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To start an assessment, click “Start Assessment” from the navigation menu.

The assessment has 9 sections to complete. To start a section, click the continue button.

Once a section is complete, to edit your responses, click edit.

To answer a question, click yes, no or n/a. If the question has a negative response,

enter text into the text area that appears. Click continue to save your responses.
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Click on the black

circle question mark

for hints and tips.
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If you have identified any issues with your workstation, this will be visible per section on the dashboard. 

Once all sections are complete, select “Finalise Assessment” from the dashboard.

You can now download the completed assessment by clicking download from the DSE

software homepage. You can also see an online version by clicking review. 

To request that a user completes an assessment, click Request Assessment on the DSE homepage. 
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Administrator Tasks

An email will be sent to the user to start an assessment. 

Outstanding actions from user assessments appear on the top right of the DSE homepage.

Click View all to view the actions. 
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To resolve actions, click resolve. 

Type in the resolution notes and click resolve to close the action. 

 To search for a user on the DSE homepage, click on the search type and type the user’s name.

If a user does not appear in the list, ensure that they are registered on the system by clicking

the man icon on the top blue bar then Manage Users.
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To add a user, click Add User from the left-hand navigation.

Enter the user’s details then select Add User at the bottom of the form. 

On the licences page, ensure MyTHSP User and DSE User licences are checked. 

The user will now be able to create an assessment. 

To add a new administrator, ensure the DSE Administrator licence is checked.

Get in touch with the THSP team for more information.


