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Introduction
This document explains how to connect to the Online Expert Evaluation Tool (OEET) for the first time and how to make subsequent connections. 
[bookmark: _Toc303337707][bookmark: _Toc313615805][bookmark: _Toc318715070]Connection Overview
Main points:
· Access to the Online Expert Evaluation Tool (OEET) is authenticated through ECAS – the  European Commission Authentication Service.  
· Experts who don't yet have an ECAS account must create one. 
· Experts who already have an ECAS account must not create a new one but should use their existing account.
· Before any expert can connect to the NEW version of OEET for the first time, they must validate their ECAS account for use with OEET. This validation is only required to be performed once.
In anticipation of your assessment work, you will receive an email message from the EACEA Helpdesk (the Executive Agency's IT Helpdesk) that is triggered by your creation as an expert by your National Agency. This message will contain a link that enables you to carry out the above-mentioned validation of your ECAS account for use with OEET. 
Consequently, these are the steps to follow in order to connect to the tool for the first time:
· Create your ECAS account, if you don't already have one.
· Once you have received the email message from the EACEA Helpdesk, click on the link within the message to validate your account.
· Click on the following link to connect to the tool: 
https://eacea.ec.europa.eu/assessment/
What to do next

· If you do not yet have an ECAS account, go to section 3 of this guide for details of how to create it.

· If you already have an ECAS account and have received the above-mentioned email message from the EACEA Helpdesk, go to section 4 of this guide for details of how to validate your ECAS account for use with OEET. 

· If you have an ECAS account and if you have already validated it for OEET, go to section 5. 

Helpdesk assistance
If you encounter problems when carrying out the activities described in this guide please contact your National Agency
	


ECAS account creation
[bookmark: _Toc318715072]ECAS Link
Click on the following link:
https://webgate.ec.europa.eu/cas/eim/external/register.cgi
Sign Up
A registration form appears for you to complete:
[image: ]The privacy statement checkbox is mandatory 
Click here if you wish to see a different random code 
This is not a username provided by your NA. See below.


Username field
The username field is optional. If you don't enter a username the system will automatically generate a username for you. When you eventually log in to the Online Expert Evaluation Tool using your ECAS account, you can do so using either the email address or the username. 
Click on the 'Sign up' button when ready and if the form has been correctly completed you will see the following confirmation message:
[image: ]

	Password creation
Several minutes after signing up, an automatic email will be sent to the mailbox you entered on your Sign up form. The email contains your username and a link for you to create a password for the account you just created. 

[image: ]Click on 'this link'


Click on 'this link' to be directed to the ECAS password creation webpage:
[image: ][image: ]
Please note: you must complete the password creation within 90 minutes of the email being SENT to you (not within 90 minutes of its arrival)! 
Complete the form, respecting the format rules cited on-screen and click 'Submit'.
If you miss the 90 minute deadline, please refer to the instructions contained within the email you received.
When your password has been accepted, the following confirmation screen will appear:
[image: ]
You have now finished creating your ECAS account. Please keep your account details and password in a safe place. 
When you log in through ECAS in the future, you can do so either with the username that you chose (or which was generated automatically for you) or with the email address that you used to register your account. 
Validating your ECAS account for use with OEET
In anticipation of your assessment activity, you will be sent an email by the EACEA Helpdesk similar to the one below:
[image: ]
[image: ]



Read the instructions in the email message. When you are ready, click on the relevant link to validate your account. If you are not already logged into your ECAS account, the ECAS login page will appear in your browser: 
[image: ][image: ][image: ]
Log in to your account.
After login, you will be redirected to the EACEA validation webpage:
[image: ][image: ]Click on Validate

Click on the Validate button to carry out the validation. After validation, the date and time of the validation will replace the validate button:
[image: ][image: ]
Please note the following:
· You will not encounter the ECAS login page if you were already logged into your ECAS account when you clicked on the validation link in the email message. 
· If you clicked on the validation link in the email message BEFORE you had created your ECAS account you will be redirected to ECAS to create your account (see section 3 above). Following the creation of your account, you will be redirected to the EACEA validation webpage. 
Logging in to the Online Expert Evaluation Tool
Once you have validated your ECAS account for use with OEET you will be able to log into the tool. (These are also the steps to follow when you are returning to OEET for subsequent assessment activity.)
[bookmark: _Toc353867614]Link to the tool
Click on the following link to connect to the Online Expert Evaluation Tool:
https://eacea.ec.europa.eu/assessment/
You will be directed to the ECAS login page. (NB if you have ALREADY logged in to your ECAS account during the active browser session, you will not need to log in again but will be transferred directly to the Online Expert Evaluation Tool.)
Should you encounter a 'Security Warning' message like the one that follows, always click the 'No' button to open the webpage:
     [image: ]Click
'No'


[bookmark: _Toc353867615]ECAS Login
            [image: ]
Enter your ECAS username or your email address and your password 
Click the Login button
[bookmark: _Toc286400179]
Whilst your details are being authenticated, the following screen momentarily appears:
 [image: ]
[bookmark: _Toc353867616]Assessment List
On successful authentication, you are directed to the Online Expert Evaluation Tool to a page listing the programme(s) and action(s) that you have been engaged to work on:
[image: ]
If you see a header with an empty screen, it means you haven't yet been assigned to any programme. In this scenario, please contact your National Agency.
For guidance on recording your assessments please now consult sections 3.2 and 4 of the document, 'OEET Expert User Manual' (or consult whatever alternative user documentation or briefing materials your National Agency have provided you with). 
[bookmark: _Toc355021866]Logging out of OEET
There is no logout button or link. Simply close the browser tab or the whole browser to end the online session. Make sure you perform a save of any assessment work you had started before ending your session.
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From: "European Commission Authentication Service" <ecas-admin@ec.europa.eu>

To: "First name Last name" <firstname.lastname@mymail.com>
Sent 'ednesday, March 6, 2013 11:30:29 AM
Subject: Your password

Dear First name Last name,

You have been registered in ECAS, the European Commission Authentication Service.

Your user name is your_username.

To create your password, click:

this link

You have a maximum of 1h30, starting from the time that this message was sent, to create your password, but you are encouraged to do so immediately if possible. After this
time, you can make another request by following the same link: you will then need to re-enter your username and confirm your request.

If the above link does not work, you can copy the following address (make sure the complete address is copied!) and paste it into your browser's address bar:

wayf.dom: xternal&wayf.remember=checked&wayf.submit=Select&uid=napplifr&resetCode=XqCIRVawRSU3YzvDPEa07dr4w\WBezxsI9swKsuoFCWDWa3service=https %
3A%2F%2F .jsp

Whenever you login, please choose the domain "External”, not "European Commission".

Instead of replying to this message, if you have a problem, please follow the help or contact information on the site where you were trying to register.

Sent to you by

ECAS - European Commission Authentication Service
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your forthcoming assessment work.

All assessments are carried out online via the Agency's Online Expert Evaluation Tool, OEET. However, before you can successfully log in to OEET,
there are two preconditions that must be met:

* You must have an ECAS account. (ECAS authentication is required every time you connect to OEET.)
* You must have validated your ECAS account for use with OEET. (This validation is only required to be performed once but it applies to all
experts, even those who have previously worked for the Agency and previously used the Agency's online assessment tool.)

The steps that follow explain how to meet these preconditions.

For experts who don't yet have an ECAS account:
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‘Subject: Information for your online assessmentin OEET.

Dear.

You have recently been engaged by EACEA or by an Erasmus+ National Agency to participate in the
‘assessment of projects or reportsthat have been received by the Agency.

‘The organisation that hired you will provide you with the detais of your assignment including the
timetable for when to begin your assessment work I the meantime, you are receiving this email
message inorder to prepare some IT-related aspects of your forthcoming assessment work.

Allassessments are carried outonline via the Online Expert Evaluation Tool, OEET. However, before
You can successfully login to OEET, there are two preconditions that must be met:

© You must have an ECAS account. (ECAS authentication is required every time you connectto
oeeT)

© You must have validated your ECAS accountfor use with OEET. (This validation is only.
requiredto be performed once but it applies to all experts, even those who have previously.
worked for the Agency and previously used the Agency's online assessment tool )

The stepsthat follow explain howto meetthese preconditions

For expertswho don't vet have an ECAS account:
() Create your ECAS account. Instructions on how to create this account can be found here (for
EACEA experts) or il be provided by your National Agency.

(i) Once you have created your ECAS account, validate it by clicking here.

(i) Henceforth, use the following ink o connectto OFET:.

hitps://eacea.ec europa eu/assessment

For expertswho already have an ECAS account:
() Validate your accountby clicking here.
(i) Henceforth, use the followinglink to connectto OEET:
hitps://eacea.ec europa eu/assessment,

‘We would like to remind you that if you wish to bookmark the link to OEET (add it to your favourites),
Youshould use the link provided just above in this email. lease do ot bookmarkthe link that
displays AFTER you have logged in to the assessment tool.

We remain t your disposal for any complementary information you may need.

Regards,

The OEET team
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