
 
Inserting a new Accreditation 

1. An Employee needs to be assigned the Insertor role at his Organization to be 
able to add Accreditations. To add a new Accreditation, this role is selected after login.  
A new accreditation can be inserted by selecting an Accreditation Group top-right of 
the page, and enter at least all the required data. Then click “ Ready for validation! “: 

!  
  
After, the Accreditation needs to be validated by an employee who is assigned as 
Validator for that Accreditation Group (see next paragraph). 
  

 Validating Accreditations 

1. An Employee needs to be assigned the Validator role at his Organization to be 
able to validate Accreditations. To validate an inserted Accreditation, this role is 
selected after login. Then the “Validate Accreditations” page can be opened via the 
Navigation bar to access all accreditations pending validation.  
If the Validator has this role in more then one Accreditation Group, he can go to the 
one he chooses by selecting an Accreditation Group top-right:  
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2. To Validate one, select one by clicking the corresponding line: 

!  

This opens the details page:  
 

!  
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3. The Validator can validate the current Accreditation by clicking  
“ Validate Accreditation ” at the bottom of the page: 
 

!  
At successful validation, a feedback message is given and the next Accreditation in the 
list is opened for the validator. 

Sending an Accreditation back for review 

4.  If there is a mistake(-s) in the Accreditation data, the Validator can correct 
them individually. The system keeps automatic trace of all historic values and the 
Validator also has the option to add an explanation for the Insertor on his correction:  
 

!  
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5. To send this Accreditation back for review, the Validator clicks  
“ Send Back for Review ” :  
 

!  
  
This sends the Accreditation back to the Insertor for review and loads the next 
Accreditation in the list: 
 

!  
  
  

BrainChaintm !4



Reviewing a failed Accreditation  

1.  To review failed Accreditations, an Employee who is assigned as Insertor can log 
in, click the “Review Failed Accreditations” tab in the navigation bar atop and select 
the Accreditation Group he wishes to work with right below the top navigation. Then 
the Insertor can further filter between 2 types of failed accreditations: rejected by 
Applicant or rejected by Validator by using the corresponding radio button:  

!  

To remove an Accreditation, clicking “×” at the corresponding row will open a model 

dialog asking for confirmation: 
 

!  
To remove the accreditation Insertor should click on “ Remove ” button.  
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2.  To review an Accreditation, the Insertor selects the corresponding line which 
opens its details page:  
 

!  
If the Validator left a general message to the Validator, this is shown atop in the ocher 
zone. 

3.  The Insertor can click on the fields highlighted in green or on the question mark 
next to such fields to see what was changed by the Validator.  
 

!  
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4. If the value proposed by the Validator is wrong, the Insertor can changed it 
again which will change the field’s highlight colour from green to orange: 
 

!  

5. The Insertor can, after inspection, also change fields that were left untouched 
by the by Validator. Such Insertor-corrections are then highlighted in blue instead of 
orange: 
 

!  
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6.  The Insertor can then re-insert the Accreditation for Validator validation by 
clicking “ Re-Insert for validation ”: 
 

!  
  
Then the next Accreditation in the list will open. 

7. The Insertor can also remove the Accreditation by clicking “ Remove ” ,  
which first opens a modal dialog asking removal confirmation: 

!   
To confirm the requested removal, the Insertor should click “ Remove ”. 
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8. When all subsequent Accreditations are reviewed (or re-inserted/removed), the 
Insertor is redirected to the list. 
 

!  
  

Bulk Accreditations upload 

1. To upload Accreditations in bulk fashion, the Insertor should open the “Bulk 
Accreditation upload” in the navigation bar atop the page and select the Accreditation 
Group he wished to work with: 
 

!  
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2. To learn more about the correct file format to be used for bulk uploads, the Insertor 
should click the “File format details” - link right above the drag’n’grop area. 
 

!  
  
To return to the “Bulk Accreditations upload”, the Insertor should click the “← Back to 
Bulk Accreditations upload” - link. 

3.  To upload a file, the Insertor should drop it right onto the drag & drop area or 
use the file browser (via “Click here…”) to select a file. 
 

!  
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4.  When file processing is finished, the Insertor can remove the uploaded file from 
the list by clicking “x” at the corresponding line.  
 
Note: No need for panic: This will not delete the uploaded files from BrainChain, just 

remove the uploaded file from the displayed list! !  
 

!  

  
A modal dialog will open, requesting removal confirmation: 

5. To confirm, click “ Remove “ :  
 

!  
 . 
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6.  

!  
… and the file will be removed. 
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