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OPPassessment user guide 

Logging in and ordering questionnaires 

• When you receive your email containing your username and password 

follow the link to https://www.oppassessment.eu.com 

• Using the log in details contained within the email, fill in your username and 

password and click ‘Log in’ 

• On the next screen you will be asked to read the terms and conditions of 

the OPPassessment service. Once you have read these, click ‘Yes, I accept’ 

at the bottom left-hand corner of the window 
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• The first time you log in you will be required to change your password 

• First, enter your current password (the one contained within the email), 

then enter your new password in the second box and confirm it by typing 

it again in the third box. Finally, save changes by clicking on the ‘Save’ 

button 
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• On the next screen you will be able to set your preferences and default 

home page (currently set to Campaign summary) 

• To order a questionnaire, you need to hold your cursor over the 

‘Campaign’ button and select ‘New campaign’ from the drop-down menu 

• On the next screen, you will need to enter a name for your new campaign; 

a campaign reference number and description can also be added to aid 

navigation later. Once you have done this, click the ‘Create’ button 

 

 

 

 

 

 

 

 

 



 

 
 4 

 

 

• Once you have created a campaign, you can add respondents. Enter 

respondent details such as name, email, the instrument you wish them to 

complete, their chosen language and the format in which you wish them to 

complete the questionnaire (Web/MS Word) 

• Once the details are complete, click ‘Add’ and your respondent will be 

added to your campaign. Repeat these steps for each respondent 
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• To order a questionnaire for your respondents, you must click the check 

boxes to the right of each respondent’s record (as shown below) 
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• The final step is to click the ‘Order questionnaires’ button at the bottom of 

the window. A green confirmation message will now appear stating 

‘Questionnaires ordered successfully’ 
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Ordering reports 

• Log in to OPPassessment at https://www.oppassessment.eu.com by 

entering your username and password where prompted 

• Unless you have altered your default settings, the first page you will see is 

the Campaign summary screen 

• You can select the report that you wish to order by holding your cursor over 

the ‘Campaign’ button and selecting ‘Order reports’ from the drop-down 

menu 

. 

• The names of the respondents who have completed questionnaires will then 

be listed. Firstly, select the appropriate instrument and then report type, to 

filter respondents 
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• Click the right-hand checkbox of each respondent for whom you wish to 

purchase a report, and then click on the ‘Add to basket’ button (not the 

‘Add to basket and archive’ button) at the bottom of the screen 

• To proceed with the purchase, click on the ‘Checkout’ button’ 
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• If you wish to enter a purchase order number for ease of reference, add one 

in the appropriate field. Otherwise you can leave this field blank. To finalise 

the purchase click ‘Buy’ 

• To cancel this order, click on the red button in the ‘Remove’ column on the 

right-hand side of the screen. This will remove your selected report from 

the checkout basket 

• After clicking ‘Buy’ a green status bar should appear informing you that the 

order has been placed successfully and your report/s will be emailed to you 
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Ordering non-campaign questionnaires and reports 

If you wish to use the non-campaign facility for distributing questionnaires, the 

process is slightly different 

Instead of selecting the ’Campaign’ button you need to hold your cursor over the 

‘Non-campaign’ button in the menu bar at the top of the screen 

To order questionnaires click ‘Order questionnaire’ from the drop down menu 

 

The next screen that you will be presented with is the Order Questionnaires 

screen. From this you can select which instrument you would like to order a 

questionnaire on.  The screen allows you to select the primary language of the 

candidate (the language in which the questionnaire is to be completed). Please 

note that the screen only displays instruments that you are qualified to administer 
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Once you have completed the instrument and language options you will find the 

‘Order’ button at the bottom of the screen 

The next step is to add the questionnaire to your basket and to check out on the 

following screen 

 

You now need to wait for the questionnaire to be sent to your email address. 

Please note that only the email address that is registered as your OPPassessment 

log in can receive this initial e-mail 

 

Once you have received the email you can then send the questionnaire out to the 

candidate for them to complete 

 

The candidate will need to be told that the questionnaire must be sent back to the 

email address contained on the last page of the questionnaire, 

assessment@assessment.opp.co.uk  
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Once the questionnaire has been completed and submitted you will be sent a 

confirmation email. You are now able to order reports 

 

 

 

 

 

 

 

To order reports you must return to the ’Non-campaign’ button on the drop down 

menu 

 

Click on the ’Order reports’ button to be taken to the Order Reports screen 
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Here you can select which report you would like to order, the candidate/s you 

want to order report/s for, and the language you would like to view the report in 
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To do this, use the drop down menus to select the options you want to proceed 

with and tick the box on the right hand side of the screen to select the 

candidate/s. To proceed with the order click ‘Add to basket’ and then click 

‘Checkout’ 

Once the order has been placed a green confirmation box will appear on the 

screen and after a short delay the corresponding report will arrive at your 

OPPassessment registered email address 

 

 

 

 

 

 

 

 

 

 

Please note that the email address of the practitioner is encoded into the 

questionnaire, therefore all OPPassessment notifications will go to the email 

address you used to log in with 

 
 
 
 
 
 
 
 
 
 
 
 
 

For further assistance with OPPassessment, please contact the Client Support team 

on 0845 603 9958. 

® OPP is a registered trade mark of OPP Ltd. 


