How to complete self-assessment on Office 365
Service User-Led Accreditation

STEP 1. Access the report through the link that has been emailed to you. You will
need your regular user name and password you’d use for accessing your email.
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You will then be redirected to your team’s unique folder containing your self-
assessment document.
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STEP 2. Complete self-assessment online by opening it on Desktop App. This step
will allow you to enter self-assessment score.
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STEP 3. Click Open in Desktop App and then Open Word (Desktop)

1on...

Open Word (desktop)?

Open Word (desktop)
op App

Mormal

TALAATT FT VLA T W B R O

A g -
No Spacing

pEp T LR wrn LT R R

completion:

If-assessment tool to: elft.ga@nhs.net

Self-assessment

SRR Evidence/

Comment

Met/Not

Met/Partially
Mot {Mnt Annlicahls

atisfied

not ap
All done. You can close this file now.
:;ﬂsnw” E’ We opened this file in Microsoft Word on your computer.
Resume editing here
vice uss
Try launching Microsoft Word again

ASSEsSS0rs Score:

Met/Not
Met/Partially Met/Not
Applicable

ers with patient feedback

wiate.
R T ST 1 o]




STEP 4. Security alert will pop up — Click yes.
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Some files contain viruses that can be harmful to your
4 k computer, It is important to be certain that this file is from a
= trustworthy source.
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STEP 5. Template should then open in Word document which automatically
saves on the Shared Drive without the need to download file.
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STEP 6. You should be able to enter the self-assessment scores
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STEP 7. After you complete the self-assessment click safe icon. This will
automatically safe on your share folder document.
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