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The purpose of this document is to provide to the Staff Member a detailed user guide of
eRAPNOT application in English.

eRAPNOT is the new web-based application for the staff assessment of EP’s officials, temporary
and GF1 contract staff. This project is led by the Staff Management & Career unit with the
support of IT & IT Support unit.
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1. GETTING STARTED

1.1. What is eRAPNOT?

So far, staff reports have been completed via an application called Rapnot, which enabled first
and final assessors to draft and validate the reports of the staff under their responsibility. Staff
members who were not assessors had no access to Rapnot, and they could only make comments
on their performance or on the contents of their report by hand, on the paper version of the
report or by sending an email to the first assessor - who would then insert the text into Rapnot.
Once validated by the assessors, the report was printed, signed by the final assessor and the
staff member and sent to be included in the staff member’s personal file.

As from January 2015, Rapnot is being replaced by eRAPNOT, a new web-based application with
four major objectives:

1. Transparency - as a member of staff, you can now enter your comments and validate your
staff reports directly in eRAPNOT; you can also follow the progress of your report from
beginning to end and assess the text after each validation.

2. User-friendliness - an automatic workflow describes the progress of the report and
notifies stakeholders when actions are required of them.

3. Workflow efficiency - actions have to be completed within a fixed timeframe and
notifications are sent by email to the different stakeholders with explanations regarding
the action that needs to be taken.

4. Reduction of EP’s carbon footprint - also accessible from outside the EP’s premises, staff
reports are sent to staff members via the workflow and are meant to be printed only
once, before the interview with the first assessor.

The new application is in full conformity with the new general implementing provisions and
internal rules, on staff reports', which clearly foresee that the staff report must be fully drafted
electronically.

As from January 2015, eRAPNOT is the only access point to complete, to follow up, to view and
to validate staff reports. Every stakeholder can access it from anywhere.

! Internal rules governing the application of the general implementing provisions applicable to article 43
of the Staff Regulations of officials and articles 15(2) and 87(1) of the conditions of employment of other
servants (staff reports)
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1.2. Login

1.2.1.

Script

When you receive the email message from your first assessor inviting you for an interview, click
on the link in the message you received - doing so will automatically log you in to eRAPNOT.

You can also access the application by using the shortcut available under "User Applications” in

your "Start Menu".
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you can access eRAPNOT directly in your web browser using the URL

When prompted, log in to eRAPNOT by entering your EP username and password.

ows

The server www.eraptestdv.ep.parl.union.eu at ERMRealm requires a
username and password.

‘Warning: This server is requesting that your username and password be
sent in an insecure manner (basic authentication without a secure

connection).
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1.3. Headline buttons
1.3.1. Script

Once logged in to the application, you can easily see in which role you are connected as your
name and your profile as 'Staff Member' are automatically selected in the first and second drop-
down list box at the top of the screen. Moreover on the right side of the header, a number of
'help’ tools are provided in the event that you should require assistance.

:_gﬂ ~@RAPNQT Dean MARA Staff Member (2014)
Staff Member Dashboard

o 1 drop-down list

Once logged in, the Dashboard page is displayed and your name is automatically selected in the
drop down list box next to the eRAPNOT logo at the top of the screen.

By clicking on your name, the 'Logout’ option appears. If you want to leave the application, click
once on your name, select "Logout” and choose ‘Yes’ in the confirmation dialogue box.

Dean MARA &n]

=

Logout

o 2" drop-down list: Roles

When you log in to eRAPNOT you are connected by default as a “Staff Member”. The drop-down
list shows "Staff member (2014)”. "2014" (for example) corresponds to the year for which you are
being assessed - the year will of course change with every new assessment procedure. If you
have other roles in the assessment procedure (such as 'First Assessor’) this option will also appear
in the 'Roles’ drop down list.

Staff Member (2014)

_" Staff Member (2014)

o Help & Support

On the top right hand side of the screen you can find a link to "Help & Support”. You can consult
the Frequently Asked Questions (FAQ), watch the video tutorials and read the user guide.

o]

SR | leRAPNOT  Denwana - sunienser s
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In addition, should you need more help using the eRAPNOT application the contact data for the
DG PERS IT Helpdesk are provided.

Help & Support (%]

You have questions or need help to use eRAPNOT application 7

= Consult the Frequently Asked Questions (FAQ)
+ Watch the video tuterial

For the First Assessor - EN
+ Read the user guide

For the First Assessor - EN

For further information contact DGPERS IT Helpdesk support:
+ By phone
Internal calls: 84333

External calls: +352 4300 25015
« By email DGPers.ITHelpdesk@europarl.europa.eu

1.4. Footer

The footer provides technical information relative to the eRAPNOT application.
o Version

The version number indicates the version of eRAPNOT currently deployed online.

In due course, once new deployments of eRAPNOT have taken place, a link will allow you to
consult the application's version history.

1.5. Dashboard
1.5.1. Script

Once logged in, you are automatically directed to your Dashboard page. It allows you to see the
status of your staff report. Your Dashboard is now displayed: you will see a vertical workflow on
the left hand side of your screen and in the centre, a message informing you about any action
you need to take and/or the current stage applicable to your report.

In the box on the right hand side of the screen you can see your career details and the name of
your first and final assessors. Below them, under "Consulted” you can see the names of all the
persons involved in drafting your staff report and/or assessing you, such as - if relevant - the
name of the person to whom your first assessor has delegated the drafting of your report,
another hierarchical superior that must be consulted, and/or the head of any committee or
administrative body of which you are a member.
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v Erapesta.ep. parL union.eu/ erspnot
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fanson WILLIAM

Final assessor.  Lyons EMERALD

Consulted

e The workflow

The workflow on the left hand side of the screen allows you to follow the progress of your staff
report: from draft to final validation by the final assessor, followed by the report's archiving in

your personal file.

Ongoing step

Draft

asetesor Due Date NIA

Comments
STAFF
MEMBER D
Validation
FIRST
ASSESSOR
Comments on
STARE Validation
MEMBER
Assessment
FINAL
ASSESSOR
Comments
STAFF
MEMBER D
Finished
STAFE

MEMBER

There are at most 8 stages in the workflow. A blue arrow indicates at
which stage your staff report is currently. The assessor responsible for
a particular stage is indicated in the grey circle while the task to be
completed is indicated in the grey rectangle. A flag in the bottom
right hand corner of the relevant rectangles indicates the stages at
which you - as a staff member - are required to take action.
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o Step 1: Task "Draft”:

At this stage in the procedure, your report is in the process of being drafted. All the hierarchical
superiors whose names appear under the heading "Consulted” are asked to provide their input at
this stage.

At this point in the procedure, no action is needed from you and your Dashboard shows the
message "Your report is being drafted”.

Staff Member Dashboard Your staff report is being drafted.

Draft

FIRST
Asseesor | Due Date NIA

o Step 2: Task "Comments”:

Once the first assessor validates your draft staff report, you will receive an email notification
informing you that your report has been drafted and inviting you to an interview with your first
assessor. Click on the link in the email to open your draft report.

o — S — — - —
1 Al B = ERAPNOT- Invitation to staff assessment interview / Invitation 2 I'entretien - Message (HTML) ‘ |- S|
b File Message [~ e
F x \ ¥ E& E Meeting 23 Moveto: 7 (2, To Manager =L ¥ Mark Unread a?h % Find [ _\\; & ¥ 4 Reply
¢ ¢ - 2 Team E-mail q/ Done 74 N}ﬂ OneNote E Categorize = 1& Related ~ ?.\3 Forward
- Delete Repk Reply Forward - \ Move Translate Zoom Repl,
& Junk i A$|y < Mare (g Reply & Delete 7 Create New o +  [:] Adtions = | ¥ Follow Up ~ - lg select = Aﬂy
Delete Respond Quick Steps a Mave Tags “ Editing Zoom Disabled
From: ERAPNOT PERS Sent  Fri 23/01/2015 14:24
To: ERAPNOT PERS
Cc
Subject: ERAPNOT-  Invitation to staff assessment interview / Invitation a I'entretien
lix]
Dear Mr/Ms MARA Dean, >
I hereby invite you to an interview on 29/01/2015, at 8:00 am. in GEO02B29. in order to discuss your staff report for 2014, as provided for in Article 4(3) of the General
Implementing Provisions applicable to Article 43 of the Staff Regulations of Officials and Articles 15(2) and 87(1) of the Conditions of Emplovment of Other Servants
(staff reports) (GIP).
Please use a link below to access vour draft staff report.
Please check that:
- your personal details are correct;
- the duties described in point 2 are the duties that vou actually camried out during the review period;
- the factual observations are appropriate;
- the information on work yvou performed outside your normal duties and on your participation in the work of a permanent committee / an administrative body / a project is
comrect.
You have five calendar days from today. i.e. until 28/01/2015. to
'I I
| -reply to this invitation. If you do not reply, the staff report will be drawn up without an interview (in accordance with Article 5(11) and (12) of the Intemal Rules
goveming the application of the GIP (IR)); or
- send your first assessor a request not to have an interview: in that case your draft staff report will be forwarded to your final assessor in accordance with Amicle 6(4) of the
IR.
You can enter comments, in the relevant section of vour staff report (point 6). on vour ability, efficiency and conduct (Article 6(3) of Intemnal Rules goveming the
application of the GIP), which vou can access using the following link: http-//swww erapnot ep parl union eu/erapnot/ .
If vou do not submit any comments within this deadline, vou will no longer be able to add comments under point 6 of vour draft staff report.
In accordance with Article 6(9) and (10) of the IR, you mav be accompanied to the interview by a representative of the Staff Committee or another Parliament staff
member of yvour choice. In that case, you must inform your first assessor when replying to the invitation.
For further information, see the General Implementing Provisions and the Intemnal Rules goveming the application of the GIP.
Best regards,
Hanson WILLIAM
=
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If you so wish, you can enter comments in the relevant section of your draft report regarding
your ability, efficiency and conduct.

Staff Member Dashboard You have until 04/02/2015

i deadiine, you will no longer be able to add comments to point 6 of your draft staff report.
ssessor  Date 300172015 + 1o reply to the invitation sent by email to an interview with the first assessor. If you do not reply within the deadiine, the draft report will be validated by the first assessor without an interview and forwarded to the final
assessor.

Draft + to submit your comments to peint 6 "STAFF MEMBER'S COMMENTS REGARDING HIS OR HER ABILITY, EFFICIENCY AND CONDUCT" of your draft staff report. If you do not take any action within this
A

Staff member’s comments regarding his. or her ability, efficiency and conduct

wiwgs | Due Dafe 04102/2015 Comments: "There are many variations of passages of Lorem Ipsum available, but the majority have suffered alteration in some form, by injected humour, or randomised words which don't look even slightly
- believable
(202 of 500 )
Validation
FrsT
ASSESSOR m

You have 5 calendar days from the date of reception of the email notification "Invitation to staff
assessment interview" in which to submit your comments, if any, and to accept the interview
with your first assessor.

Once your comments have been sent to the first assessor, they will be able to see that you have
provided comments and validated the draft report.

o Step 3: Task "Validation":

No action is needed from you at this stage in the procedure as it is the first assessor's task to
validate the draft report after the interview.

Your Dashboard shows the following message "Your draft staff report has been forwarded to your
first assessor with your comments, if any. Do not forget to print it for the interview."

Staff Member Dashboard Your draft staff report has been forwarded to your first assessor with your comments if any.
: Do not forget to print it for the interview.

Draft

FIRST
assessor  Date 300172015

|

Comments

STAFF
mEmpes  Date 30/01/2015

m

Validation

FIRST
ASsessor | Due Date NIA

After the interview, your first assessor updates the draft staff report according to the
agreements you have reached at the interview, adds the operational and professional training
objectives and validates the draft report.

o Step 4: Task "Comments on validation™:

Once the first assessor validates your draft report after the interview with you, you will receive
an email notification informing you that your draft report has been validated by your first
assessor.
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At this stage, if you wish, you can also add comments for the attention of your final assessor
(point 7 of your staff report). Click on the link in the email notification to open your draft
report. You can also read your draft report and/or save a copy.

If you wish to ask for an interview with your final assessor, tick the box "Request interview with
the final assessor”.

R
~=EEE | -erapnOT
Staff Member Dashboard

Draft
FIRST
Assessor | Dete 30/01/2015

Comments

STAEE
\EmpER  Date 3010172015
Validation
ssseasor Date 30012015

Comments on
Validation

Due Date 04/02/201 i

Dean MARA ~ Staff Member (2014) ~

You have until 04/02/20156

to submit your comments in point 7 of your draft staff report “STAFF MEMBER'S COMMENTS FOR THE ATTENTION OF THE FINAL ASSESSOR" and to request an interview with your final assessor if you wish.
If you do not take any action within that deadline. your draft staff report will be validated automatically and forwarded to your final assessor. After that you will no longer be able to enter your comments or request an
interview with your final assessor.

Comments:

Staff member’s comments for the attention of the final assessor

Request for interview
with final assessor

0 of 500

o Step 5: Task "Assessment”:

No action is needed from you in eRAPNOT at this stage in the procedure. The following message
is displayed on your screen: "Your draft staff report has been validated and forwarded to your

final assessor”.

Staff

¢
¢
C

FIRST
ASSESIOR

MEMBER

FIRST
ASSESSOR

STAFF
MENBER

r Due Date NIA

The final assessor has

draft report.

Dean MARA ~ Staff Member (2014) ~

Member DaSh boa rd Your draft staff report has been validated and forwarded to your final assessor.

>

Draft
Date 30/01/2015

Comments
Date 30/01/2015

m

Validation
Date 30/01/2015

m

Comments on
Validation

Date 30/01/2015 F

Assessment

14 calendar days in which to add their assessment and to validate the
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The final assessor may also make changes to all the sections of the draft report, with the
exception of the first assessor’s overall assessment. If any such changes result in a less
favourable report, the final assessor will invite you for an interview.

b 1eRAPNOT Dean MARA Staff Member (2014)
Staff Member Dashboard

Following your request, the final assessor has invited you to an interview
Do not forget to print the draft of your staff report for the interview.

Draft

FIRST .
pssessom  Date 301012015

|

Comments

STAFF -
MEMBER  Date 3010172015

|

Validation

FIRST -
pseessor  Date 3010172015

|

Comments on
STAFF Validation
MEMBER
Date 30/01/2015

Assessment

FINAL
Assessor Due Date N/A

|

If you have requested an interview with the final assessor, they will send you an invitation by
email (via Outlook). Please confirm the interview date by return email or, if the date does not
suit you, ask the final assessor to propose another date.

After the interview the final assessor finalises the draft report, validates it and you will receive
an email notification informing you that your draft report has been validated by your final
assessor.

o Step 6: Task "Comments":

You will be notified once your final assessor has finished examining your draft report and has
validated it.

You have 14 calendar days in which to validate the report and/or to enter comments. If you take
no action during this period, the report will be automatically archived in your personal file.
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lerapPNOT Dean MARA ~  Staff Member (2014) ~

Staff Member Dashboard You have until 13/0212015

to enter your comments in point 9 of your draft staff report, "COMMENTS BY STAFF MEMBER", or to validate your draft staff report
Draft If you validate your staff report without comments or if you take no action within that deadiine, it will be automatically archived in your personal file.

Comments by staff member

Comments:

sotetor |Date 300112015

€
¢
¢
C

|

Comments

sTAFE
Date 30017
dempeR  Date 301012015 0 of 500

m
B

Validation

FRET
sssaser Date 300012015

Comments on

AFE Validation
WEMBER
Date 30/012015 .

Assessment

ccsecop Date 300012015

Comments

MeseeR | Oue Date 1310212015

m

o Step 7: Task “Reply“

If, under the previous step (Task “Comments”), you entered any comments for the attention of
the final assessor, they shall have 14 calendar days in which to reply to you, if they wish to do
so, and to validate your report.

If your final assessor does not reply within 14 calendar days, the report is deemed to have been
validated and shall then be filed in your personal file.

o Step 8: Task "Finished":

Once validated by the final assessor, your report is complete and is archived in your personal
file.

You will receive an email notifying you that the final assessor has validated your staff report.

You can consult the final assessor's reply (if any), and you can read your final report, print it
and/or save a copy.

Please note: Your report is sent to your personal file in Streamline, where you can also
consult it.
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EMBER
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€
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€

Date 30/01/2015

Comments
Date 30/01/2015

Validation
Date 30/01/2015

Comments on
Validation

Date 30/01/2015 m

Assessment

Date 30/01/2015

Comments

Date 30/01/2015

Dean MARA v

Staff Member (2014) v

European Parliament ©2015 - eRAPNOT v.1.0.1 (2015-01-22)

Attachment(s) | Report Preview | Export to PDF
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2. WORKFLOW ADVANCEMENT

2.1. Comment on your draft report before the interview with your first assessor

2.1.1. Script

After you receive an email from your first assessor (via Outlook) inviting you for the interview
you can, if you so wish, enter comments in eRAPNOT regarding your ability, efficiency and
conduct.

The email message you receive includes a link to your draft staff report. When you click on this
link, a message on your screen informs you of the date by which you have to (1) reply to the
invitation by email and (2) to submit your comments in eRAPNOT.

N.B. Please note that you cannot reply via eRAPNOT to the invitation for an interview with
your first assessor - you must use Outlook to do so. You have a period of five calendar days
in which to reply to the invitation. If the date the first assessor proposed for the interview
does not suit you, you can propose another date in your email reply.

If you do not reply to the invitation within the five calendar days' deadline, the first assessor will
validate the report without an interview and will forward it to the final assessor.

Please note: If you wish to be accompanied during the interview you must inform the first
assessor when you reply to the invitation.

it/ weew.sraptestdv.epparl union.ew < spriot

Gl

File Edit View Favorites Tools Help

~€RAPNOT Dean MARA Staff Member (2014)

You have until 04/02/2015 Details

s o point 6 "STAFF MEMBER'S COMMENTS REGARDING HIS OR HER ABILITY, EFFICIENCY AND CONDUCT” of your draft staff repart. If you do not take any action within this Staft 109966
nger be able lo add comments to point & of your draft staff report. b

sent by @mail 10 an interview with the first assessor If you do not reply within the deadline, the draft repon will be validated by the first assessor without an interview and forwarded to the final

Name: MARA
First Nama Dea

Grade: AST 3

Staff member's comments regarding his or her ability, efficiency and conduct

- Promotion
Commants: here are many variatians of passages of Lorem Ipsum available. but the majority have suffared alteration in some form, by injected humour, or randomised words which don'tlook even slightly
believable

207 of 500

Type of post

Jub

Statutory fink

First assessor,

Final assessor.  Lyons EMERALD

Assessment Consulted

[y
Finished

v I et ] s e | G e e o s .

o Enter comments

A message on your screen indicates the last date on which you can enter comments on your draft
report (five calendar days from the date of validation of the draft report by the first assessor).
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Please read your report before entering any comments. There are two buttons at the bottom of
the screen which you can use in order to consult your draft staff report: either click on "Report
Preview" or "Export to PDF".

Please enter any comments in the "Comments” text field and save your changes by clicking the
"Save" button at the bottom of the screen.

If you choose to add comments, they will appear under point 6 of your staff report.

Please note that you will not be able to modify your comments at a later stage.

If you wish to upload a document in support of your comments, click on "Attachments”, then
"select file"; select "document type" in the window and upload the document.

Save your changes by clicking "Save" at the bottom of the screen.

o Validate and forward to first assessor

To send your draft staff report to your first assessor (with or without comments), click on "Send
the draft report to the first assessor”, at the bottom of the screen. A message will pop up asking
you to confirm.

Please note: If you take no action within the deadline of five calendar days your draft staff
report is automatically sent to your first assessor and you will no longer be able to make any
comments under point 6.

You are advised to print your draft staff report before the interview. To do so, click on the
"Export to PDF" button and then print.

2.2, Comment on your report after validation by your first assessor

2.2.1. Script

Once the first assessor validates your draft report after the interview with you, they will forward
it to you.

You will receive an email via Outlook notifying you of the validation of your draft report by your
first assessor. When you receive this message, please open eRAPNOT.

A message on your screen indicates the last date on which you can enter comments on your draft
report (five calendar days from the date of validation of the draft report by the first assessor).
The comments will appear under point 7 of the staff report - "Staff member's comments for the
attention of the final assessor”.

Please note that you will not be able to modify any such comments later on in the
procedure.

To read any changes made by your first assessor after the interview, click on the "Report
preview" or the "Export to PDF" button at the bottom of the screen.
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o Enter comments

Please enter any comments in the "Comments” text field and save your changes by clicking the
"Save" button at the bottom of the window.

d You have until 04/02/20156
to submit your comments in point 7 of your draft staff report “STAFF MEMBER'S COMMENTS FOR THE ATTENTION OF THE FINAL ASSESSOR" and to request an interview with your final assessor if you wish.

If you do not take any action within that deadline, your draft staff report will be validated automatically and forwarded to your final assessor. After that you will no longer be able to enter your comments or request an
interview with your final assessor.

Staff member’s comments for the attention of the final assessor

Comments: All the Lorem Ipsum generators on the Internet tend to repeat predefined chunks as necessary, making this the first true generator on the Internet.

147 of 500

Request for interview =]
with final assessor.

[ ]
4

If you wish to upload a document in support of your comments, click on "Attachments”, then
"select file"; select "document type” in the window and upload the document.

Staff Member Dashboard | yoy, have until 04/02/2015
to submit your comments in point 7 of your draft staff report “STAFF MEMBER'S COMMENTS FOR THE ATTENTION OF THE FINAL ASSESSOR" and to request an interview with your final assessor if you wish.
Draft If you do not take any action within that deadline, your draft staff report will be validated automatically and forwarded to your final assessor. After that you will no longer be able to enter your comments or request an
- interview with your final assessor.
assteans  Date 300172015
l Staff member's comments for the attention of the final assessor
Comments Allthe Lorem Ipsum generators on the Internet tend to repeat predefined chunks as necessary. making this the first true generator on the Internet
Comments
emben  Date 300012015
F 147 of 500
| Request for interview
with final assessor:

Validation
aseteson Dafe 30012015

Comments on [ ]
Eon

Assessment
FINAL
ASSESSOR

|

Comments
B
MEMBER L

|

Finished
STAsE
MEMEER

Attachment(s) | Report Preview | Exportto PDF [l Send the draft report to the final assessor.
PRV )

European Parliament €2015 - eRAPRQLY

If you want to delete the uploaded document, click on "Attachments”, select the document and

@

click on "

"Yes".

" on the right hand side of the line; when the confirmation windows appears, click

Please note that your first assessor will be notified of any comments you make.
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If, under point 6 of your report, you made comments that have been taken into account by your
first assessor and which are therefore no longer relevant, you can indicate this as part of any
comments you make for the attention of your final assessor.

o Ask for an interview

If you wish to ask for an interview with your final assessor, tick the box "Request interview with
the final assessor”.

Save your changes by clicking on the "Save" button at the bottom right hand side of the window.

You have until 04/02/2015
to submit your comments in peint 7 of your draft staff report “STAFF MEMBER'S COMMENTS FOR THE ATTENTION OF THE FINAL ASSESSOR” and to request an interview with your final assessor if you wish.

If you do not take any action within that deadline, your draft staff report will be validated automatically and forwarded to your final assessor. After that you will no longer be able to enter your comments or request an
interview with your final assessor.

Staff member’s comments for the attention of the final assessor

Comments. All the Lorem Ipsum generators on the Internet tend to repeat predefined chunks as necessary, making this the first true generator on the Internet

(147 0f 500 )

Request for interview 1
with final assessor:

o Validate your draft report

You can validate your draft report (with or without comments) by clicking on the button "Send
your draft report to the final assessor” at the bottom right hand side of the screen.

Please note: If you take no action within five calendar days, your draft report will be
considered as validated and shall automatically be forwarded to your final assessor.
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File Edit View Favorites Tools Help

& - oo e =

Staff Member Dashboard You have until 04/0212015

Details

it your cormert i pot T of you rafl safroprtSTAFF MEMBER'S COMMENTS FOR THE ATTENTION OF THE FINAL ASSESSOR"and o ssuetanikerin ity sl assssor 0 vi
Draft Ily d not lake v cn th\ that deadline, you report will be automatically and forwarde will na longer be able to enter y comi uest an Staff 109966
- norsn with your Wl Essvetor number
556

fe 30012015

Staff member's comments for the attention of the final assessor

Comments: All the Lorem Ipsum generstors an the chunks making this the first rue generatar on the Intemet
s
s .
e 2015
(147 01 500

Request for nterview 1¢ _ P
with final assessor Period From 112014

Validation Period To 3122014
asSEasoR | Dete 10012015 Access to NO
electronic SR:
Typeofpost  Assistant in ransiin

Assessment Consulted

Comments

Finished

= _

2.3. Comment on your report after assessment by your final assessor

2.3.1. Script

Once your final assessor finishes examining your draft report and validates it, you will be
notified.

You have 14 calendar days in which to enter comments or to validate the report.

Please note: If you take no action, the report will be automatically archived in your personal
file.

o Validate without comments:

To validate your report, click on the button " Validate and/or send your comments” at the
bottom of the screen. The report will be automatically archived in your personal file.

o Enter comments:

If you choose to add comments, they will appear under point 9 of your staff report.

Please note that you will not be able to modify any such comments at a later stage.

Please enter any comments_in the "Comments” text field and save your changes by clicking on
the "Save" button at the bottom of the screen.

If you wish to upload a document in support of your comments, click on "Attachments”, then
"select file"; select "document type" in the window and upload the document.

Page 18 of 19



eRAPNOT user guide Staff Member EN

If you want to delete the uploaded document, click on "Attachments”, select the document and

click on " @ - on the right hand side of the line; when the confirmation windows appears, click

"Yes".
Save your changes by clicking on the "Save" button at the bottom right hand side of the window.

You can now validate your report and forward your comments to your final assessor - to do so
please click on the button “Validate and/or send your comments".

Please note: If your final assessor does not reply within 14 calendar days, the report shall be
deemed to have been validated and shall be filed in your personal file.

lerapNOT DeanMARA ~  Staff Member (2014) +
Staff Member Dashboard You have until 13/0212015
to enter your comments in point 9 of your draft staff report, "COMMENTS BY STAFF MEMBER", or to validate your draft staff report.
Draft If you validate your staff report without comments or if you take no action within that deadiine, it will be automatically archived in your personal file.
aoetesor  Date 3010112015
Comments by staff member
| Comments
Comments
T
MiMBER  Date 300012015 . e
Validation
peeteton Date 30012015
Comments on
STAFF Validation
2
Date 30/01/2015 F
Assessment
Aeetteor Date 30012015

Comments

MeseeR | Oue Date 130212015

m
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