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Training Guide — How to run an ExCurS Assessment

To understand one's own tasks in the ExCurS Assessment (GOA-WorkBench® portal) it is
helpful to understand the roles of different persons involved in the ExCurS assessment.

The Project Owner is the license holder, who requested the license for one or more
assessments of one or different assessment types (Business Areas)

The ATL (Assessment Team Leader) is responsible to invite other assessors to participate
in the assessment.

After all assessors' feedback has been collected, the individual assessment results must
be consolidated. This is also task of the ATL.

The assessors are the ones who run the assessment by scoring questions and adding notes
(evidences or suggestions for improvement). They can produce reports of their own
assessment data, but they do not have access to the consolidated Team results. The ATL
can also act as an assessor and do own scoring.

All involved persons will receive once a "welcome email" with their Log-in access data,
when their email addresses have been registered for the first time in the system.

The assessors additionally receive by email the invitation to participate at the specific
assessment with the direct link to the assessment.

Access to the assessment

- Training need assessment: that uses a simplified approach to self-assessment for
non- experienced SMEs (aprx. 20 questions)

- fully EFQM based ‘Easy Assessment’ which offer the complete assessment (aprx
108 questions)

Access to the tools:

Open URL https://goa-test.ibk-software.eu/

Registration is needed in order to obtain the access code.

Interface Layout
The dark blue bar at the top of the windows shows

e your Name and User Role,

e the possibility to change text size and Interface language (the language applies
only to the interface, not to the questionnaire)

e the Logout/company switch (orange partin the right top corner)

{IBK - Project Owner) A'A A English~

#  Helo, Evi Kapin

Welcome to GOA-WorkBench®

@ ld Assessment

L1
The navigation bar:
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Blue coloured segments represent available steps, the current step you are working on is
indicated by the colour orange.

Grey colour in the navigation bar indicates that still some data must be entered in the
previous steps before this step becomes available.

» (4

1 2

Select Assessment Configure Assessment Consolidate

6 Create Reports |

Login

When you enter the GOA-WorkBench for the first time (with your preliminary password), you
will see the password setting window where you will be asked to enter a permanent
password.

Datei Bearbeiten Ansicht Chronik Lesezeichen Extras Hilfe = O
|  GOA-WorkBench® portal X Ieg
<)> C |08 e @ | » | =
™ You are not logged in A AA Englishv &
4 GOA-WorkBench® portal X g
Welcome to GOA-
«<)> C o ®a
E-mail:
Hello, Demo User
Demo User L4
Password: Change password
LTI
Old password:
Remember me %
e a8csssen
e iogin |+ Reoste

Newﬂpassword:

Forgot password?

‘GIOIAT

[IWoORKBENCH
® IBK Management Solutions GmbH (1998-2019), GOA-WorkBer

Confirm password:

2000000000
(B cnge | o corce |

[orgot passwora ¢

4 ®
2310

O
[IWORKBENCH

® IBK Management Solutions GmbH (1999-2019), GOA-WorkBench® (web-19.4.17.1) v

If forgotten, the password can be reset from the GOA Login page at any time. The required
link to set a new password will be sent automatically to your email address.

Create a new assessment (Project Owner)

After your successful Log-in, you will see the list of already created assessments (as a
repeated user), and the button New to create a new assessment.
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Datei Bearbeiten Ansicht Chronik Lesezeichen Extras Hilfe

GOA-WorkBench® portal P -+

CcC (OF e O | | Q Suchen INn @O =

Your role in the company is: Project Owner
Number of Assessments: 0

[+ v |

YN NTA 1®
GOA]

LUWORKBENCH
© IBK Management Solutions GmbH (1899-2019), GOA-WorkBench® (web-19.4.17.1)

Fillin the assessment hame and description in the fields below and click "save".

New assessment

Select Assessment

Name of assessment: s

Language: switchable with interface language v

Active till:  14/07/2025

Description:

[¥ Add me as the Assessment team leader for this assessment

(8 see] o coree

Assign Assessors

All participating assessors must be registered in GOA to be able to log-in and work
repeatedly on their assessment. So it is necessary that you identify all persons by name and
email address. Both will be used by the system to send out invitation emails with the link to
your assessment.

Add Assessors
This project has been funded with support from the European Commission. This publication [communication] reflects the
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To build your assessment team, you first invite assessors via the ,, Assign assessors" tab
and the ,+Add" button.

|  GOA-WorkBench® portal X |+
&« O N &  https:/goatest.ibk-software.eu/Assessment/AssessorList/c4add5b4-c89f-407b-b... ¥ = @ 2
8  Hello, Andrea Stucken (IBK - Team Leader)

Assessors

1 Select , (3) Run 4. Consolidate
Assessment ¢ Assessment Improvements

5 Plan g Create
Reports

Edit Assessment Edit Questions Define Groups ~ Assign Assessors

To allocate Criterion Ownership, please click on the Assessors's name.

TN IEEET R R I

b Libaaason d Lz bt Rl\G2acet
Andrea Stucken stucken@ibk eu Team Leader Yes

E-mail:

cad@ibk.eu

Name:
C.-Andreas Dalluege

"GOA! -

[ IWORKBENCH
© IBK Management Solutions GmH (1009-2020), GOA-WorkBench® (20.3.3.1)

Add the names and email addresses of the colleagues who will take the assessment with
you.

All defined assessors will receive an automatic generated email with the invitation/link to
the ExCurS Assessment.

Once the Assessor is logged in, itis time to run the assessment.

Assessor Task

Complete the self-assessment under "Run Assessment" (for each question read the
question and context and give an answer under "assessment of the current situation" and
"urgency for improvements" by reading the question on the right and the context on the left.

w

Hello, Barrena (EXCURS piloting - Assessment Team Leader) AR English ~
Evaluation Spanish Training Needs Assessment Answered questions (100%) 20 of 20

1) Select Assessment 2)  Configure Assessment % (30 Run Assessment » (4] Consolidate 5)  Plan Improvements 6] Create Reports

- . - 1.1. Does our isati its impact on the ecesystem?
1. Providing orientation (2 i @it
1.2. Does our organisation consider expectations of relevant stakeholders in its strategic plans? Does the organisation understand how it interacts with all
2 Developing a strategy 1.3. Based on inputs from Key Stakeholders, how well do we understand and steer our culture to align with Ie'v?: Tl llanvimnm?ent (ETEEY) SEIETH 2R, FAI 5]
our purpose and recognise when there is a need for the culture to be adapted? makers, ecology. .. )7
3. Shaping cooperation Assessment of the current situation: [[LA=UEEE ()]
= 0 20 40 80 80 100
| | | | N ' |
4. Creating added value \.)
5.D nstrating impact Sg:ﬂ - We check/review if we do the right things in the right
6. Mastering change Urgency for improvements:
= 0 25 50 7% 100

50% - Average urgency

# Areas for improvement (0)

ment Solufions GmbH (1988-2025). GOA-WarkBench (25.4.28.1)
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Assessors can obtain their individual report once they complete the questionnaire, clicking
in section and download the generated Self Assessment Report.

#  Hello, Barrena (EXCURS piloting - Assessment Team Leader)

Generate report - Evaluation Spanish Training Needs Assessment

1) Select Assessment 2)  Configure Assessment 3)  Run Assessment 4] Consolidate 5)  Plan Improvements > (8)  Create Reports

My Report | Consolidated Team Report

Self-assessment report O m m

© IBK Management Salutions GmbH (1888-2025). GOA-WorkBench® (25.4.28:1)

After all assessors' feedback has been collected, the individual assessment results must
be consolidated. This is also task of the ATL.

The status of the Assessment can be checked by the ATL in the section

HEllo, Barmena (EACURS pIloung - Assessment leam Leader)

Evaluation Spanish Training Needs Assessment

6

3 1 3 Create Reports

Run Assessment Consolidate Plan Improvements

Select Assessment Configure Assessment

Team leader: -
Last change 1710912024 12:26 Filled questions = Consolidated questions
Date created: 16/09/2024 15:13
Active till: 16/12/2026 % of filled questions
Team report
Assessment score: 52.67 ) (100%) 20 of 2t
O 100% 20 of 2
Suggested action. Weork on improvement planning - s 4l
- (100%) 20 of 2
m _ (100%) 20 of 2
W Consolidated assessmentvalue [ Average urgency value E—
(100%) 20 of 2
P"“”d“"‘]%f’ie”‘a“"" % of filled questions (Personal report for Barrena)
804
Mastering change , H .+ Developing 2 stratagy 1. Providini orientation (100% 3 of 3§
2. Developing a strats 100%) 3 of 3
3. Shanini couﬁralmn (100%) 3of3

Demanstrating impact * E * Shaping cooperation 4. crealina added value I100%‘ 50f5
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Hello, Barrena (EXCURS piloting - Assessment Team Leader)

Evaluation Spanish Training Needs Assessment

1) Select Assessment 2)  Configure Assessment 3)  Run Assessment 4] Consolidate 3)  Plan Improvements 6)  Create Reports 5 (1 View Status

Team leader: -
Last change: 17/09/2024 12:26 Filled questions Consolidated questions
Date created: 16/09/2024 15:13

Active tll 16/12/2026 % of consolidated questions

Team report

Assessment score: 52.67 1. Providing orientation (100% 3 of 3|

2. Developil trat 100%)] 3 of 3
Suggested action: Work on improvement planning M -
3. Shaginl cooﬁrallon (100%) 3 of 3

4. Creating added value (100%) 5 of 5

B Consolidated assessmentvalue [ Average urgency value E
5. Demonstrating impact (100% 2 of 2]

6. Mashlini chanle (100%) 4 of 4

Providing orientation

80~

Mastering change , G' » Developing a strategy

Demonstrating impact * T ” Shaping cooperation

 IBK Management Solutions GmbH (1880-2025), GOA-WorkBench® (25.4.28.1)

Once the % of consolidated questions reaches 100%, the report can be generated. Click
section and follow the indications, marking the suggestions offered by the
assessors and then press

A A A English~
Consolidated questions (100%) 20 of 20

Hello, Barrena (EXCURS piloting - Assessment Team Leader)

Evaluation Spanish Training Needs Assessment - 1. Providing orientation

6

Create Reports

3] Run Assessment % (4 Consolidate  » (5) Plan Improvements

1) Select Assessment 2)  Configure Assessment

Criterion: 1. Providing orientation
Question:

1.3. Based on inputs from Key Stakeholders, how well do we understand and steer our culture to align with our purpose and recognise when there is a need for the culture to be adapted? v

1.3. Based on inputs from Key Stakeholders, how well do we understand and steer our culture fo align with our purpose and recognise when there is a need for the culture to be adapted?

Suggestions

o
O NA
O NA

You may provide a new suggestion for improvement here:

Once all suggestions are gathered, the consolidated report is generated in section
/ Consolidated team report, where can be download with the results of
the Assessment and the list of recommended ExCurS Training Modules.
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#f  Hello, Barrena (EXCURS piloting - Assessment Team Leader)

Generate report - Evaluation Spanish Training Needs Assessment

1) Select Assessment 2} Configure Assessment 3)  Run Assessment 4] Consolidate 3)  Plan Improvements % (6 Create Reports.

My Report  Consolidated Team Report

Sel-assessment report m (0]

Areas for improvement - not (yet) consolidated m

List of improvement suggestions to prioritise m

List of improvement projects @

Group Scoring Report m
8 IBK Managemant Solubions GmbH (1988-2025), GOA-WorkBench® (25.4.28.1)

Example of downloaded Training Assessment Report with the recommended training
modules based on the results of the questionnaire:

Training recommendation

1. Providing crientation

Excellence based
self-assessment tool

*ﬁ ExCur$S

Olagnasing allancs Chllenge
Lesdersng

Training Needs Assessment

2. Developing a strategy

Team report

o analys
Process dentification and mappirg:
senchemarking,

oo 05
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