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1. Introduction

The purpose of this document is to support both, the European Reference Networks
(ERNSs) and Healthcare Provider Centers (HCPs) teams through the evaluation process
within the Online Exchange of Information Tool (OEIT). This guide will indicate how each
HCP member of the ERN can access their own project on the platform, to evidence each
measurable element and complete the self-evaluation. In addition, other utilities of the
OEIT will be explained, such as consulting relevant documents or how to access the
communications area.

The OEIT provides comprehensive support, as well as being a valuable source to
manage information for all the stakeholders involved in the whole evaluation process
(such as the evaluators or members of the Independent Evaluation Body (IEB) among
others). All information regarding current and previous projects is accessible to each
stakeholder (with different access permissions) involved in the evaluation process.

2. Access to the Platform
The OEIT can be accessed through the following link:

https://www.ern-assessment.com/

From this site, each user can log in or ask for a reminder of the access information, as
shown in Figure 1.

ERN - Assessment Tool % ACSA m oo
Y o the European Union

The Andalusian Agency for Quality you to ERN Tool, the online platform for the European Reference Networks Assessment

The environment ERN Assessment Tool aims to facilitate the assessment process in the most comfortable and personalised way possible.

&

Access to ERN Assessment 1 forgot
Tool my access information
with the access information

Figure 1: Home page for the log in.

In addition, the Evaluation Manual and the Evaluation Technical Toolbox, and the
OEIT guide can be downloaded from this homepage by clicking on the corresponding
link.
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3. Home page

The home page provides access to the evaluation projects (2022-2023) and previous
assessment projects (from 2016). It also allows access to unread messages in a section
called Communication Area, which will be explained later in the manual.

Click on “Listing of Evaluation Projects” (as in Figure 2) to have a view of the
evaluation projects to which each user has access to.

ERN - Assessment Tool ?‘ ACSA ety
sr: Demo P 7 e

Home

™ ,
2 Projects

Communication Area

You have 0 unread messages

Figure 2: Link to the list of evaluation projects.

4. HCP and ERN self-evaluation

A specific project has been created for the evaluation of each ERN and each HCP.

The Evaluation Projects List (shown in Figure 3) allows the user to browse through the
projects registered in the information system. It provides information about the project
stage, as well as shortcuts to the assessment project developed in 2016, the
communication area, access to the different reports, etc.

Select the project for self-evaluation by clicking on the Code number (i.e.,
2022/002_DEMO).
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ERN - Assessment Tool %ACSA m e Y roane
User: Demo HP of the European Union

Listing of Evaluation Projects

Dos: Network Proj Country €2 Application form Evaluation Resut
Criteria project & Seif-evaluation

PDF  Scored Assessors Scored Document Auditdate Preliminary Drat Final
view Report  Report Report

Figure 3: Listing of evaluation projects each user has access to.

Once in the evaluation project, HCPs and ERNSs representatives must fulfill the self-
evaluation. It should reflect on the activities carried out during the first five years (2017
until December 2021) to check to which extent the objectives have been achieved.

The self-evaluation consists of:

A. Form to answer specific questions for the identification of the ERN/HCP, its area
of expertise and stakeholders involved among others.

B. Criteria and measurable elements with the scoring options (in its “Comments”
section, the corresponding evidence or explanations deem appropriate can be
added).

C. Section “Evidence” to incorporate the references that show compliance with each
measurable element (documents such as financial plan, description of
mechanisms used in the ERN, list of results, guidelines used, etc.).

4.1. Self-evaluation Form

In this section, the requested documents shall be downloaded, completed and attached
to allow the collection of information necessary for the self-evaluation.

Step 1. to complete the Self-evaluation form, go to:
Project Menu >>Project stages >>Self-evaluation >>Self-evaluation Form (Figure 4)

Project leaders

Figure 4: Self-evaluation form.
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Step 2. On this screen (Figure 5), the steps to follow to complete this section are
indicated:

o |. Download the file with the template.
e |l. Fill out and save the template on your computer.
¢ |ll. Upload the file with the completed template.

Self-evaluation form

« Step 1. Download the file with the template.
« Step 2. Fill out and save the template on your computer.
« Step 3. Upload the file with the completed template.

Step 1 Step 2 Step 3

Self evaluation of the healthcare ] 82,32 Kb ‘ [ Upload

providers: general information
Figure 5: Steps to follow for the self-evaluation.

Step 3. Once the document(s) have been attached, the sphere on the left will turn from
red to green.

4.2. Self-evaluation of Operational Criteria

Step 1. To complete the measurable elements: go to Project Menu>>Self-
evaluation>>Information. As shown in Figure 6.

Projects »> Project 2022/002_DEMO >> Information

Project menu 2022/002 DEMO | Project Information ™.

Project Details

[2022/002_DEMO] - [DEMO - Network - Enfermedades neuromuscular

Information

Project Code: ERN Code: Project Name: . Operational Criteriz
2022/002_DEMO DEMO - Hespital Universitario Virgen del Rocio & Healthcare Provid
o Resources Process Stage: Project Status Project Type:
o Communication Area Self-evaluation (Document Review) In process Evaluation

o Virual folder

Project leaders

Project stages
o Self-evaluation
m Self-evaluation form

Chief Executive Officer

Healthcare Provider Representative
Demo HP

Network Coordinator
Demo ERN

Evaluation Coordinator

= Information

Project

= Reports and listings

Project Code
20161002

Project Name
DEMO - Hospital Universitario Virgen del Rocio

Network

Network's Name:
DEMO - Network - Enfermedades neuromusculares raras

@l

Figure 6: "Information” section of the self-evaluation.

A

de Andalucia

IDOM A 5/, ACSA




European
Commission

Independent Evaluations of European Reference Networks
and of Healthcare Providers contract No HADEA-2022-P3-04 Report on the OEIT (D I. 2)

Step 2. Once in the form, different screens with each measurable element will appear.
Click on “Add a comment” (Figure 7), and pop-up window will appear where you can
introduce any relevant information (Figure 8). It also gives the possibility to attach a file.
Remember to save the changes.

[F7-Tre HCP toam Fas irsplemarded siatages 1o ensure it cars & patent-corared_ana that pi v |

111 - [CORE] The KCF o famibes with abou v |

1- PATIENT CENTRED CARE

- Measure1.1.1

i

The HGP team provides patients andior their famiies with written information about the facilit, the organisation, and its specific area of expertise

Reports & Listings

Requirements for close
X Got

4 100% of ME
o%)

Evid

Scor
0.The

x

1 The HCP leam

2 Tha HCF taam pravi

o actuty /N Deveopes | | 1. Patialy Developea 2 e ceeoes | (I

) Comments (0 [ 24 o commont

Ha comments have been recorded

Supporting documentation (011)

information providad 1o e patisats  Attach navw documant

Figure 7: Example of a measurable element and where to click to add a comment.

Z 12022/002_DEMO] New measure comment 1.1.1 (ERN Assessment Tool) - Perfil 1: Microsoft Edge = (] X
ﬁ https://www.ern-assessment.com/autoevaluaciones.positivas.asp?idpry=1685&idaut=1680&idest=117 A ab
Comments
111 The HCP team provides patients and/or their families with written information about the facility, the organisation,

and its specific area of expertise
Fields with an asterisk are required
Comments

(1) Description:

Files attached to the
Attach file

No documents associated to the comment

| =

Figure 8: Pop-up window to add a comment.
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Step 3. When supporting documentation is required, it will appear the “Supporting
documentation” section. Click on “Attach new document” to add the required
document (Figure 9).

1 - GOVERNANCE AND [[1.1-The ERN has established a clearly defined governance framevrk thal ensures appropriale £ v |
COORDINATION [71.7- [CORE] The siruiciure and ihe impiementalion of 1he 1ues of procedure of he ERN'S coordi v |
1 - .
2 Measure 1.1.1 mo & pon:
3
§ w |& Supporting ion file (ERN Assessment Tool) - Trabajo: Mi Edge - O X
; Core ) hittps:/wn.er I tana.disponibles adjuntar.asp?idpr... A
(") Fields with an asterisk are required
The structure and the ¢ supporting file icorparation of new Members

Reports & Listings

— REPORT v| |Evidences: P Name: :
. )8 e Describe the govemance of the | )
Requirements for close roles of governing bodies) () Attached file: _

X Gel 5c0red 100% of ME | Etegir archiv [ Nose na ningdin archive]
(actual percentage” 0%) + b) Reflect whetner the current governance i§ '+ The maximum e size IS 20 D

X Getascoreof 1or2in + Press Browse 1o atiach  fle
90% of core ME {actual ) Rules of proceoure (may nave omesentnd | The maximam fike name kength s 100 characters.
percentage: 0%) + The full paih (including fle name) cannot exceed 255 characters.

X Get an average score at
least 70% of the highest

Ea ] | | Emm
(") Comments. (0] | [ p—

No comments have been recorded.

supporting documentation (011)

O Rules of proceaure

Figure 9: Supporting documentation section.

Step 4. Once it has been completed the description and uploaded the evidence (when
required), select the rating box that best describes the current compliance with the
measure (the scoring guidelines can be found by clicking on the character “?” for ERNs
or directly as “Scoring guide” for HCPs). Then click “Save”. These steps are shown
set forth in Figure 10a/10b respectively.

1-GOVERNANCEAND ! in self-evaluati
COORDINATION easures score in self-evaluation
Scors Possible
3 The measures scores in a self-evaluation are: g B Py

10
2 0 Measure 1.1.1
3 0 6 )
4 0 12 w PTE Not scored The rating is pending
§ ; :; This rating is used when there is no action plan in place or there is
10 12 e 0 No activity /  insufficient evidence to support compliance. This rating may also be
LR S Not Developed used when the practice is not developed in any of the Healthcare
The structure and the implementation of t Providers of the Network (if applicable)
Reports & L This rating is used when there is an action plan in place or there is
[—REPORTE—  v| Ewidences 1 Partially some evidence to support compliance. This rating may also be used
+ ) Struct governance of the ER Developed when the practice is developed by some of the Healthcare Providers
foles of q of the Network (if applicable)
N « b Ref s the curent goverance B Eull This rating is used when there is sufficient evidence to support
X Getascoreof10or2in 2 Y compliance. This rating may also be used when the practice is
Developed
5% of core ME (actusl - ) Rases of procedure (may have diferent namel evelope developed

percentage 0%}

X Gel an average score al
least 70% of ihe highest

e T ‘
g:gf‘gggff;gf (actual Not scored 0 No actity / Not Developed ‘ 1. Partially Developed ‘ 2. Fully Developed E Save @)

Supporting documentation (111)

Allach new document |
o -
B Rules of procedure E. 2,63 Mb. m

Figure 10a: Process of scoring each measurable element in ERNSs.
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1 - PATIENT CENTRED CARE [11-The HCP team has Siralegies 1o ensure that cars Is patent-cenied, and hat pa v |
711 - [CORE] The HGP team provides palients and/or fheir families with wiitien information abou v

Score Possible %

; : :: :.2 g Measure 1.1.1 Q End 8
3 0 22 0% ©
4 0 14 0% ©
5 0 18 0% O
6 0 8 0% O
I o 8 0% O
0 128 0%

The HCP team provides patients andlor their families with written information about the facility, the organisation, and its specific area of expertise.

Evidences:

= Specific written information provided to the patients

Requirements for close = Verify during the visit {onlinefonsite) in the session with discharged patients and outpatients.
X Get scored 100% of ME
%

(actual pes ge: 0%) Scoring guide:

X Getascoreoflar2in
80% of core ME (actual 0 The HOP team does not provide evidence about the information it provides
percentage 0%)

X Getanaverage scareat | 1 Te HOP team provides evidence, but 1 or 2 of the required slements are missing (fcilty,organisation, o specfic area of xpertse)
least 70% of the highest - an <
possible score in the 2 The HCF team provides evidence, and it contains the 3 required elements (facility, organisation or specific area and expertise).
graup of core ME (actual

percentage. 0%)

0 Mo iy Mo oveorea| | 1 Pty oovipes | | 2 ruyooernes | [T

Figure 10b: Process of scoring each measurable element in HCPs.

Step 5. To continue with the self-evaluation, select the next criterion (i.e., 1.2) and the
measure (i.e., 1.2.1), as shown in Figure 11.

RN - Assessment Tool

Jser: Demo HP

Funded by
the Health Programme
of the European Union

[EE

Eval Projects IAsse Pm,ems] Project menu |cOmmunxauun[

>> Self-evaiuation [2022/002_DEMO] - [DEMO - Network - Enfermedades neuromusculares raras] - [DEMO - Hospital Universitario Virgen del Rocio
1 - PATIENT CENTRED CARE T2 The 11CP team provides eaucabonal 2Cvibes 1o palents and ek famibes Wi he am of T
m 1.2.1 - [CORE] Patient and family ional needs are in a gefined process. v

1 2 Eng & et
2 0
3 0 ®
4 0 o / \
s 0 o 4 ” ;
§ 0 3 0% O
7 0 8 0% © “Core
2 128 2%

Patient and family educational needs are addressed in a defined process

Figure 11: Selection of the next criterion and its measure.
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Step 6. Before finalizing the self-evaluation, make sure that the “requirements for
close” are met (bottom left of the screen, Figure 13). Once all the information is
completed, finish the self-evaluation by clicking the top left button.

Score Possible %

Criteria

1

N D (o B w N
a0000oOooO

38 3% O
20 0% O
22 0% @®
14 0% ®
18 0% @©
8 0% @
8 0% @©
128 1%

In the top left box labeled as "Criteria”, Figure 2, the
following information can be found:

1. Track of the average number of scores for each
criterion.

2. The maximum possible score in total for each
criterion.

3. In addition to the percentage to which that score
would be equivalent.

Figure 12: Information of the criteria, their score and percentage.

The HCP tearm provides patients and/or their families with writlen information about the facility, the organisation, and its specific arsa of experlise.

rrrrrr REPORTS — ~

Requirements for close

X

X

1 The M
2 The HCP team provides evidence. and It o

v . crganisaton
.
‘ |u No aciiity / Not Developed 1. Parially Developed | | 2. Fully Developed EEEa

AU Fnd & Pt

ton. or speciic area of expertse)
or specific area sng expertise)

) Comments ()

Add 2 comment

Supperting decumentstion (0/1)

Get scored 100% of ME
(actual percentage: 0%)

Get a score of 1or2in
90% of core ME (actual
percentage: 0%)

Get an average score at
least 70% of the highest
possible score in the
group of core ME (actual
percentage: 0%)

Mo comments nave been recorded.

Figure 13: Button for finishing the self-evaluation and the requirements for closure.
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5. Network Coordinator acknowledgement

Each HCP must complete their own self-evaluation through the OEIT, and it is the
Network Coordinator's responsibility to submit their ERN self-evaluation, as well as to
ensure that all Members to be evaluated have completed their self-evaluations.

The role of the Network Coordinator in the HCP self-evaluation process is aimed at
checking whether the process has been completed on the platform.

The HCP acting as the Coordinating Member of the Network will have access to all the
projects of the members of the network. The Network Coordinator will have access to
them through the List of Evaluation Projects.

As previously said, the ERNs self-evaluation process will be the same as for the HCPs
(See section 4: HCP and ERN self-evaluation). It is accessed by clicking on the project
code (Figure 14), which in this case, will include the operational criteria for the ERN.

ERN - Assessment Tool %ACSA m Funded by
O the Heaith Programme
User: I of the European Union

[[ssessmens | Msimenance 7] 22|

Frojects
isting of Evaluation Projects
Network Countries Active
| — | TR (| [ves esa) ~ ][]
Operational Criteria Assessment Coordinator Assessors Evaluation type
Al .| (A <] g 2| Al -
States Phases (7] Evaluation phase (31 Project types 21
[ r— E—) [E— Evauaton @54 <[]
Code Dossier Network Project Operational Country CZ Assessment Self-svalustion Evaluation Result
1 [ 1L 1[ | critara projct Scored Assessors Scorsd Documentreview  Auditdate  Prelminary Draft  Final
Eepoit  Eeport Repor

DEMO - N K - x

e . DEMO - Network - Enfermedaces newromuseulares rarss ERN Spain - 201600 us2 o052 In progress

raras

DEMO - Network -
2022/002_DEMO 5= ., DEMO - Hospital Universiario Virgen del Rocio HP Spain 2016002 164 0164 I progress Not established
20221003 DEM . DEMO - Centro Hospitalar do Porto, EPE HP Portugal 2016003 064 = 064 In progress
20221004 DEMO . DEMO - Hospital Ciinico Universiano de Valladohd e Spain - 2018004

. DEMO - Centro Hospitalar 6o Porto, EPE e Portuga 06s 0B In progress

2022/006_DEMO .  DEMO - Hospdal Clinico Universitario de Valladolid HP Spain 0ed - OfE4 In progress Not established

Figure 14: Listing of Evaluation Projects view

IDOM . A OoO/, ACSA

Consejeria de Salud y Familias 1 O
Fundacibn Progresa y Salud



Pl European
Commission

Independent Evaluations of European Reference Networks
and of Healthcare Providers contract No HADEA-2022-P3-04 Report on the OEIT (D I. 2)

In addition to the self-evaluation, the Coordinating Member of the Network has to
acknowledge the submission of the self-evaluation projects of the Network. This can be
found in the project menu, as a subcategory of the “Self-evaluation” (Figure 15).

Funded by
the Health Programme
of the European Union

ERN - Assessment Tool %A;SA

User: Demo ERN

cis >> Project 2022/001_DEMO >> Information [2022/001_DEMO] - [DEMO - Network - Enfermedades neuromusculares raras]

Project menu 2022/001_DEMO | Project Information

Project Details

* Information

ERN
Enfermedades newromusculares rara =
o Prolectsteces Seif-evaluation (Document Reviews
Project leaders
t
by

Figure 15: Acknowledgement position in the index

Once you click on “Acknowledgement” section, the screen displays the status of the self-
evaluation of all members. To acknowledge the submission of the self-evaluation of a
specific member, click on “accept” box, Figure 16. In order to acknowledge the
submission of each self-evaluation, 100% of the measurable elements must be
completed and scored.

ERN - Assessment Tool %Acs;\

User: Demo ERN International

Eva Preds | Aeee Progat | Prapetmans [ Commincaton]

Proyeclos == Proyecto 2022/001_DEMO > Acknawledgement [2022/001_DEMO] - [DEMO - Network - Enfermedades neuromuscular
Project menu 20221001_DEMO | Acknowledgement
Project Details
ERN Code: Project Name: Operational Critetia
DEMO - Network - Enfermedates neuromusculares raras European Reference Network
. Project Type
) Evaluation
Network Name of the Network Coordinator Member State % Total measures % Core measures. date
ode iame Accepted
2022/001_DEMO  DEMO - Network - Enfermedades neuromusculares raras  Demo ERN Spain 1% 3% - s [ _
Healthcare Provider Name of the Healthcare Provider f Member State % Total measures % Core measures  Self date
Code Name Accepted
2022/005_DEMO  DEMO - Centro Hospitalar do Porto, EPE Portugal - - - ° O
20221003_DEMO  DEMO - Centro Hospitalar do Porto, EPE. Portugal 1% B R ° O
2022/006_DEMO  DEMO - Hospital Glinico Universitario de Valladolid Spain - - - ° O
20221004_DEMO  DEMO - Hospital Giinico Spain . B R ° O
2022/002_DEMO  DEMO - Hospital Universitario Virgen del Rocio Dema HP Spain 1% 3% - ° O

Figure 16: Acknowledgement “Accept” button

11



European

Commission

Independent Evaluations of European Reference Networks
and of Healthcare Providers contract No HADEA-2022-P3-04

Report on the OEIT (D I. 2)

6. Reports and Listings

The self-evaluation area provides a set of reports and listings to track and manage the
status of the self-evaluation, for both ERN and HCP. These reports/listings can be filtered

by different categories.

In Figure 17 it is shown how to reach the reports and listings. It can be accessed through
the self-evaluation screen or through the project menu.

Score Possible %

1 0 38 0%
2 0 20 0%
3 0 22 0%
4 0 14 0%
5 0 18 0%
6 0 8 0%
7 0 8 0%

0 128 0%

Reports & Listings
[~—-REPORTS —- |

——— REPORTS ——
I > Overall distribution of the ratings
> Distribution of the ratings
> Average rating
----- LISTINGS —----
> View of Operational Criteria
> List of Measures
> List of Comments
> Documents storage

~ Nnariimante raniran

1 - PATIENT CENTRED CARE

Measure 1.1.1

4

Core

The HCP team provedasnalionie and oo lho oo

« Specific written infoi

« Verify during the

Scoring guide:

0: The HCP team does n

Project menu 2022/002_DEMO

¢ Information

e Resources
o Communication Area

o Virtual folder

e Project stages
o Self-evaluation
s Information

J

® Reports and listings

e Theme

vis| e Criterion

e Measure

e Core measure

Most Reports and Listings can be filtered by:

e Group by
¢ Rating

e Date

e User

1. The HCP team provides evidence, but 1 or 2 of the required eler

idnnAn and B Anntaine i D s sionsd

Figure 17: Route to Reports & Listings and their categories.
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6.1.Reports

Table 1 presents the different reporting options for both ERNs and HCPs, their
description, and the type of format in which they can be produced.

Table 1: Reports available for both ERNs and HCPs.

Reports Description Type

This report shows the distribution of the reached score at a global
level. The pie chart represents the overall percentage of scores for Table / Chart
the measurable elements.

Overall distribution of
the ratings

This report allows to analyse the implementation level achieved in
the self-evaluation according to the themes and criteria set out inthe ~ Table / Chart
manual.

Distribution of the
ratings

Average rating Average rating reached in all manual themes and criteria. Table / Chart

Table 2 presents the different reporting options, only available for ERNSs, their description
and the type of format in which they can be elaborated.

Table 2: Reports only available for ERNSs.

Reports Description Type

etribfi This report allows to analyse the level of implementation achieved
Distribution of the X . .
for every HCP belonging to the respective ERN according to the Table / Chart

rating for HCP topics and criteria set out in the manual.

Average rating for HCP  Average rating for every HCP belonging to the respective ERN. Table / Chart

6.2.Listings

The different listing options and their description, available for both ERNs and HCPs, are
described in Table 3.

Table 3: Listings available for both ERNs and HCPs.

Listing Description

View of Operational This list summarises how each measure stands in the self-evaluation, giving an
Criteria immediate overview of the status of each measure (self-evaluation information as a list).

This list summarises each measure by its code, providing a view of the guideline

List of Measures . . ) . e -
information and with them its core classification, rating and comments.

This list enumerates the comments and their author, which is evidence that the objective

List of Comments
has been met.

Documents storage This report shows the documents attached to the comments registered for each measure.

Documents required This report shows the required documents for each measurable element.

IDOM A OoO/, ACSA
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Table 4 presents the different listing options, only available for ERNs, and their
description.

Table 4: Listings only available for ERNs.

Listing Description

This list summarises the status of each measure in the self-evaluation of the HCPs
corresponding to the self-evaluation ERN, providing an overview of the status of each
measurable element (self-evaluation information in list form).

View of Operational
Criteria for HCP

This list summarises each measure of the HCPs self-evaluation pertaining to the
corresponding ERN, by its code, providing an overview of the information in the guideline
and with them its basic classification, rating and comments.

List of Measures for
HCP

7. Communication area

Each evaluation project has been assigned a specific virtual space to allow
communication between the ERN/HCPs and their evaluation teams.

Find in Figure 18 how to get to this area, either directly through the "Home Page" or by
going to: Project menu >> Resources >> Communication area (Figure ).

ERN - Assessment Tool

User: Demo HP

Funded by
the Health Programme:
of the European Union

[PlIE]E]

aras] - [DEMO - Hospital Universitario Virgen del Rocio

Projects >> Project 2022/002_DEMO >> Information

Project menu 20221002 DEMO | Project Information

Project Details

» Information

= Repors and kstings Chief Executive Office: Network Coordinator

irgen del Rocio

Medades NeUroMUSCUIAES raras

Enfermedades neuromusculares raras

| Heattncare Provider

Name of the Institution

DEMO - Hospital Universitano Virgen del Rocio

Figure 18: Access to the "Communications area".
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ERN - Assessment Tool %ACSA n Y i
User: Demo HP D nternat of the Eurooe?n Unlon
on PIEIE

- [DEMO - Hospital Universitario Virgen de

Eval Projects I“S" P»o,ec:sl Project meny lComn‘ur

uommumcaﬂcr‘»\rea [2022/002_DEMO] - [DEMO - Netv - Enfe muscul
sl ) TSl

Commumcauon Area |

In the Communication Area, the Agency and the users who participate in the process can exchange messages and files freely. It can be used at any time 10 post messages and fies that will be available o all the professionals who work in the
process

There is no message

Click on here to write a new message

Figure 19: Communication area section.

To send a new message, fill in the “subject” box, the “message” and add the selected
recipients in the column in the left side. Find these sections .

It is possible to attach files by:
e Clicking on the symbol ﬂ]
e Adding a name for the document

e Attaching the file
e Saving it

Once "Send" has been clicked on, all recipients will receive a notification to the e-malil
address they used to register in the platform (Figure 20).

ject 20220002 DEMO >> Communication about the Project Area [2022/002_DEMO] - [DEMO

O - Network - Enfermedades neuromusculares raras] - [DEMO - Hospital Unrversitane Virgen del Rocio)

CT— e e e P = .|

New message in 2022/002_DEMO

Send waming email 1o
(*) Author:
Demo HP L) Demo ERN
Network Coordnalor
(*) Subject:
L

") Message:

2 Andakusian Agency for Healthcare Quality (ERN Assessment Tool) - Perfil 1:Micro.. — O X

© hitps//www.em-assessment.com/ficheros.adjuntar.asp?idpry=16858id

() Fields with an asterisk are required
Attach document "

") Please. add a descriptive name for the document:

« The maximum length for the file name is 100 characters

') Please. attach the file from your computer:
Elegir arehive | NO 38 ha SeISccionado ningin Archiv
+ The maximum file size is 20 Mb
+ Press Browse 1o aftach a file
+ The maximum file name length is 100 characters
+ The full path (inciuding flie name) cannot excesd 255 characters

Altached files (I you want 10 altach a Sie 1o Ihe message, please cick m@
There are no attached files

0
i

Figure 20: Pop-up window for communication area.
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8. Virtual Folder

Each evaluation project has a virtual folder where relevant documents, such as the
evaluation report, are uploaded.

Project menu 2022/002_DEMO

® Information
® Resources
o Communication Area

e Project stages
o Self-evaluation
= [nformation

= Reports and listings

Figure 21: Project menu index.

The virtual folder can be accessed from the project menu (Figure 21).

Once the virtual folder has been accessed, the list of documents contained in this virtual
space is displayed. It is shown in the Figure 22.

02_DEMO >» Virtual folder

[2022/002_DEMO] - [DEMO - Network - Enfermedades neuromusculares raras] - [DEMO - Hospital Universitario Virgen del Rocio]

mary form: | Access to the prefiminary evaluation summary form |

‘The evaluation report has nat been attached.

D i i with the ion application (Ciick on [ to attach a new document)

Thera are no applications attached to the projact

Documentation of Board of the Network (Ciick on [ to attach  new document)

Without Documentation of Board of the Network

Workflow comments (Click on [7] 1o attach a new document)

Monitoring documentation (Cick on [5] to aftach a new document)

There is no manitoring documentation assaciated wilh the project

Figure 22: Virtual folder section.
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