BIPEA MEMBER AREA

How to enter and submit your results?

Log in to the BIPEA member area

Click on MY SCHEDULE AND FORMS

A table appears, providing information about the PTS you are enrolled

in. By default, current and upcoming PTS are displayed. However, you
can use the shortcuts (in yellow) or the drop-down menus to customise

how the information is displayed.

Open your forms by clicking on “Form access”

Search Filters and Shortcuts

Calendar view
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. Proficiency test details: name, matrix, important dates...
. State: open form [} closed form H

. Status of the results form:
o Empty: no data has been entered
o In progress: some data has been entered but not submitted
o To be sent: awaiting submission by the “Sending” manager
o Last chance: not submitted and deadline is approaching
o Sent: results sent to BIPEA
o Not sent: results have not been sent to BIPEA and form is closed

@ BIPEA sales@bipea.org | +33 1 40 05 26 30 | www.bipea.org

Access to forms

Please note that depending
on your access rights, the
form will be displayed either
in read-only mode, in
input-only mode (without
validation), or in input and
validation mode.

For more information,
please download the guide:
Creation of contacts and
access rights configuration.



https://extranet.bipea.org/documents/information/GB/contacts-creation-GB.pdf
https://extranet.bipea.org/documents/information/GB/contacts-creation-GB.pdf

BIPEA MEMBER AREA

How to enter and submit your results?

PTS details: enter the last 4 digits of your sample
number and the date on which you received your

sample.

Please refer
to the PTS
instructions.
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Select your methods
(when multimethods
are available, you can
enter several results for
the same criterion, but
you must tick the result
that will be taken into
account for calculating
the assigned value),

Enter your results,
(for results with
decimals, it is important
to enter the comma or
full stop in the dark
orange square | )
Enter rounded results,
otherwise they will be
cut off.

Enter your name and
remarks (if necessary),

Save and submit your
results.

SAVE AND
TRANSMIT MY
RESULTS TO BIPEA

This yellow

H' NOTIFY THE
"SENDING" MANAGERS

This red SAVE AND TRANSMIT button will only appear for profiles with
SENDING rights. Only profiles with SENDING rights can submit forms.

button does not allow you

to submit your results. It indicates that you have a DATA ENTRY profile only.
Clicking this button sends a notification to the SENDING manager asking them
to submit the form. At this stage, the form has not been submitted.

A BIPEA
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BIPEA MEMBER AREA

Mistakes we often see

Sample code Eﬁ

Make sure you enter the last 4 digits of the sample received. If this field is
not filled in correctly, it may result in a failure of laboratory traceability and
results not being considered in the calculation of the assigned value.

Date of receipt

Make sure you enter this date in the required format (year — month — day) using hyphens (*-")
between each number. Otherwise, the form will generate an error and cannot be sent to BIPEA.

Result entry

o Drop-down menu: you must select one of the symbols ‘=, <, >’

=

pg.I’

~ 7

Results input

frame
E.g.: 123,4 or 123.4

Dropdown menu
for symbols

Result entry Limit of quantification (LoQ)

Uncertainty

The ‘results’ box must be filled in with
the correct number of decimal places.

In this example, you must enter up to 3
digits before the decimal point and 1
after. It is important to enter the
decimal point or full stop in the dark
orange square and to enter the
rounded result. Participants must not
enter letters or other symbols (except
commas and full stops) in this field.
Otherwise, the result will be incorrect
and will not be taken into account in the
calculation of the assigned value.

—
Result submission

When the laboratory is required to
provide a concentration as a result
and the LoQ is requested in advance,
the laboratory must ensure that the
result provided is above the specified
LoQ. Otherwise, the result will be
considered inconsistent.

When uncertainty must be given with
one or more decimal places, the
decimal point must be entered using
"Delete key" on the numeric keypad.
If this is not done, the form will
generate an error and cannot be
sent to BIPEA.

Once the results have been submitted, a 20-digit transmission number will appear at the top of the
page. This is confirmation that the results have been sent to BIPEA. An email will also be sent to the
PT manager confirming that the form has been submitted, with the form attached in PDF format.
Results that have been saved but not submitted will not be taken into account when the data

is analysed.



