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HEINNOVATE FOR RIS3  
RE-ACT Web Platform
D1.3.3. Online platform and users’ guide  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This self-assessment tool was developed in the frame of the RE-ACT project. 
  

http://ris3heinnovate.eu/
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 1.1 Register 

 
To register, go to https://sunar.pbs.up.pt/ and fill in the following fields: 
 

● Name * 

● Surname * 

● Country * 

● Field of Work (Options: Higher Education Institution, Public Sector, Private Sector, Civil 
Society) * 

● Organisation 

● Department / Faculty 

● Email * 

● Password * 

● Confirm Password *  

 
Notes:   

❖ Fields with * are mandatory. 

❖ The “Password” and “Confirm Password” fields must be equal 
 
After the correct submission of the registration form, a confirmation email is sent to the e-mail 
address.   
To validate, and access the user area, you must access your email and validate the registration 
by clicking on the link that accompanies the welcome email. 
 
  

https://sunar.pbs.up.pt/


 4 

The European Commission support for the production of this publication does 
not constitute an endorsement of the contents, which reflects the views only of 
the authors, and the Commission cannot be held responsible for any use which 
may be made of the information contained therein.      

 1.2 Sign In 

 
To sign in, go to https://sunar.pbs.up.pt/signin and fill in the following fields: 
 

● Email 
● Password 

 
Click on the Sign In button, and if the data is correct, you will be directed to your Private Area 
page. 
 
Notes:   

❖ You need to validate your email account before making your first login. Checkpoint 1.1. 
 
 

 1.3 Recover Password 

 
To recover your password, go to https://sunar.pbs.up.pt/forgotpassword and enter your e-mail 
address.  
 
 
Click the E-Mail - New Password button and new access info will be sent to your registration 
email. 
To log in, you should check your e-mail account and repeat point 1.2
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2.0 SELF-ASSESSMENTS 

 

 2.1 Dashboard 

 
After logging in, you can access the link https://sunar.pbs.up.pt/self-assessment and view all the 
self-assessments already completed, or the groups already created. 
 
The dashboard consists of 3 different areas: user information, listing of self-assessments and 
listing of self-assessment groups. 
 

2.1.1 Personal information   
 
The first block of the dashboard displays personal information, which can be changed by clicking 
on the Edit Profile button. 
 
 

 

  

 2.1.1.1 Edit personal information   

 
To change your data, simply edit the information in the Change personal data form, and then click 
the Save button. 
 
To change the password, the user must fill out the Change Password form and click the Save 
button. The Password and Confirm Password fields must be filled in with the same password. 
 

 

 

https://sunar.pbs.up.pt/self-assessment
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 2.1.2 List of Self-assessments 

 
In the second block of the Dashboard, the user can view the list of self-assessments he/she has 
already completed, or that other users may have answered in self-assessment groups created by 
the user. 
 

 

 

Only self-assessments created by the user can be deleted; those created by third parties to user 
groups can only be viewed. 
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 2.1.3 Group self-assessments 

 

In the third block of the dashboard, the user can view the list of group self-assessments that the 
user has created. 
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 2.2 Self-assessment 

 

 2.2.1 Create new self-assessment 

 
To create a new self-assessment, you need to access your user area at 
https://sunar.pbs.up.pt/self-assessment and click on the button: Start New Self-Assessment. 
 
 
 

  

 

To start the self-assessment just click on one of the dimensions and you will be led to a new page 
with the statements associated with that dimension. 
 
For each statement, you should choose one of the options on the Likert scale from 1 to 5, or N/A, 
according to the level of agreement with each statement. In fact, 1 means that the statement is 
little applicable and 5 means that the statement is highly applicable in the user’s organisation. To 
provide support to the attribution of a score in this self-assessment process, each statement is 
further explained through additional information. 
 

https://sunar.pbs.up.pt/self-assessment
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To go to a new dimension, you should click the Save and Go to Next Area button or click the 
button representing the required dimension. 
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After filling in all the dimensions, you should click on the Submit this Self-Assessment button to 
submit your answers and get the final report. 
 
When you click on the submit button, a new summary page of the answers provided is presented, 
which must be confirmed for the submission to take place.  
 
If you want to change your answers, just click the Cancel button and the system will return to 
the previous page. 
 
If you want to confirm the submission, click the Confirm Self-Assessment button and you will be 
sent to the final report page. 
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 2.2.2 View new self-assessment 

 
 
To view a self-assessment you need to go to your User Area at https://sunar.pbs.up.pt/self-
assessment and choose the Self-assessment from the displayed listings.  
 

Then you should click on the View Result link, which is on the line you want. 

 
When you open the Self-assessment detail page you will see a summary of the answers given 
and comparison charts - three tabs are shown with information.  
 
 
 
 
 
 

https://sunar.pbs.up.pt/self-assessment
https://sunar.pbs.up.pt/self-assessment
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Overview 
This tab shows a graph with the answers given. 
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Comparison 
This tab shows a comparative graph with the answers given by the user and the average of the 
answers given by other users. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Detailed Results 
This tab shows the list of dimensions and questions with the answers given. 
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On this page, you can also export this information to a PDF file. For that, you need to click on the 
Download Report as PDF button. 
 
It is also possible to share the information via email, by clicking the Send Report to an Email 
button. 
 

 

 

 2.3 Group self-assessment 

 
The creation of a group allows the user to gather and compare the answers of a restricted group 
of people, obtaining as a result the averages of the answers of that group and not of the generality 
of the answers in the platform.  
 
 

 2.3.1 Create new group 

 

To create a new group, go to https://sunar.pbs.up.pt/self-assessment and in the information block 
My self-assessment groups you should click on the New group button.  
 
A new page will be displayed with the form to create the group where you should fill in the following 
fields: 
 

● Group - URL Code – Code that identifies the group and will be included in the link to be 
shared with other users.  
The code should be created by you, for example, TEST GROUP, and then it will be 
automatically included in the link. E.g.: https://sunar.pbs.up.pt/group-
assessment/71/testgroup.  

 
● Group Title – Group presentation title 

You should write a title that describes this group. It will be useful once you have several 
groups to identify the one you want to access. 

 

● Description – Descriptive text explaining the group.  
You should add a little description in other to help your guests to understand what the 
exercise is about. 

 

● Allow Anonymous – Field to define if the group self-assessments can be filled in 
anonymously or not.  
If you choose Yes - users can fill in the self-assessments without registering, if you 
choose No - users will need to register on the platform to be able to fill in the self-
assessment. 
 

 

After creating the new group, you can make the link available to users so they can access it and 
fill it in. 

https://sunar.pbs.up.pt/self-assessment
https://sunar.pbs.up.pt/group-assessment/71/testgroup
https://sunar.pbs.up.pt/group-assessment/71/testgroup


 

 15 

The European Commission support for the production of this publication does 
not constitute an endorsement of the contents, which reflects the views only of 
the authors, and the Commission cannot be held responsible for any use which 
may be made of the information contained therein.      

 2.3.2 Share group  

 
After creating a group, you can provide the link to one or more users. 
To do this, access the group's detail at https://sunar.pbs.up.pt/self-assessment and click on the 
link View detail that is in the row of the desired group. 

 
 

 

By accessing the detail of the group, the information shown below is displayed.  
There is a button through which you can send the URL of your group per e-mail:  
 

- If the group allows anonymous filling - whoever accesses the link will automatically 
enter the filling functionality.  

- If the group does not allow anonymity - the user will be forwarded to the registration 
page and, only after registration and login, is able to access the link to fill in the form. 

 

  

 

 

 

https://sunar.pbs.up.pt/self-assessment
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 2.3.3 Report 

 
As users fill out the self-assessments, the user who created the group will be able to follow its 
progress on the group's detail page. 
 
In addition to the basic information of the group, there will be 2 more blocks of associated 
information: 
 
 
My group self-assessments list 
Listing of completed self-assessments where the status, submission date, and the name of the 
person who filled it out (if not anonymous) appears. 
 
 
Report 
In this block, the dimensions are presented with the respective questions and the average of the 
answers given by the users of the group.  
 
For each question, a table is also presented with the answers from 1 to 5, or N/A, in which appears 
the total number of answers given in each score at that moment. 

  

  


