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1 Introduction 

 

This User Manual provides an overview of the 2010 Edition of the Erasmus Mundus Quality Assurance Web 

Site www.emqa.eu  

 

The EMQA online resource provides you with the following facilities: 

¶ The ability to construct and carry out a self-assessment of a higher education course, and specifically 

to self-assess Erasmus Mundus Master Courses; 

¶ A facility to add your own assessment questions and to customise questions for your own self-

assessment; 

¶ The ability to have a group self-assessment of your course, so that a nominated user can download a 

spreadsheet of all the anonymised responses; 

¶ An online, and a downloadable version of a Handbook of Excellence; 

¶ The ability to see the details gathered over three years of visits to courses, structured by the elements 

of excellence present in Erasmus Mundus Master Courses; and 

¶ A facility where you can submit your own excellent practice to be considered for addition to the body 

of evidence about Erasmus Mundus excellence 

http://www.emqa.eu/
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2 Accessing the Web Site and Registering as a User 

The óLandingô Page 

When you access the site using the URL www.emqa.eu the following óLanding Pageô will appear; 

 

 

IMPORTANT: This site uses pop-up boxes. If your browser is set to reject pop-ups please allow them to be 

used for www.emqa.eu, otherwise you will not be able to use the functionality of the site. 

The first time you access the site you will need to register. Registration allows us to review the overall 

geographical spread of users, and all information provided by you will be subject to Data Protection and will 

remain confidential. No details about you will be shared with any other organisation. 

If you are already registered on the site enter your User Name and Password, and you will be taken to the 

Home Page where you an use the facilities of EMQA. 

 

Register as a User 

Click on the óRegisterô link on the Landing Page. 

http://www.emqa.eu/
http://www.emqa.eu/
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You will be asked to provide a small amount of information about you. This information is subject to the 

European Union Data Protection legislation. 

¶ Your name: Please type your name as you want it to be recorded and displayed; 

¶ Institution: Your institution and your country; 

¶ Department: An optional field for your Department/Division etc. 

¶ User Name: Please type the user name that you wish to use when logging into the Web site. You will 

be informed if this name is already in use, and please then select another User Name; 

¶ Password: This is the password that you wish to use when signing on to the site. You are asked to 

retype it in the next box. 

¶ Super User: This optional field should be used if you are carrying out a group self-assessment (for 

example all staff and students providing their own self-assessment of a course). If there is one person 

(for example the Co-ordinator) who you wish to access your óscoresô please type their EMQA User 

Name in this box. Clearly, that person needs to be already registered on the site and they need to tell 

you their User Name. 

¶ Email: Please type your email address. You are asked to confirm that address in the following box. 

We will only use your email to communicate with you about EMQA issues, not for any other reasons; 

¶ Image text: to stop spam emailers accessing the site please type in the text that is displayed above 

the box. 
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¶ Please then tick the box that confirms you agree to the text ñI confirm that I will use this tool to assess 

excellence on a course objectively and constructively. I will not use the resulting material in any way 

that infringes institutional regulations or local laws relating to defamationò.   

 

When you have completed the information please click on óRegisterô. You will be asked in a pop-up box to 

confirm that you wish to submit the information. 

 

 

Once your registration details are accepted you will be taken back to the sign-in screen on the Landing Page, 

where you should enter your User Name and Password ï you will then be taken to the Home Page where you 

can use the facilities of EMQA. 
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Signing-in to EMQA 

 

Enter your user name and your password. Click on Login. You will be taken to the Home Page. 

If you have forgotten your password or user name it can be sent to you are the email address you used when 

registering on EMQA. Type in your email address, then click on Retrieve Account Details. An email will be 

sent to your registered email address 
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3 Home Page 

The Home Page is where you navigate around the facilities of EMQA. 
 

 

 

Using the navigation manual at the top of the screen you can: 

¶ Return to the Home Page; 

¶ Modify your account information ï useful if you wish to nominate a óSuper Userô for a group 

assessment; 

¶ Build and carry out self-assessments of your course; 

¶ Add new questions to the self-assessment process; 

¶ Navigate the Handbook of Excellence, including 

o Downloading a PDF version of the full Handbook; 

o Navigating an online version of the Handbook; 

o Seeing all the individual material gathered during the direct visits to courses; 

¶ View case studies provided by users, and add your own case study; 

¶ See the list of current Erasmus Mundus Master Courses; and 

¶ Log out from the site. 
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4 Modify Your Account Information 

 

You need to use this facility if you need to: 

¶ Change your password; 

¶ Add a óSuper Userô name to your account so that someone can access your anonymous scores in 

the self-assessment facility; 

 

 

 

Click on óUpdate my Accountô when you have modified your details. 

 

If you do not wish to modify anything simply select another option from the top menu 
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5 Self-Assessing your Course 

 

Using non-Judgmental Self-Assessment 

 

Using this facility you can respond to a range of questions that ask you to assess where you think your 

course is performing across a range of practice. 

 

The facility provided here is to allow you to respond to a structured set of questions relating to excellent 

practice, and the facility visually represents where you think your course is performing relative to the good 

practice that has been identified after the visits to 21 Erasmus Mundus courses, and over 50 partner 

course locations.  

 

The questions that you respond to are not definitive statements of excellence, and this is not meant to be 

a means of formally evaluating your course. The questions are statements about practice that we have 

found. The questions that you will answer, and the responses you give, may change through time as 

more courses experiment with the tool, and as other aspects of good practice emerge and as you and 

your colleagues improve your course. 

 

This facility is primarily intended to allow you, your colleagues, and your students, to carry out a self-

critical process where you can check what you do against what the 21 courses have done. The main 

intention is to stimulate discussion and debate about what your course is doing, and to help identify areas 

where you may wish to prioritise action and resources. 

 

What you will do here is to respond to a series of questions for each of the four ñcomponents of 

excellenceò, and you should respond to the question that is nearest to describing your own practice ï 

there is no certainty that the statements may precisely match your practice. The questions will óscoreô 

between 1 and 5, and your responses will build up your own visual representation of what you think your 

course is achieving. 

 

Remember, this is not a normative and judgemental process, it merely provides you with the opportunity 

to consider where your course could perform better, innovate faster, and it also encourages you to debate 

with your colleagues where you can prioritise your efforts to innovate more effectively. 
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Selecting from Pre-Prepared Self-Assessment Question Sets 

 

Selecting the óMy Assessmentsô option takes you to a screen which provides you with sets of questions 

that have been pre-prepared: 

 

 

 

If this is the first time that you have used the facility simply click óBuild a New Assessmentô. This will take 

you to the following screen: 
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This screen allows you to select three basic sets of questions that have been pre-prepared. 

You can respond either as a Co-ordinator of a course, a Partner site on a course, or a Student who is 

taking the course: 

¶ A course Co-ordinator will respond to a full set of questions that will also cover the ways in which 

a course is successfully ójoined-upô; 

¶ A course Partner will focus more on questions that cover academic practice; 

¶ A Student will respond primarily as a óconsumerô of the course. 

As óCo-ordinatorô you will normally answer every question in the set. If you select partner or student as the 

question set you will be provided with a reduced selection that relates more to your roles. 

 

Selecting óCo-ordinatorô will provide you with the full set of questions to answer: 

 

 

To help you understand the nature of the questions Interpretation Notes will appear as you move your 

cursor over a question. The Notes explain what the question is focusing on. 
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You then need to give your set of questions an Assessment Name, along with an optional description: 

 

 

Then move your cursor to the bottom of the screen and click on óBuild Assessmentô: 

 

Once you confirm that you wish to proceed you will be returned to the Assessment Screen and the newly 

selected assessment will be shown.  

 

Responding to the Self-Assessment Questions 

There are four buttons relating to each Assessment. The left is where you select the assessment and 

start to respond to the questions. The Status button shows whether the assessment has been started, is 

partially responded to, or is complete. The next button allows you to download the Assessment responses 

into a file. The right-hand button allows you to delete an Assessment: 
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Selecting the left hand button takes you to the responses screens where you can start to respond to the 

questions.  

The main level for the responses process for the Co-ordinator set lists the four components of excellence 

that relate to Erasmus Mundus courses. Select each of them in turn: 

 

 

Selecting the QATL component takes you to the questions.  

As you move the cursor over each question Interpretation Notes will appear, and these tell you what the 

question is covering.  

And, as you move your cursor over the response circles a set of graded óevaluaton criteriaô will appear. 

Remember, this is not a normative judgmental process, so this is óself-evaluationô not evaluation against a 

set ot judgmental criteria.  

Select the response that is nearest to your own practice on the course. Importantly, selecting the 

response of 1 does not mean your course is óbadô ï it may mean that the question is not relevant for your 

course, so there is an optional comment box at the bottom of the screen if you wish to provide us with any 

comments: 
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Click on the relevant responses to each question, and at the bottom of the screen you can óSave the 

responsesô ï please note that nothing is stored until you save the responses: 

 

 

 

Once you save the responses you are returned to the main level, and a diagram is built up to summarise 

your responses ï this is simply a graphic that shows the proportion of the maximum potential responses 

of 5 you have given. Again, it is not judgmental, but can show you quickly if there is a component where 

you could consider reviewing some of the course practice. 
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Once you complete the responses for all the questions the diagram represents a ódiamond of excellenceô 

relating to your own view of where your course performs strongest at this moment in time: 

 

 

This diagram is purely illustrative ï it does not benchark you against any other practice, but is intended 

just to help you visualise your peronal views of the relative strengths of your course across the four 

components of excellence. 
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Student and Partner Question Sets 

If you want to respond as a partner or a student select them from the main Assessment screen: 

 

 

You will see that for these two Assessments a sub-set of questions is selected.  

Give the set a ónameô and save it ï you can then respond to the questions in the same manner as above 

for the Co-ordinator set. 
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Customising Your own Question Set 

Using the óBuild Assessmentô screen (above) move down to the question area. 

 

There are two ways of building up your own question set: 

¶ First, you can select question by question those that you want to ókeepô in your assessment; and 

¶ Second, you can select all questions in a component by clicking on the top box, and then óde-

selectô questions by clicking on the ticked boxes. 

 

 


























