TO THE SYSTEM

PROFFORMANCE

2. Use the provided link to register in the system.

ABOUT US GUIDE & TUTORIAL DEMO |

m
Create account
Your credentials
Name
Email * i
Country v

Password

Password again

ermr to using this system, I accept and during the use of this system I will comply

“with and abide by the applicable privacy policy. | have read and fully understood the

&

profformance.eu

Forgotten password

tool.profformance.eu

CONTACT IMPRESSUM PRIVACY POLICY

award.profformance.eu

Copyright ® 2025 + All Rights Reserved + TEMPUS PUBLIC FOUNDATION




= A |.LOGIN TO THE SYSTEM

PROFFORMANCE

3. After successful registration, you will receive a confirmation email.

Activation of registration

@ Profformance Assessment Tool <ehea@tpf.hu> © | © valasz | € Valasz mindenkinek | —> Tovabbitas | | W | | -

Cimzett

Profformance Assessment Tool

Dear ] A

You have successfully registered on the https://tool.profformance.eu/ site.

For the activation of your registration please click on the link below:

https://tool.profformance.eu/login/validateEmail/ e 8 _a LS B T Ree o LR B e i R
Kind regards,

PROFFORMANCE Team

This is a generated email, please do not reply!

&

profformance.eu
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l. LOGIN TO THE SYSTEM

PROFFORMANCE

4. You can then log in to the PROFFORMANCE system.

ABOUT US GUIDE & TUTORIAL o %= ®

Your sccount has been aiready sctivated.

Login to your account

Enter your credentials below

Email

Password

Registration

Forgotten password

&

profformance.eu

tool.profformance.eu

CONTACT IMPRESSUM PRIVACY POLICY

Copyright © 2025 * All Rights Reserved * TEMPUS PUBLIC FOUNDATION

award.profformance.eu




— Il. USING THE CONTROL PANEL

PROFFORMANCE

1. After logging in, the Control Panel will appear. Use the Language Selector in the top right corner to change
the system language.

PROFFORMANCE

Language
Selector

Dashboard - Welcome on dashboard

M Home

Homepage
Welcome to the dashboard of the PROFFORMANCE Assessment tool.
Dashboard « if you are a higher education teacher, you may
assess your teaching performance
get feedback from your colleagues on your work
Network o gather feedback from your students
Personal Task = if you are a head of institutional unit, you may
create a network in your unit
organise self-assessment among your teachers
Self Assessment o promote peer assessment among colleagues
compare the results of assessments from 3 points of view (self, peer, student).

&

profformance.eu

PR A The guide and tutorial provides an overview how to use this complex system

Student assessment

tool.profformance.eu

award.profformance.eu
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PROFFORMANCE

7 7

Homepage

Dashboard

Network

Personal Task

Self Assessment
Peer Assessment

‘Student assessment

Contact us

profformance.eu

tool.profformance.eu
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Dashboard - Welcome on dashboard

A Home

Welcome to the dashboard of the PROFFORMANCE Assessment fool.
+ if you are a higher education teacher, you may
o assess your teaching performance.
o get feedback from your colleagues on your work
o gather feedback from your students

- ifyou are a head of institutional unit, you may
o create a network in your unit
o organise self-assessment among your teachers
o promote peer assessment among colleagues
o compare the results of assessments from 2 points of view (self, peer, student)

The guide and tutorial provides an overv

w how o use this complex system

Il. USING THE CONTROL PANEL

2. In the My Roles section, you can view your assigned role(s) within the system.

My Roles

My Item Roles as Teacher

You may have two different Teacher roles in the platform

1. As part of a network (= e.g. institutional unit). When an assessment task is assigned to you, you will
receive a notification and you may proceed according to the instructions. In this case your superior

My Item Roles as Administrator

As an administrator of a network (-eg. Institutional unit) you may perform various activities. You may be
« either appointedy/invited to be an administrator,
« or may decide to organise a network on your own.

T Moy seeyour assessment resuie
2. As individual user. In this case, only you can see assessment results, still you may use self, peer and
student version of the tool. You may invite your peers and your students to make the assessment
about you and you may compare the results

You will be able to do the following administrative activities
rk (item)
o Create (sub-items)

« Create a netw

EN v



= A 1. USING THE CONTROL PANEL

PROFFORMANCE

3. Scroll down to My Tasks to see your current assessment tasks (Self-Assessment and Peer-Assessment). Tasks
will appear only if an assessment task is assigned to you and you have received an email.

PROFFORMANCE

If your F=1s afe Mty you Nave N0 ASSEssmEnt
Sell Assessment

Item of Seif Assessment -~ Tme e task ype End gate (CET/CEST)

Showing 1101 or 1 entes -
Boo Seif Assessment menu

Peer Assessment

e of Peer Asseasment A Tme e task rype End ne (CET/CEST

&

profformance.eu
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lll. COMPLETING THE SELF-ASSESSMENT

PROFFORMANCE

1. The Self-Assessment questionnaire is available in the Self-Assessment submenu of the Self Assessment menu.

To begin, click the hamburger menu icon and select Start Self-Assessment. At least one question should be
chosen per topic.

PROFFORMANCE ®

Self Assessment - List of Self Assessments

A Home

Homepage

List of Self Assessments

Network. Self-assessments to be started

Dashboard

« Start self-assessment
= Personal Task Actions: by clicking to the 3 horizontal Iines, you can get to the Start seif-assessment button.

Seif Assessmert
Show 10~ entries
Self Assessment
Self Assessment Archived Ttem o Seif
A:;Z:stm A Title Details Item task type Start date (CET/CEST) End date (CET/CEST) Active Actions

W Peer Assessment

‘Student assessment o

IMTSE teszielés Teszieléshez feladat Teszieléshez feladat institutionalized task 2025-06-04 00:00 20250930 00:00 Yes E

°
Showing 110 1 of 1 entries
-

Contact us

&

profformance.eu

Self-assessments already started
« Actions: by dlicking to the 3 horizontal lines, you can see the following possibilfies
Edit self assessment: his action is possible
- before End date,
= duringthe task is Active,
= notyet Finalised.
Show Self Assessment: finalised assessment form can be seen.
= Show resuls: Results of the finalised self-assessment can be seen after expiration of the end date.

tool.profformance.eu

award.profformance.eu




w9 A 1l. COMPLETING THE SELF-ASSESSMENT

PROFFORMANCE

2. You will then be taken to the first page of the Self-Assessment questionnaire, where first you will be asked to
enter your personal details. Once you have entered your details, click Save and then Next.

PROFFORMANCE . i bl v D

. e ————

Edit Scif Assessment - Tell @it sl

General

Click on the Navigabion

Panel to quickly access

topic

.

Foedlusci 16 ATt £ b el li ly Sludenl J5eamen

Detaits:
Iuem of Taskc
T ype:

Sam dase
(CET/CEST

End date
(CET/CEST)

Student
Peehack bnk

Personal data

&

profformance.eu

tool.profformance.eu

Please SAVE your answers before [ocseding b the next po “fou can also move onthe |
- : ! next topic by clicking on
& = Nt

. \ button
o[en| - §

award.profformance.eu




s 4 |ll. COMPLETING THE SELF-ASSESSMENT

. On the next page you will find questions related to the thematic area. For each topic, click on the toggle icon
to access a brief description of the topic, the explanation of the associated competency areas and a scoring
guide. These explanations will help you understand the content of the questions and the scoring criteria.

PROFFORMANCE ' . v BN
[
@ B seif Assessment - Edit Self Assessment - Teszteléshez feladat
A Home
A Homepage
Edit Self Assessment - Tem g b S
@ Dashboard

& Nen

TA1 Student-centered course design

Click the Toggle icon to open

or close the panel where the
detailed description appears

Contact us

Competence fields

Foint

&

profformance.eu

Competence statements

1. | consider the legal framework and university regulations relevant for

curriculum/course design and development

tool.profformance.eu ¢

award.profformance.eu
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lll. COMPLETING THE SELF-ASSESSMENT

. You can use a slider to score your answers to the questions. If you need further help, click on the Hint!
button where you will find detailed information on how to interpret the question. You must answer at least

one question in each thematic area. If you do not wish to answer a question, you can skip and move on to
the next question.

PROFFORMANCE

]

Edit Self Assessment - Tmasriiey e «

TA1 Student-centered course design

Competence fields « | Clickonthe Toogle icon to
access the Sconing Guide

A 1 point 2 poimts. 3points

4poinis 5 points & paints 7 points

Not onal siiahtyy Stronaly
Disagree t Agre

e agres o Disagree oty A ? Aaree

Competence statements

1. | consider the legal framework and university regulations relevant for
curriculum/course design and development

Click onthe "Hint" button to view
adetailed explanation of the
statement

2. | design and regularly improve

according to the latest
developments and trends within r




lll. COMPLETING THE SELF-ASSESSMENT

PROFFORMANCE

5. You will find a Save button on each page. In all cases, please save your answers before proceeding.

PROFFORMANCE

Internationalization design

Iembed international best practices relevant for the curriculum/course and develop courses in
English (and/or in other foreign languages) if needed for international classes, | also plan an
intemational learning environment.

Homepage

Dashboara

Network

Personal Task

Self Assessment
Inclusion and Diversity
Self Assessment Iam aware of inclusion and equal treatment/equity policies and | plan alternative learning and Fraize
assessment methods within my course development accordingly.
Seif Assessment Archived
A N
Peer Assessment .
‘Student assessment : : ‘ : 7
Contactus.
Sustainability
I consider discipiineelated environmental and sustainability issues in my Course/CurTicua, | plan the
development of students” skils and knowledge on sustainabilty aspects of the profession. | plan
activities with the lowest Impact on the environment
WA .
Do notforget to click“Save” Please SAVE your answers before proceeding to the next page:
button tokeep your changes!
| ff Click the “Back to top”
tOO pro ormance.eu arrow to quickly retum to

the top of the page

award.profformance.eu




w9 A 1l. COMPLETING THE SELF-ASSESSMENT

PROFFORMANCE

6. If at least one field is not completed in a given topic, the system will display an error message on the Finalize
tab. In this case, please complete the missing task, as the Self-Assessment can only be submitted if it is
complete.

" PROFFORMANCE . L " v EN ~

4

. . = e - Edit Self Assessmen

A Home

Homepage

Edit Self Assessment - T ey bl

Dashboard

Finalize

Click onthe topic and
complete the required
task

&

profformance.eu

tool.profformance.eu

award.profformance.eu




w9 A 1l. COMPLETING THE SELF-ASSESSMENT

PROFFORMANCE

7. Once completed, the Self-Assessment questionnaire can be finalized and submitted. Please note that after
submission, responses cannot be modified.

PROFFORMANCE ® tEm v EN v

Self Assessment - Edit Self Assessment -

# Home
Edit Self Assessment - Tenivsieey-Ssimin s
Notwork Finalize

Personal Task

Click the "Submit* TA1 Student-cent
button ;

Self Assessment
Self Assessment

Self Assessment Archived

Contact us

profformance.eu

tool.profformance.eu

award.profformance.eu




lll. COMPLETING THE SELF-ASSESSMENT

PROFFORMANCE

8. After successful submission, the Self-Assessment is considered complete.

PROFFORMANCE

Self A - Edit Self Assessment -

MAIN A Home

A Homepage

° sboard Edit Self Assessment - Teszteléshez feladat
Dashboar

Network Finalize

Personal Task

Self Assessment finalized

Student-centered course

Self Assessment

Submission date: 2025-06-05 14:28:15
Self Assessment g performance and
ning Support

Student L
Self Assessment Archived
jent's learning

Peer Assessment

Student assessment

TAS Profe
for the Quality of Teaching

onal Development
Contact us

&

profformance.eu

Finalize

tool.profformance.eu

award.profformance.eu




lll. COMPLETING THE SELF-ASSESSMENT

PROFFORMANCE

9. After successful submission, the Self-Assessment is considered closed. You will have the opportunity to view
your answers at a later stage.

PROFFORMANCE ()

. T Self Assessment - List of Self Assessments

A Home

Homepage

List of Self Assessments

Network Self-assessments already started
+ Actions: by clicking to the 3 horizontal lines, you can see the following possibilities

Dashboard

Frer T Edit self assessment: this action is possible

= before End date,

= duringthe taskis Active,

Self Assessment = not yet Finalised.

Show Self Assessment: finalised assessment form can be seen.

« Show results: Results of the finalised self-assessment can be seen after expiration of the end date.
Self Assessment

Self Assessment Archived

Peer Assessment Show 10 v entries

Student t
ucent assessmen ttem of Self R Start date End date

Title Details item task type Submission date Active Actions
Assessment (CET/CEST) (CET/CEST)

Contactus

profformance.eu

tool.profformance.eu

showing 1 to @ of 3 entries n

award.profformance.eu




IV. COMPLETING THE PEER-ASSESSMENT

PROFFORMANCE

1. You can find the Peer Assessment questionnaire under the Peer-Assessment menu. To start the Peer-
Assessment, click on the hamburger menu icon and select Start Peer-Assessment.

PROFFORMANCE ®- sy Ny

[RU——— .
. . L] Peer Assessment - List of Peer Assessments

& Home

Homepage
List of Peer Assessments

Dashboard

Network

Title Dotalls o task typo Start date (CET/CEST) End date (CET/CEST) Active Action:

profformance.eu .
tool.profformance.eu prosbero B " Pt Actie dat

award.profformance.eu




— IV. COMPLETING THE PEER-ASSESSMENT

PROFFORMANCE

2. From the drop-down menu, select the colleague you wish to assess, then click Save.

PROFFORMANCE . T . T

= 4

P o W il B
Peer Assessment - Start Peer Assessment

# Home

Homepage
Start Peer Assessment <«
Dashboard

Network Assessee ‘ — Please chaose an option — | . |
— Please choose an option —
Personal Task ﬂ

Self Assessment

"3 Peer Assessment Select the name of

person tobe evaluated

Student assessment

Contact us

&

profformance.eu

tool.profformance.eu

award.profformance.eu




A V. COMPLETING THE PEER-ASSESSMENT

PROFFORMANCE

3. You will then see the name, title and department of the teacher you want to assess. For the purposes of
testing, testing, this will be Institution name_testing for all colleagues.

PROFFORMANCE . .

Homepage

Edit Peer Asses:

© Dashboard

Assessee

Network

Personal Task

Self Assessment
W Peer Assessment

Student assessment

Contact us
General
@ Details: TA
Item of Task:
profformance.eu Task type:

Start date -

tOOl.prOffOrmance_eu (CET/CEST)
End date s

(CET/CEST)

award.profformance.eu




IV. COMPLETING THE PEER-ASSESSMENT

PROFFORMANCE

4. Enter your personal details, then click Save and then, Next.

PROFFORMANCE

@

. &

Homepage

Dashboard General

Network " General

Personal Task Details: TAT Student-centered course

design
Item of Task:
Self Assessment TA2 Teach mance and
Task type:
Peer. ment
Start date TAS Student's learning
(CET/CEST): ment
Student assessment
End date
nd mission with and
(CET/CEST):
Contact us
TAS Prc Development
for the Quality of Teaching
Personal data
Finalize
Your age
— Please choose an option — v
@ You are

— Please choose an option —

profformance.eu

Please SAVE your answers before proceeding to the next page.

tool.profformance.eu

award.profformance.eu




IV. COMPLETING THE PEER-ASSESSMENT

PROFFORMANCE

5. The Peer-Assessment questionnaire follows the same structure as the Self-Assessment: questions are
organized by thematic area on the next page. Click on the arrow icon to access the explanation of the topic
and the competency areas, as well as the scoring guide.

PROFFORMANCE . priepiiagei iy EN v

. L i a Peer Assessment - Edit Peer Assessment - Tr

MAIN A Home

A Homepage

Edit Peer Assessment - " it | Baaie

Dashboard
TA1 Student-centered course design

Description

se design and development s

Self Assessment . )
ate programmes/courses that allow learners to develop their Intended graduate and postgraduate profiles and Click the Toggle icon to open or
close the panel where the

« toa tcomes, which allow them 16 continue their studies for Lifelong Learning purposes
g T detailed description appears

N Poer Assessment

Student assessment

Competence fields ~
profformance.eu Assessee
A
tool.profformance.eu - 7o
award.profformance.eu [ E LT e




e |V. COMPLETING THE PEER-ASSESSMENT

6. Answers are recorded in the same way, i.e: using a slider. The Hint button is also there to help you interpret

each question. You must answer at least one question per topic. You may skip any questions you do not wish
to answer.

PROFFORMANCE

[ T
e~ -

wA 1 point 2 points 3 poims 4 points 5 poims 6 points 7 points Click onthe Toggle icon to
access the Sconng Guide

Not swongly Siightly Nelther Agree N Stongly

isagree Siignty Agree | Agree
Applicable Disagree Disa Disagree nor Disagree oy Ao o Agree
K
Assessee
Self Assessment

Peer Assessment

‘Student assessment

& Contactus

Competence statements

&

profformance.eu

TAY Ststent-cantered course
sasion

1. My colleague considers the legal framework and university regulations i e )
relevant for curriculumy/course design and development Studern Loar

“You can enter the score

moving the Slider Bar

0 Click onthe "Hint" button to view a
O detailed explanation of the

tool.profformance.eu

statement

award.profformance.eu




IV. COMPLETING THE PEER-ASSESSMENT

PROFFORMANCE

7. You will find a Save button on each page. In all cases, please save your answers before proceeding.

PROFFORMANCE

and develop
. (s)he also el

My colleague embeds International best practices relevant for the curriculum/cours
ed for international cla

courses in English (and/or in other foreign languages) if nee

plans an intemational learning environment
TA1 Student-centered course

WA ;
- esign
[ ' ' ' TAZ Teaching performance and
[—
tudent Learning Support
Dashboard TAS3 Student's learning assessment
TA4 Impact and mission with anc
Network Inclusion and Diversity for the soclety
TAS Professio elopment for

My colleague Is aware of inclusion and equal treatment policies and (<)he plans altemative leaming

ithin his/her course development accordingly. the Quality of Teaching

Personal Task
and assessment methc

Self Assessment
Peer Assessment
Student assessment

Sustainability

elated | and issues in his/her

the development of students' skills and knowledge on sustainability

My colleague considers di
course/curricula, (s)he plans
aspects of the profession. My colleague plans activities with the lowest impact on the environment

N/A

Please SAVE your answers before proceeding to the next page.

Do notforget to click "Save”
button o keep your changes!

profformance.eu

tool.profformance.eu

award.profformance.eu




IV. COMPLETING THE PEER-ASSESSMENT

PROFFORMANCE

8. If at least one field is not completed in a given topic, the system will display an error message on the Finalize
tab. In this case, please complete the missing task, as the Peer-Assessment can only be submitted if it is
complete.

PROFFORMANCE . T -

. -.‘l-'--'-.d 2

Peer Assessment - Edit Peer Assessment

# Home

Homepage

Edit Peer Assessment - 1

Dashboard

Assessee

[

= Personal Task

‘Self Assessment

Peer Assessment

Stude

Contact us

Finalize

For Peer Asse
Click on the topic and

complete the required
task

. T4
=~ TAS Professional Development for the Quality of Teaching - Please f i TAZ Teaching performance and

&

profformance.eu

tool.profformance.eu

award.profformance.eu




IV. COMPLETING THE PEER-ASSESSMENT

PROFFORMANCE

9. When you have finished filling in the questionnaire, please submit your Peer-Assessment. Once submitted,
the questionnaire cannot be edited.

PROFFORMANCE . T T

. T 2 Peer Assessment - Edit Peer Assessment -

A Home

Homepage:

Edit Peer Assessment - Tempsiminy i

Dashboard

Network Assessee

= Personal Task

‘Self Assessment
Peer Assessment

Student assessment

Contact us

Finalize
Click the "Submit* Now you can finalize this Peer Assessment.
button

&

profformance.eu

Finalize

tool.profformance.eu

award.profformance.eu




A V. COMPLETING THE PEER-ASSESSMENT

PROFFORMANCE

10. After successful submission, the Peer-Assessment is considered complete.

PROFFORMANCE

B e Femed
. ] Peer Assessment - Edit Peer Assessment -

A Home

A Homepage
Edit Peer Assessment - ¥
Dashboard

f— Assessee

2 Personal Task

Finalize

This Peer Assessment s already finalized.

Submission date:

&

profformance.eu

tool.profformance.eu ) o ) .
Important: The Peer-Assessment is only valid if both parties complete the evaluation for each other.

award.profformance.eu
Note: Each teacher can only be Peer-Assessed once.




PROFFORMANCE

V. THE STUDENT ASSESSMENT

2 PROFFORMANCE

. -,

Homepage

Dashboard

Network

Personal Task

Self Assessment
Peer Assessment

‘Student assessment

Contactus

profformance.eu

tool.profformance.eu

award.profformance.eu

1. Student assessment can be organised by the teacher. Click the Self-Assessment link button.

Student assessment - Student assessment

& Home

Student assessment

The PROFFORMANCE Assessment 100l is unique in a way, that it provides the possibility to compare assessment data from 3 points-of-

« theteacher SELF,
« the PEER teachers,
« The STUDENTS.

Seff and peer assessment is explained at the respe
Openyour Self-Assessment task.

Student assessment can be organised by theteach

1. 0penyour ENT tasks. ="
2 Choose a seffassessment task

3. Search for the Student feedback link button
4. Copy the link by clicking to the biue icon

5. Send this fink with a Short message to your students.

6. They can il t once ananimously

7. After the expiration of the assessment task, you may compare the results of the SELF, PEER and STUDENT assessment.




V. THE STUDENT ASSESSMENT

PROFFORMANCE

2. Click the hamburger menu icon and select Show Self-Assessment.

PROFFORMANCE ®—-
Self - List of Self A ment:
A Home
A Homepage
List of Self Assessments
@  Dasnboard
e Show 10 enries
Personal Task
tem of Self ~ Start date End date 3
ceesement Title Details tem task type (cevicesT) (ceTreesn Submission date Active Actions

Self Assessment

P — o

Self Assessment Archived Yes E
e @ Show Self Assessment
W Pecr Assessment

‘Student assessment

Snowing 1to 3 of 3 entries
Contactus

&

profformance.eu

tool.profformance.eu

award.profformance.eu




g A V.THE STUDENT ASSESSMENT

PROFFORMANCE

3. To send the student feedback link, you can either click the red Send as E-mail button to send it directly or
click the blue icon to copy the link and share it with the student in a short message. They can fill it once

anonymously. After the expiration of the assessment task, you may compare the results of the SELF, PEER
and STUDENT assessment.

)/ PROFFORMANCE . —

. 2 Self Assessment - Edit Self Assessment

# Home

Homeapage

Edit Self Assessment - | st bt [

General

15 of the SELF, PEER and TA3
Student assessment

Contact us tem of Task:

Start date
(CET/CEST).

End date
(CET/CEST).

Student
feedback link

Personal data

&

profformance.eu

tool.profformance.eu

Your age

award.profformance.eu
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