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1 Home -page 
 

- You can access and login to the Accreditation tool through: http://eurobacdiploma.eu/accrtool 
 
 select “login” if you already have a user name (the same user name and password which you have for the 
website) 
 Through “Register” new members and applicants can register themselves, if given permission 
 Through “Through files and forms” unregistered users can see public files and accreditation forms.  

After logging into the Accreditation tool, you will be redirected to the front page of the tool:  

 

The view for the administrators and 
for the verifiers is quite similar. 
However, they have slightly different 
rights (for example in the customer 
data -menu and settings/premade 
forms -menu). 

 

 

Through the menu on the left side, the user is able to access different functions of the tool: 

- Customer Data: shows all the registered members of EBBD and applicants to accreditation 
- DMS: shows all the files uploaded into the system. Each registered user has their own folder (which can only be seen and accessed by 

themselves and by the administrators and verifiers) and additionally there is a folder for public files, which everybody can see.  
- Upload: through this link the users are able to upload files into the DMS 
- Settings (for admins): The admins can add/edit the email addresses of the verifiers. The admins can also make prefilled forms.  
- Premade forms (for verifiers): The verifiers can make prefilled forms for their country.  

http://eurobacdiploma.eu/accrtool
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2 Customer Data 
After entering the ”Customer Data”, you will see all the registered users and selected information of them in one view. The admins are also able to 
create new users.  
 

 

 

 

You can access all the files, which 
the user has submitted into the 
tool.   

You can access all the contact data, 
which has been submitted by the 
applicant, the verifier or the 
administrators.   

The search engine works with following attributes: 
[ID, User Display Name, Email, Organisation/Name, 
Full address, Role, PIC, Legal representive (name, 
email, phone), EBBD coordinator (name, email, 
phone), Head of department in which EBBD shall be 
implemented (name, email, phone), website, EBBD 
e.V. identification code, accreditation status] 

 

Through this link, the 
administrators can create new 
users to the tool.  

You can choose, which country’s 
users you want to see.  
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2.1 Create new user  
- Administrators can create new registered users. In order to create a new user, the Admin needs to fill in “Name”, “Password” and “E-mail” of the 

user. If administrator creates the new user, the administrator can send the user name and password to the user, for example to a user lwho wants 
to start an application process. It is also possible for administrators to ask the members or the applicants to register themselves into the tool.  
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2.2 User data 
2.2.1 Contact data 

 

 

After creating the user, the administrator can start 
filling in the contact data of the user. This contact data 
can be seen and edited by the administrators and 
verifiers. The user can also see their own information. 
The user can only see and add this information, if they 
have registered to the program themselves. 

Through this field, the applicant/verifier/administrator 
can choose, which accreditation option the user 
chooses and which forms the user is able to see.  
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2.2.2 Data EBBD e.V. 

 

  

The administrator can see and edit these 
fields. The verifier can see these fields. 

The user can’t see these fields.  
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2.2.3 Stage of Accreditation & Contact Activities 

 

  

The administrators and verifiers 
can see and edit these fields. 

The user can’t see these fields.  
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2.2.4 User’s rights & Accreditation status 
 
 
Through “User’s rights” the Administrators and Verifiers can give specific rights to the user. 
Through “User can edit” the user is given rights to edit their own “contact data” (the fields 
pictured in 2.2.1).  
 
Through “User can access accreditation tool” the user is given rights to access 
accreditation forms. Before admin or the verifier gives the user the right to access the 
accreditation tool, please check that the right option has been chosen from the contact 
data “Choice of Accreditation Forms”. 
 

 
 
Accreditation status:  
Status of accreditation will be automatically changed from “not submitted” to “submitted” after the user has submitted their accreditation 
application in the system. The other selection under this dropdown menu are to be updated manually by the administrators and/or verifiers.  
 

2.2.5 Save 
 

o If you add/delete/edit information in this page, please remember to save your changes in the end.  
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2.2.6 Other data 
 
 

 At the end of the “user data” –page, the administrators and 
      verifiers will find links to the accreditation forms of the user.  

 

 
2.2.7 Delete User 
On top of the page “User Data”, there is a possibility for Administrators to “Delete User” 
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3 DMS (Document Management System) 

  

 

Country folders include 
documents that a 

verifier/administrator has 
uploaded when creating 

premade forms. 

In ”DMS” you can find all 
the files, which have been 
uploaded into the system.  

Public folders 
are public for 
everybody.  

Each user has their own folder, 
which they themselves as well 
as verifiers and administrators 

can access 
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 Download all 
creates .zip file of 
all files submitted 
by one applicant. 
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4 Upload  
  

 

 

Verifiers and Administrators can 
upload files into the “Public” 

folder or into “Country” -folders 
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5 Settings (Administrators) 
 

 

 

Administrators can edit the email 
–addresses of the verifiers. The 
administrators can access and 

make country-specific premade 
forms through the “Settings” -

page. 
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6 Premade forms (Verifiers) 

The verifiers can see/edit/make 
premade forms for their country 
by choosing “Premade forms”  

“Premade form”.  
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7 Changing the roles of registered users (for Administrators) 
Accreditation tool works in connection with the EBBD website. The same login and password works in the website as well as in the accreditation 
tool. The administrator can change the roles of users (for example add verifiers or admins) through “webpage admin”.  

 

1 Go to http://eurobacdiploma.eu  login with your user name and password.  Internal  Webpage Admin 

 

 

 

http://eurobacdiploma.eu/
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2. Choose ”All Users” 
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3. Tick the box in front of the user whose role 
you want to change and choose the new role for 

the person and press “change”. 
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