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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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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.

I. LOGIN TO THE SYSTEM
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2. Use the provided link to register in the system.

I. LOGIN TO THE SYSTEM
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3. After successful registration, you will receive a confirmation email.
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4. You can then log in to the PROFFORMANCE system.

I. LOGIN TO THE SYSTEM
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1. After logging in, the Control Panel will appear. Use the Language Selector in the top right corner to change

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

II. USING THE CONTROL PANEL
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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.
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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.
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3. 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.
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4. 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.
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5. You will find a Save button on each page. In all cases, please save your answers before proceeding.
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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.
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7. Once completed, the Self-Assessment questionnaire can be finalized and submitted. Please note that after

submission, responses cannot be modified.
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8. After successful submission, the Self-Assessment is considered complete.
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9. After successful submission, the Self-Assessment is considered closed. You will have the opportunity to view

your answers at a later stage.
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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.

IV. COMPLETING THE PEER-ASSESSMENT



profformance.eu

tool.profformance.eu

award.profformance.eu

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

IV. COMPLETING THE PEER-ASSESSMENT
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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.
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4. Enter your personal details, then click Save and then, Next.
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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.
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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.
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7. You will find a Save button on each page. In all cases, please save your answers before proceeding.
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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.
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9. When you have finished filling in the questionnaire, please submit your Peer-Assessment. Once submitted,

the questionnaire cannot be edited.
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10. After successful submission, the Peer-Assessment is considered complete.

Important: The Peer-Assessment is only valid if both parties complete the evaluation for each other.

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

IV. COMPLETING THE PEER-ASSESSMENT
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1. Student assessment can be organised by the teacher. Click the Self-Assessment link button.

V. THE STUDENT ASSESSMENT
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2. Click the hamburger menu icon and select Show Self-Assessment.
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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.

V. THE STUDENT ASSESSMENT
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