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Introduction
We are delighted to grant you access to MyEBAP online accreditation platform. We hope that this tool
will simplify your workvhen applying for accreditation as well as yoammunication withour office.

The platform is quitentuitive and selexplanatory. You will however find in the following few pages a
short user guide in case you have doubts or need a reference.

The office remains at your disposal should you however have doubts after reading this manual. Please
do not hesitate to contact us atbap.info@ebap.org

We thank you for your time and look forward to your feedback, if.any

Create your account

In order to create a new reviewers account, please go to the following address:
https.//my.ebap.org/Front/Provider

You first need tocreate your account before being able to complete your first applicatiofdur
account is personal. An organisation may have several employees, and several provider contact
accounts. Employees from different branches or department each have their own accounts.

You will be directed to the login page of the platform. The firsetyou login, click onCreate a new
Provider accourib create your profile.

EBAP

Sign in to start your session

| 1]

Remember me Signin

Forgot password?
[ Create a new Provider account ]

] !:4 } EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY
P

Create new provider account

New Provider

e

Presscontinueto create your profile.

Enter your email address and press create account
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4" EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY

Create new provider account

Email Validation

Please enter bellow your email adresse
Email *

sandy.sutter@ebap.org |

B N Create Account

Complete your personal details and address

% EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY

Personal details

Title *

Ms. v
First name * Last name *

Sandy Sutter
Organisation position * Email *

Senior Coordinator sandy.sutter@ebap.org
Direct phone * Provider (entity) *

Address information

Address * Second line

& Back Save

Once you have completed your profifdease do not forget to pressave

You will receive an email with your login and passwBtdase keep these preciously as they will b

[©]

necessary each time you leig the platform.
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This chapter aimat outliningthe various featuresvailable fronthe LINE & AdasRobiaidQ
YourRI 8 Ko 2 NRQa TSI (dzNBa

When connecting to your account, your personal home page will be displayed, as follows:

;j % EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY

p
# Home & My profile B Applications &% Contact ~ é’ & Sandy Sutter
Home & Home

EBAP ACCREDITATION GUIDELINES

NEEDS ASSESSMENT AND OUTCOME MEASUREMENT
Access to all EBAP document library

Access to all EBAP document library

COl MANAGEMENT HOW TO WRITE SUITABLE MCQS

e

Access to all EBAP document library Access to all EBAP document library

Applications
D Activity Title @  Activity Type (@ Status (@ Paymentst. () Iscomplete? (¥)| Submissionda. @
14 < > bl Mo items to display
Mails -
Sandy Sutter
New account created in EBAP Website 07-02-2017 15:56:58

Dear Ms. Sandy Sutier,

European Board for Accreditation in Pneumology
From this home page, you can

1. Access EBAP guidelines and various smart gtidbelp you when planning an activity or
completing an applications. We have included direct links to the documents that we think are
0KS Y2aid dzaS¥dA G2 2dNJ t NPOARSNARA® hGKSNI &Yl NI
2.1 00Saa 9. !t dy<Dand oy he@dito dcdess Niher available documents and
templates.
View the list of all your applications
4. See the latest messages exchanged with the office

w
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p

# Home & My profile B Applications &% Contact ~

" ———

CRAP ACCREDITATION GUIDELINES

Access to all EBAP document library

@ & Sandy Sutter

& Home
NEEDS ASSESSMENT AND OUTCOME MEASUREMENT

Access to all EBAP document library

COl MANAGEMENT I HOW TO WRITE SUITABLE MCQS

Access to all EBAP document library Access to all EBAP document library

o Applications

D Activity Title (¥ Activity Type (@ Status (@ Paymentst. () Iscomplete? (¥)| Submissionda. @
14 < > bl Mo items to display
o Mails -
Sandy Sutter
New account created in EBAP Website 07-02-2017 15:56:58
Dear Ms. Sandy Sutier,
European Board for Accreditation in Pneumology
wa"'-s
§ 3 EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY
"o O @
# Home & My profile B Applications & Contact « g & Sandy Sutter

The top menu gives you access to the following features

1. Yourprofile in case you wish to amend (thange in your contact details, title, or invoicing

address) Please ensure the information under your profile is keptayate.

2. The list ofall the applications you have startedand their status (draft, under review,

acepted/rejected, etc.).

3. A mean tocontactthe office through the platform (recommended for anything to do with an
application) and to see the history of all your communication with the office (sent and

received)
4. Messagessystem notification$or unreadmessages from our office

Access and follow up your applications

From your account in My.ebap.org, you will be able to follow up and access all your applications. The

dashboard provides you with the following information:

1. Edit or delete buttonsTo edit ordelete the application. An application can only be edited in
draft form, or if the office grants you access again (to complete information or add

documents).

2. 1D Application ID number. Please refer to this ID number in all your correspondence with the

office
3. Activity title as provided in the application

ad®dSol LIP2NEH t NPFGARSNBQ ! aSNJ al ydz f



4. Activity type as selected in the application

Status of your applicatiordraft, submitted, rejected or accepted

6. Payment statuswaiting for payment, partially paid, paid. In case of credit notes by EBMXP:
pending reimbursement, CN reimbursed

7. Is complet&: Indicates if your application complete or are information missing

8. Submission dateDate at which you submitted your application.

o

% EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY

p
# & My profile & Applications & Contact ~ ,n & Sandy Sutter
Applications @ Home - Applcations
Activity type Application status Submission from
v v &
Payment status Submission to

o o (5] o (5] o @ [

D Activity Title @) Activity Type (¥} Status (¥ Paymentsta. () Iscomplete? () Submissiondate (%
TEST EBAP Providers Live Educational
2017-0001 Draft
User Manual Events (LEE)

1-1oflitems

=+ New Application

Once an application has been submitted, it can only be viewed, andotéenedited or deleted
anymore

r—
ity
! 4

& 4
! } EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY
P
A Home ) & Applications &% Contact ~ &4 Ay & Sandy Sutter
Applications @ Home > Applications
Activity type Application status Submission from
v v
Payment status Submission to
v
e
Applications
D Activity Title @ Activity Type @ Status @ Paymentsta. & Iscomplete? (& Submissiondate @
TEST EBAP Providers Live Educational
20170002 Submited 08022017
User Manual bis Events (LEE)
TEST EBAP Providers Live Educational
2017:0001 User Manual Events (LEE) Draft

| > 1-20f 2items
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Search the list of application
The platform allows you to search your applications by:

1 Activity type
1 Application status
1 Payment status
I Submission dates
Applications @ Home - Applications
Activity type Application status Submission from
v v
Payment status Submission to
v
E3ea

Before searching for a new application, ciRéset

Contact theoffice
You can contact the office directly through the platform and access the history of your communications

with the office.

To access communication history, from the top menu, selentact.

Y EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY

& My profile = Contact ~ P & sandy sutter

&= Contact & Hor

My profile

A Send e-mail

A new page will open, from where you can access all messamy have received or sent to the office.
Beware thatreceivedand sentmessages show in separate tabs.

Contact & Home

Received Sent

07 February 2017

From Sandy Sutter To Sandy Sutter

New account created in EBAP Website

Read more

European Board for Accreditation in Pneumology

To send a message to the office, sekamd email from the same menu
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| EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY

& Applications = Contact = a & Sandy Sutter

. . = Contact Home
Apphcatlons —* -

A new window will open giving you access to the messaging system:

Send email # Home - Send ema

Category *

To*
Sandy Sutter

Subject

Body

Format v (inherited font) ¥ (inherited size) v B I U & x5 X LYy o v ==

o @ 0w

Send [APreview € Back
You hae the possibility to preview your message before sending it out.

All communications pertinent to an application, payment, reimbursement, etc. will preferably be done
through the platform, in order that a trace is kept.

How to submitin application
In orde to initiate an application, pleasglick on in the top menu

4 E EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY

& Sandy Sutter

To start a new application, click o at the bottom of the page
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4 % EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY

P
A 1]
& Applications & Sandy Sutter
Applications & Home - Applications
Activity type Application status Submission from
W e
Payment status Submission to
v
Applications
D Activity Title (T Activity Type ¥ Status (¥) Paymentst. (¥) Iscomplete? (¥ Submissiondate (¥
n No items to display
R+ |

You will be asked if you want édone an existing applicatiar create a new applicatiofiom the start
If this is your first applicatioryou mustselect the second optian

Select your preferred option and click oaxt

New application

Please select one of the following options.

Clone an existent application. A new application will be created and all fields will be copied
from the application cloned.

Create a new application with an empty form.

Cancel Next

Create a new application
You will be asked to seletbm a listwhat type of activity the application is for

This is an importanstep of the processince this will determine which application form you will be

directed to. Once an application type has been selected, it cannot be chan{gdr on as the
accreditation criteria are different for each type of activity.
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Create application

Please fill the following fields

Activity type *

Live Educational Events (LEE)
Online modules/CD rom/webcasts
Webinars/live online lectures
Journal articles

|— Book

App

Assessment

. o P S e

"N

Enter the titleof your activity and click ocreate application

Create application

Please fill the following fields

Activity type *

Live Educational Events (LEE)

Activity title *

Cancel Create application

The application form will open and you can start completing it. At any point in time, yosagathe
data you havé&eyed inand come back at another time to complete the application with missing

information or documents.

Amendments can be made until the applicatiowfficially submitted. We recommends you save tl

data regularly tqorevent information from being lost

e

Please&i St SO0 (i K Sspeci@itii(iesfi Therd €aa bednded than one and we recommend you are
as precise as possible when selecting-spécialties to ensure your application is reviewed by experts

in thosespecificfields.

To add a subspecialty, justailion itso it isadded.
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gg- EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY

& Sandy Sutter

Application: #2017-0001

Main details Activity details

Activity details

1) Activity type *

Live Educational Events (LEE)

2) Activity sub-speciality(ies) *

Allergy and immunolagy % | | Cystic fibrosis % ||

Cell and molecular biology
Diffuse parenchymal lung diseases
Exercise

Epidemiology

Genes and environment

Imaging

Interventional pulmonclogy

3) Is the activity developed to enhance the learner's *

£4) Activity title *

TEST EBAP Providers User Manual

€Back % Contact Administrator & Delete [ Save <4 Submit application

If you have added a stdpecialty by mistake, you can remove it by clicking onXtbg the specialty

2) Activity sub-speciality(ies) *
Allergy and immunology % | | Cystic fibrosis %

The same applies to all fields allowing for multiple selections.

Provider entity
Field 34 refers to the provider entity, wihi you will be asked to select. We kindly ask you to care
select the provider entity and to only create a new provider if your institution/society/company i
already in our database.

34) Provider entity *

‘ European Board for Accreditation in Pneumology

European Board for Accreditation in Pneumology

Create a new provider

uuuuu y oo

fully
5 not

The application is composed of two sections, divided intats:

1 Main details Generic information required for all applicatigneespective of thetype of
activity

9 Activity details Information specific to the activity

Please ensure you complete both tabs! ‘
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EUROPEAN BOARD FOR ACCREDITATION IN PNEUMOLOGY

& Sandy Sutter

‘ "' Application: #2017-0001

Main details Activity details

Activity details

1) Activity type *

Live Educational Events (LEE)

2) Activity sub-speciality(ies) *

Allergy and immunology % | Cell and molecular biology x| | Cystic fibrosis % | Exercise X

3) Is the activity developed to enhance the learner's *

knowledge X | | attitude %

4) Activity title *

TEST EBAP Providers User Manual

5) Activity main language *

€Back MContact Administrator & Delete [ESave <4 Submit application

The active tab iglentified with a blue line abovis title.

Once you have completed both section of the application, clickuimit applicatiorat the bottom of
the page.

Once you have submitted your application, our office will be notified accordingly.

The review process consists of two phases:

1. Eligbility: The office will check that your application complies with our accreditation criteria
and that it is complete. If your application is eligible and no further information is necessary,
it will be sent out for review. If information is missing, thdic# will notify you through the
platform and you will be asked to complete your application accordingly.
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