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Instructions Project Coordinator

What is my role?

As the coordinator of a project, you invite participants, other coordinators and appraisers to
the project.

You can view and appraise the declarations of interest of all participants and enter
declarations of interest on their behalf (after the consent of the respective person).

In addition, you submit your declaration of interest like any other participant in the project.

How do I'log on?

After your project has been created by the project manager of your society and you have been
assigned as a coordinator, you will receive an e-mail to the address provided with a link for
direct access to the project.

Dear Mr Max Headroom,
You were invited as author for the project "Heart ache" in the AWMF-Portal Declaration of Interests Online.

Use the following link to enter your password and access the declaration form. If you are using the portal for the first time, please set your personal password
once and then use it every time you log in.

Please always use this link to log in:

Your personal username is: user1 2345678

With best regards
Webmaster|

This e-mail was sent automatically. Please do not reply directly to this message.

Figure 1: Invitation email

This link remains valid for the entire project and can be saved as a bookmark, for example.
When logging in for the first time, you will be asked to create a personal password, which you
must enter each time you log in again.

AWMF online AWMPF-Portal Declaration of Interests Online

Das Portal der wissenschaftlichen Medizin Home

e

Password eecscsccsceccce

Keep me logged in [

Log in

If you have forgotten your password, we can send you a new one.

Figure 1: Log on

If you forget your password, you can request a new one using the link below the registration
form. You will then receive an email with a link to create a new password.
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How can I add and invite project participants?

Click on the link in your invitation email to go to the project.

@ Declaration of interests Dol Administration Organization @

You are here: Home / Projects / Guidelines on Heart Ache / Organization \

Manage members

Choose members by using the search form below and your search criteria (name, e-mail) or get a list of all members of the project ('Show
all').

Last name

E-mail

Search Show all

Add new member /

Figure 2: Add participants

To add participants, select “Organization” => “Manage participants” in the header menu and
click on “Add new participants”.

Here you first check whether the new participants are already registered on the platform from
other projects. If yes, add the existing participants to your project. Otherwise, create a new
account.

This procedure allows the participants to access previous declarations of interest from other
projects and use them as templates.

Add participant

First, search here for participants to be added to the project. If you cannot find the person here, only then create a new user account.

Last name Karge
E-mail
Search /
O 2 Torsten Karge

E-Mail: t.karge@guideline-service.de

Add selected person(s) to the project

Person not found?
Add new member _

Figure 3: Add registered participants
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Search by name or email address. If the person concerned is displayed, activate the checkbox
and select "Add selected person(s) to the project".

Only if the person has not yet been registered on the portal, create a new account. To do this,
select “Add new member” and fill out the registration form. Then click save.

Note that the participants have only been assigned to the project but have not received an
invitation email, yet.

To invite the persons, select "Dol Administration" in the header menu and click on "Invite".
An email will be sent to the stored address containing a link for direct access to the project.

COl of the participants

Name Dol from Validity

a Karge, Torsten - unedited |nvm=&

Figure 4: Invite participants

How do I assign roles within a project?

Each participant can now use the link received to submit their personal declaration of
interest.

You can assign additional roles to project participants with advanced permissions:

» Coordinator: create, invite and manage additional participants as well as view and appraise
all declarations of interest

* Appraiser: view and appraise all declarations of interest of the project

Every participant is automatically registered in the default role "author". To assign additional
functions to participants, select "Organization" in the header menu.

Click on the person concerned and assign the corresponding role by activating the checkbox.
Click on "Save". The desired role is immediately active for this person.

You can revoke roles in the same way.
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AWMF on lin e AWMF-Portal Declaration of Interests Online
Das Portal der wissenschaftlichen Medizin ~ Guidelines on Heart Ache

@ Declaration of interests Dol Administration = Organization 0

You are here: Home / Projects / Guidelines on Heart Ache / Organization

Manage members

Choose members by using the search form below and your search criteria (name, e-mail) or get a list of all members of the project ('Show
all').

Last name

E-mail

Search Show all

Add new member

Name Function remove from project
2 Torsten Karge Author a
Apply Changes

Figure 5: Edite participants

User Properties for Felix Lappe

Up to Users Overview
Change user properties.

guideline internal memberships

Guidelines on Heart Ache - Coordinators

Guidelines on Heart Ache - Appraisers

Figure 6: Assign / revoke roles
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How can I view and appraise declarations of interest?

To view declarations of interest from all participants in the project, select
"Dol Administration" in the header menu. Here you can see a list of all project participants.

If a participant has already submitted the declaration of interest, you can open it by clicking
on "show/appraise". At the end, enter your assessment of the declaration of interest
regarding conflicts of interest.

Current appraisal

not yet appraised

Appraisal AWMF Guidance Manual

Add critical appraisal

Select topic:
General v

Thematic scope:

Consequences:

If necessary, note the specifics of your conflict of interest management here.

Approve: no thematic conflicts of interests

Low thematic conflicts of interests

Moderate thematic conflicts of interests

High thematic conflicts of interests

Declaration incomplete or unclear, revision necessary

00000

delete current appraisal

Save

Figure 7: Critical appraisal
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