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Welcome to BIPEA! This booklet contains practical information about your participation
in BIPEA Proficiency Tests.

Our sales team is available should you require any further information:

sales@bipea.org
+33 140 05 26 30
www.bipea.org
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REGISTRATION FOR BIPEA PROFICIENCY TESTS

1. Login to the MEMBER AREA
Once your registration has been validated by the BIPEA Sales Department, you will receive

- a confirmation email containing your laboratory code and links to important documents for your PT

participation:
CONFIRMATION D'INSCRIPTION BIPEA
. . & - e
service@bipea.org ®9|% %
A Sabrina HELLALI 11:59

Annuler I'abonnement + Autres compléments

'y
CONFIRMATION D'INSCRIPTION - ESSAIS INTERLABORATOIRES BIPEA
Cher Adhérent,
Nous vous confirmens votre inscription aux essais interlaboratoires BIPEA. Votre code laboratoire est : 19000
Si vous étes nouvel adhérent du BIPEA, vos identifiants de connexion et mot de passe vous seront envoyés dans un email
séparé.
Si vous étes un ancien adhérent du BIPEA et que vous ne disposez pas de vos identifiants de connexion, cliguez sur Mot de
passe oublié
Pour accéder a votre espace adhérent cliquez sur ESPACE ADHERENT puis saisissez votre code laboratoire, votre identifiant et
votre mot de passe.
L'espace adhérent vous donne accés a différentes rubriques :

+ MON COMPTE ET APPLI MOBILE

+ MON ORGANISME (iéléchargez vos affestations et diplémes de participation, confirnation de commande...)

+ MES PLANNINGS ET FORMULAIRES (accédez a votre planning des ElLs et transmettez vos résultats. A noter gue les échantil-
lons BIPEA sont envoyés sans document d'accompagnement. Dés réception des échantillons, procédez a I'analyse et fransmeftez
vos résultats uniquement via le formulaire en ligne)

+ MES RAPPORTS ET BILANS (iéléchargez vos rapports issus des ElLs)

* STOCK MRE (accédez a notre bibliothéque de stock MRE)

« CONSULTER LES CILs BIPEA (accédez 4 la liste de I'ensemble des ElLs disponibles au BIPEA) v

- asecond email with your login details for the member area.

These emails are sent to the PT manager you specified during the registration process.

2. MEMBER AREA features

Once you are connected and according to your profile and access rights, you will be able to:

- Check your personal details,

- Edit your documents (order confirmation, diploma and certificate of participation)

- Download your result forms,

- Enter, confirm and submit your results to BIPEA,

- Obtain your edition code (this code allows you to identify your results in the Global PT Reports)
- Export your results and edit your complete and individual PT reports,

- Generate PT schedules,

- Check ERM stock...

The “MEMBER AREA” booklet is available here.


https://extranet.bipea.org/documents/information/GB/MEMBER-AREA-BOOKLET-FINAL.pdf
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3. Creation of contacts and configuration of access rights

When you complete the registration form, you must provide the details of the person responsible for
receiving the samples and the person responsible for managing the interlaboratory tests: Manager.
Once the Manager receives their login credentials, they can create new contacts and assign them
access rights.

- Manager Profile: The Manager profile has the highest level of access. He can create or delete
contacts, modify all settings, and assign permissions such as writing or sending results by checking the
corresponding boxes in the settings section. Only one Manager profile is allowed per laboratory.

- Quality Profile: The Quality profile has limited access to the member area. Users with this profile
cannot add or delete contacts, nor modify profile types—these actions are restricted to the Manager.
However, they have access to key features such as schedules, forms, reports, and certificates. Multiple
Quality profiles can be created for each laboratory.

- Technician Profile: The Technician profile has more restricted access than the Quality profile.
Users can view schedules and enter/send results (if the corresponding permissions are enabled), but
they do not have access to proficiency testing (PT) reports. Multiple Technician profiles can be created
for each laboratory.

The “CREATION OF CONTACTS” booklet is available here.

4. Important documents, read carefully

The registration confirmation email and the member area contain links to documents that are useful for
your participation:

= “Welcome booklet” (current document)

=  “Member area features” booklet

= “Creation of contacts” booklet

= “Download of your registration documents” booklet
= “Enter and submit my results” booklet

= “Download of your PT reports” booklet

= “Focus on the PT report (RCIL)” booklet

= “How renewal works” booklet

5. Invoicing
As soon as your registration is confirmed, the invoice is sent to the "Invoicing Manager" via email.

Please send your payment after receiving the invoice and indicate the invoice number in the payment
reference. Payment is due within 30 days of the invoice date. If payment is not received, we reserve the
right to suspend sample shipments. Should this occur, your PT Manager will be notified by email.
To avoid any delays or blocking of your sample shipments, we kindly ask you to arrange your payment
on time. Payment can be made by bank transfer or (credit card).

PARTICIPATION IN YOUR FIRST BIPEA PROFICIENCY TEST

1. Samples reception

Very soon, you will receive your first sample, which will be shipped by an express carrier (Chronopost,
UPS, Fedex or DHL). Parcels are addressed to the designated “Samples Recipient” you provided on
the registration form. The “Samples Recipient” will also receive tracking information by email, sent
directly by express carrier.


https://extranet.bipea.org/documents/information/GB/contacts-creation-GB.pdf
https://extranet.bipea.org/documents/information/GB/MEMBER-AREA-BOOKLET-FINAL.pdf
https://extranet.bipea.org/documents/information/GB/contacts-creation-GB.pdf
https://extranet.bipea.org/documents/information/GB/Download-of-your-registration-documents.pdf
https://extranet.bipea.org/documents/information/GB/Enter-and-submit-my-results.pdf
https://extranet.bipea.org/documents/information/GB/Your-PTS-reports.pdf
https://extranet.bipea.org/documents/information/GB/Interlaboratory-comparison-report.pdf
https://extranet.bipea.org/documents/information/GB/Renewal.pdf
https://secure.payzen.eu/vads-site/BIPEA
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Please inform your reception desk to expect our delivery. Since the parcel contains samples without any
accompanying documents, it's important that it is promptly forwarded to you upon arrival. To access the
requested analysis, please log in to your member area.

BIPEA samples are shipped following a schedule available in your member area, in MY SCHEDULE
AND FORMS section.

2. Analyses to be performed
BIPEA samples are sent without any accompanying documents outlining the analyses to be performed.

Upon receipt, you are invited to download the results form from your member area, in MY SCHEDULE
AND FORMS section (https://extranet.bipea.org). The results form contains a detailed list of parameters.

The person in charge of the analysis must be able to access the answer form. Indeed, this form not only
displays the list of parameters, but it also contains other instructions, such as sample preparation, if
requested. Therefore, please log in before starting the analysis.

Moreover, to ensure traceability of shipments and analyses, it is mandatory to retain the identification
number of the sample you are analyzing. This identification number is required when you enter your test
results on the answer form. This process replicates the conditions of your routine analysis, where a
customer sends a sample for analysis and requests traceability of its results. Without the identification
number, your test results will be marked as “Not valid due to incoherence in traceability” in our PT report.

We also advise you not to discard the packaging until you have completed and validated your online form.

3. Input and submission of the results

Input and submission of the results are done directly from the member area, using the login details
received by email, during your registration. The option to submit or solely view the results depends on
the contact profile attributed to your personal work email address. Your member area Manager can
grant you or remove your result submission access at any moment.

Two steps are essential:

- ENTERING AND SAVING the results,
- SUBMISSION of the results.

The results must be submitted to BIPEA only via the online forms available in your member area, before
the deadline. After the closing date, access to the forms will be closed, and submissions will not be
accepted.

The “ENTER AND SUBMIT MY RESULTS” booklet is available here.

4. Interlaboratory comparisons reports
Once the PT report is available, an email is sent to the Manager, containing 2 links:
- The 1stlink contains your Individual PT report (if you submitted your results)

- The 2™ link contains the global PT report (even if you did not submit your results). This report
publishes the results of the other participants, while ensuring anonymity through our coding
system. To identify your results, use your edition code available in MY ORGANIZATION section.

You can also find your PT reports in your member area, in “MY INDIVIDUAL REPORTS, MY
COMPLETE REPORTS (RCIL)” section, which gathers:
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- your result submissions,

- your individual result summaries (in PDF and Excel format),
- your individual PT report,

- the global PT reports,

- Statistical summary reports in Excel format.

The “YOUR PTS REPORTS” booklet is available here.

The “FOCUS ON THE PT REPORT (RCIL)” booklet is available here.

BIPEA ADDITIONAL SERVICES

We offer supplementary services designed to support your quality control efforts:

1. External reference materials

External Reference Materials (ERM) are samples taken from the same batch as those used in our
regular proficiency testing programs.

They allow you to assess your analytical performance using samples with established assigned values.

With these materials, you can monitor and maintain your quality standards in addition to participating in
BIPEA's regular proficiency tests.

As a BIPEA member, you can order ERM from any proficiency testing scheme (PTS) organized by
BIPEA, even if you do not participate in the corresponding PT program.

This service is exclusively reserved for BIPEA members who participate in at least one BIPEA PTS. If
you terminate your membership, you will no longer be able to purchase ERM.

2. ERM Contract

You have the option to subscribe to an ERM contract if you wish to order multiple ERM samples. This
allows you to benefit from a special discount and ensures the availability of your desired samples at the
time of ordering.

ERM contracts must be signed before the production of the samples begins. Since the samples are
manufactured in advance, we recommend submitting your request early to guarantee they are
considered.

Typically, ERM contracts for the next annual series are prepared in summer. However, we can process
your ERM stock request at any time during the annual series.

3. Personalized PT programs

Personalized PT Schemes are a high-growth area of our activity. These schemes are organized upon
request for a company, a group of laboratories, an inter-professional group, or an industrial group to
meet their individual needs.


https://extranet.bipea.org/documents/information/GB/Your-PTS-reports.pdf
https://extranet.bipea.org/documents/information/GB/Interlaboratory-comparison-report.pdf
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The aim of the personalized PT Schemes can be, for example:

= Quality control of a group of laboratories,

= Check and validation of test methods,

= Characterization of test methods (ISO 5725): estimation of the accuracy of a test method in
validation

= Statistical study of test results,

= Supply of internal reference materials,

=  Manufacture of samples.

BIPEA provides the complete or partial organization of those proficiency testing schemes or can
subcontract parts of your program:

= Supply of raw materials

= Manufacture of samples

= Shipment of samples

= Statistical analysis of your test results

= Publication of the results of the proficiency testing schemes.

By entrusting the realization of a personalized PTS to BIPEA, we assure you that your needs will be fully
considered. You will benefit from our expertise in the organization and the design of your personalized
interlaboratory comparisons

Each step can be handed over to BIPEA depending on your decision. All tailor-made ring tests, nature
of samples, parameters to be performed, possibility of repetitions (with or without blind duplicates) and
test methods are defined in close cooperation between you and BIPEA Departments (production,
scientific and technical, statistical treatment)

Once all elements of the inter-laboratory comparison are technically defined, the Director of BIPEA will
be able to determine the price of the work.

If you would like more details on these activities, please contact the Director of BIPEA,
direction@bipea.org.

V. CONTACTS

BIPEA

CAP 18, Batiment D19,
89, rue d'Aubervilliers
75018 PARIS

France

Tel.: +33. (0)1.40.05.26.30

Administration: contact@bipea.org
Sales department: commercial@bipea.org
Scientific department: scientific@bipea.org
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