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Login
Visit https://manage.human-insight.nl/. Then you will see 

this page to log in to the platform: 

In order to log in to the platform, you need an email 

address and a password. These have been created when we 

have registered you. 

Fill in your email address. 

Fill in your password.

Click on Login.

By checking the box next to Remember me, the 

platform will remember your login information so you 

won’t have to fill this in every time you visit the platform. 

If you have forgotten your password, click on Forgot 

password to request a new one.
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Forgot password
The purpose of this page is to request a new password. 

Please be aware that you first need an account to recover 

Fill in your email address.

By clicking on Request you will receive an email to 

create a new password. 
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your password. Please contact Human Insight if you don’t 

have an account yet.
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Clicking on Projects directs you to an overview page 

of all your projects. Here you can add, remove and 

manage projects. 

By clicking on Your organisation, it directs you to an 

information overview of your organisation. Here you 

can give other colleagues access to the platform, see 

who already has access to the platform and get insight 

into the usage of the platform. 

Primary navigation 
All these options, the primary navigation, will be visible at all 

times when using the platform.

If you click on the logo, you will be directed to the 

homepage of the platform.

Clicking on the white dot next to the logo minimises the 

primary menu on the left.

The search bar helps you look up specific information 

concerning your current projects and participants. 

Next to your email address you can find a drop down 

menu: this directs you to your own profile page or logs 

you out of the platform. 

By clicking on Help, you will normally be directed to a 

page where your questions concerning the platform will 

be answered. However, this is still a work-in-progress. If 

you have any questions, please contact us. 

By clicking on Participants, it directs you to the database 

where you can find all participants. Here you can add, 

remove and view participants. 
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Secondary navigation - Participants
When you first click on Your Organisation, Participants 

or Projects and then on a particular participant or project 

The Info page is the first page you land on. Here you 

can view and edit a participant’s personal details and 

view their activity on the platform.

On the Questionnaire page you can find an overview of 

all the questionnaires the participant takes part in.

The Projects page gives an overview of all the current 

projects the participant is part of. 

When you click on Reports you find an overview of all 

the reports on this participant. The reports encompass 

all the questionnaire reports in which the participant 

was the subject or the person who completed the 

questionnaire. So, both self reports and feedback 

reports will be visible here. 

When clicking on Log, you can see the participant’s 

activity on the platform. 
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you will see the secondary menu. After you click on Your 

Organisation you will see the secondary menu immediately. 
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Secondary navigation - Project
When you click on Projects and then on a particular project, 

you will see the following secondary menu:

The Info page is the first page you see after you click on 

a certain project. Here you can find project information 

and statistics about your project, you can manage the 

project managers of your project and edit the project 

information. 

When clicking on Participants you will see an overview 

of all the participants that take part in the project. You 

can find their email addresses, full names, and gender 

(and birthdate). On this page, you can also add and 

remove project participants. 

On the Groups page, you can find an overview of all 

the different groups within the project, including the 

amount of participants per group and the date the 

group was created. 
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When you click on Questionnaires you can find all 

the questionnaires that have been sent out within this 

particular project. Here you can find to whom these 

questionnaires have been sent, within which project 

group, which instrument was used, whether the 

questionnaires were self-image or feedback-image, 

their expiry date and progress status, which email was 

sent last and when this email was sent. 

On the Reports page, you can find all the reports that 

are part of your project. You can find their specific 

names, which instrument was used and when the report 

was created. You can also add new reports or download 

existing ones. 
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Secondary navigation - Your Organisation
When clicking on Your organisation you will be directed to 

an overview page of your organisation where you will see 

The Info page is the first page you see after you click 

on Your organisation in the primary menu. Here you 

can find company information and some statistics 

regarding the platform. Here you are also able to edit 

the company information.

By clicking on Employees you will see an overview page 

of all the employees within your company that are part 

of the platform. You can find their email addresses, 

names, roles and when they were added to the platform 

as a employees. Here you can also register new 

employees. 

The Usage page shows the usage of the platform. 

By selecting a period of time you will be given 

insight into the number of questionnaires that are 

running and finished, which instruments are used for 

these questionnaires, and how many reports these 

questionnaires have generated.  
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the following secondary menu: 
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Home
Here you see the first page when you have logged in to the 

platform.

From here you can navigate through the rest of the 

platform by selecting one of the options in the primary 

navigation. 
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Participants overview
By clicking on Participants you will be directed to the 

overview page with all the participants in the database. You 

In the top row, you can find someone’s email address, 

first name, last name, and the date a participant was 

added to the platform.

You can sort the names alphabetically (A-Z or Z-A) or 

the dates chronologically. 

The search bar allows you to look up specific names or 

email addresses within your participant overview. 

By clicking on a particular participant’s row, you will be 

directed to the detail page of that specific participant.

By clicking on Create you can add individual 

participants. 

By clicking on Upload CSV you can add multiple 

participants at once by using a CSV file.
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can also add and remove them from here. 
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Add participants 
On this page, you can add individual participants to the 

platform. 
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Here you fill in all the information that is required: the 

participant’s first name, (prefix), last name, their email 

address, gender, and their preferred language (Dutch or 

English). 

In this section you can add their birth date and choose 

their profile picture that includes a background colour 

and an abbreviation. However, filling in someone’s birth 

date and profile picture are optional. 

When you have filled in all the information, either click 

on ‘Save’ or on ‘Save and add next . By clicking on ‘Save’ 

you will be directed to the participant overview and by 

clicking on ‘Save and add next’ you can immediately 

add another participant without being directed to the 

participant overview first. 
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Upload Participants via CSV
If you would like to add more participants at once, click on 

Upload CSV on the participant page. Then you will see the 

page below. 

Download an example file to see how you should fill in 

the information in Excel or Google Sheets. 

After you have finished making up your own file, simply 

drag and drop the file into the designated area. Make 

sure to upload a comma-delimited CSV file. 

If you are having trouble with putting text in separate 

columns in your CSV file, follow these steps:

• Select the first column;

• Click on Data and then on Text to Columns

• Click on the option Delimited. This option has been 

pre-selected.

• Click on Next.

• Select the box next to Comma and click on Finish.
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Participant detail page
This is the page you will see after you click on a particular 

participant in the participant overview. 

Clicking on Edit allows you to edit the personal details 

of this participant.

1

1
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Projects overview
By clicking on Projects in the primary menu you will be 

directed to an overview page of your projects. If this list is 

1
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Here you can find a particular project with the 

corresponding project owner, the date the project was 

created and whether or not the project is active. 

By clicking on the small arrow, it sorts the project names 

alphabetically (A-Z or Z-A). 

You can also search for projects or project owners 

manually by using the search bar. 

When you want to add a new project, click on Create. 

4
2

empty, you have to add a project first. For that, click on Create 

or see the next page. 
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Add new projects
When you have logged into the platform for the very first 

time, you won’t see any projects yet: you have to add one 
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On this page, you will fill in the mandatory information, 

which is your project’s name and project owner. 

You can also add a short project description. However, 

this is optional. 

When you are finished, click on Save. 

first. For that, click on Create. This will direct you to the 

following page. 
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Project information
By clicking on a particular project in the project overview, 

it directs you to the following page. This is the Info page in 

the secondary menu:

1

1
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Here you can find some project information such as the 

project owner, project manager(s) and assistant(s). 

The Info page also shows you some statistics about your 

project, for instance, the number of participants within 

your project, the amount of running questionnaires and 

the number of groups within your project. 

2
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Edit project information
You can also edit your project information. For that, click on 

Edit on the Info page of your project. 

1

3

1

2

2

3

Here you can change the name of your project, the 

project owner or the extra information on your project.

You can also make your project inactive when you do 

not want this project to appear on the list of projects. 

When you are finished, click on Save.

This will direct you to the following page: 
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Project managers overview
When you click on Projects in the primary menu, this will 

direct you to the Projects page. Click on Project managers 
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Here you see an overview of all the project managers 

within your project. You can find a project manager’s 

email address, first name, last name and organisation. 

By clicking on the small arrow, it sorts all the project 

managers alphabetically (A-Z or Z-A)

You can also search for certain project owners manually 

by using the search bar.

You can add employees from your organisation to the 

project by clicking on Add managers.

You can add employees from other organisations to the 

project by clicking on Add guest managers.

to view the project managers within your project. This will 

direct you to the following page: 

2
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Add/remove project managers
In this wizard, you can add project managers to the project 

or remove them from it.
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On the left of this page, you can see all the managers 

that are already part of the platform but are not added 

to your project yet. To do that, click on the blue arrow 

next to the person you want to add to your project. 

If you want to search manually, type the email address 

or name of the person you want to add in the search 

bar.

If you want to remove them as project managers, click 

on the blue arrow on the right next to the person you 

want to remove as project manager. 

When you are finished, click on Save. Then you will get a 

confirmation pop-up.
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Add guest managers
In this wizard you can add project managers from outside 

your own organisation to your project as guest managers.

1

1

2

Here you fill in the email address of the guest manager 

who you want to add. 

When you are finished, click on Add guest manager to 

the project. 

2
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Project participants overview
When you first click on a particular project and then on 

Participants in the secondary menu, you will see the following 

page: an overview of all the participants within a project. 
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Here you can find someone’s email address, name, 

gender, and birth date. 

By clicking on the small arrow, you can sort the names 

alphabetically (A-Z or Z-A) or the dates chronologically.

 

The search bar allows you to look up specific names 

or email addresses within your project participant 

overview. 

By clicking on a particular row you will be directed to 

the detail page of that specific participant.

By clicking on Edit project participants you can add new 

participants.

2
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Edit/Add project participants
Here you can add participants to your project or remove 

them from your project. 
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To add participants, click on the blue arrow(s) pointing 

to the right, next to the person(s) you want to add.

To remove participants, click on the arrow(s) pointing to 

the left, next to the person(s) you want to remove.

When you are finished, click on Save.

2
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Project groups overview
When you are viewing a particular project page, go to Groups 

in the secondary menu. Then you will see this page: an 

overview of all the groups you have added to the project.
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Here you can find particular groups you have added to 

the project, the number of participants a group consists 

of, the date the group was added to the platform, and 

whether or not the group is active.

The search bar allows you to look up specific groups 

within your project groups overview. 

By clicking on a particular row you will be directed to 

the detail page of that specific group.

By clicking on Create you can add new groups.
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Add project group 
To add a new group, click on Create on the Group 

overview page. Then you will see this page where you can 

1

1

3

2

3

Here you fill in your group name and whether 

your group is a project group or guest group. This 

information is mandatory, marked with a red asterisk. 

You can also fill in a group description. However, this is 

optional. 

When you are finished, click on Save.

fill in the necessary information:

2
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Project group detail page
When you click on a particular group in the group overview, 

you will be directed to this page. Here you can find 

information on the group’s participants, you can manage 

these participants and can edit the group’s information.
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On this detail page, you can find information on the 

different participants within the group, such as email 

addresses, names and the date they were added to the 

platform. 

You can also search manually by using the search bar. 

Here you can look for specific email addresses and 

names.

If you want to make changes to the group’s information, 

click on Edit. 

If you want to add participants to the group or want to 

remove them from it, click on Manage participants.

1
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Edit Project group
If you want to change some of the group’s information, 

click on Edit on the group’s detail page. This will direct 

you to the following page where you can do this. We 

have made a distinction between mandatory organisation 

information and extra information. It is required to fill in 

the mandatory information (marked with a red asterisk).
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The mandatory information includes the group name 

and the group type. Here you can choose between a 

project group and a guest group. 

You can also add a group description. However, this is 

optional. 

If you want to archive or delete your group, click on the 

small bar to do so. If you want to de-archive your group, 

click on the bar again. 

When you are finished, click on Save. 

1
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Manage project group participants
After you click on Manage participants, you will see the 

following page: here you can add or remove participants 

from your project group.

1

1

2

2

3

3

4

4

On the left of this page, you can see all the group 

participants that are already part of the platform but are 

not added to your project group yet. To do that, click on 

the blue arrow next to the person you want to add to 

your project group. 

If you want to search manually, type the email address 

or name of the person you want to add in the search 

bar.

If you want to remove them as a group participant, click 

on the blue arrow on the right next to the person you 

want to remove as a group participant.

When you are finished, click on Save.
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Questionnaires overview
After you click on a particular project and then on 

Questionnaires, you will see this page: here you see a list of 

all the questionnaires within this project.
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Here you can find information on particular 

questionnaires, such as the subject of the questionnaire, 

the instrument that was used, whether the questionnaire 

was a self-image or feedback-image and the status of 

the completion process. 

You can also search for information manually by using 

the search bar. 

If you want to delete a questionnaire, select the 

questionnaire you want to delete by checking the box 

next to the subject and clicking on Delete. 

If you want to add a new questionnaire to the project, 

click on New questionnaire. 
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Create questionnaire - select instrument
After you click on New questionnaire, you will see this 

wizard: here you select the instrument or tool you want to 

use for this questionnaire. 

1

1
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2

Select the preferred instrument for this questionnaire.

Click on Next. 
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New questionnaire - select subject
On this page, you select your subject(s).

1

1

2
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3

Click on the preferred subject(s): individual participants, 

project groups or custom subject(s). 

When you are finished, click on Next.

If you want to change your previous choice, click on 

Back. 
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New questionnaire - select image
Here you choose the image type for the questionnaire.  

1

1
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Select the Image type you would like for this 

questionnaire: Self-Images or Feedback-Images.

Click on Next. 
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New questionnaire - select invitees
Then select the invitees, the people who will fill in the 

questionnaire. 
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Choose the participants who need to fill in the 

questionnaire by checking the box next to their email 

addresses. 

You can also search for participants manually by using 

the search bar. 

When you are finished, click on Next. 
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New questionnaire - summary
Here you can see a summary of all your selections.

1

1

2

When everything is correct, choose an expiry date for 

your questionnaire(s).

Click on Save to send out the questionnaire(s). If the 

questionnaire(s) is/are sent, you will see a confirmation 

popup. Click on OK in that popup to add the 

questionnaires to the project.

2
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Send questionnaire - select mail
When you want to invite a participant to fill in a questionnaire, 

remind them to fill it in or thank them for completing it, select 

the box next to their email address and click on Email in the 

questionnaire overview. Then you will see this wizard where 

you can choose one of the above options. 
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Choose whether you want to invite a participant to fill in 

a questionnaire, remind them to fill it in or thank them 

for completing it, by selecting questionnaire-invitation, 

questionnaire-reminder or questionnaire-thanks.

If you want to make changes to the email format, you 

can do so by editing the text in the email. 

When you are finished, click on Next. 
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Send questionnaire - summary
Here you can see a summary of all your selections.
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If everything is correct, click on Next. 

If you want to make changes to the previous section, 

click on Back. 

1
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Send questionnaire - confirmation
This is the confirmation page of the email(s) you are about 

to send. 
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If everything is correct, click on Send Mails.

If you want to make changes to the previous section(s), 

click on Back. 
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Questionnaire detail page - Info 
After you click on a particular questionnaire in the 

questionnaire overview, you will be directed to the 

1 2

1
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This is the first page you see after you click on a 

particular questionnaire: the Info page in the tertiary 

menu. Here you can find information regarding 

the questionnaire such as the subject’s name, the 

instrument that was used for this questionnaire, the 

participant, the expiry date of the questionnaire, the date 

the questionnaire was created and the language the 

questionnaire was in. 

On this page, you can also view the status of the 

questionnaire. 

By clicking on Answers in the tertiary menu, you can 

view all the answers the subject has given regarding the 

particular questionnaire. 

By clicking on Email in the tertiary menu, you will go 

to an overview of every mail the system has sent out 

referring to this particular questionnaire.

following page: the questionnaire detail page.
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Questionnaire detail page - Answers
When you click on Answers in the tertiary menu, you will 

see the following page: the answer overview of how a 

participant has filled in the questionnaire. 

You can only review the anwsers here, contact Human 

Insight if something needs to be adjusted.
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Questionnaire detail page - Email
When you click on Email in the tertiary menu, you will see 

this page: an overview of the emails that have been sent to 

the participant. 
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When you click on a particular row containing an 

overview of the email you sent, you will see the full 

email. 

You can also search for emails manually by using the 

search bar. 



41

Report overview
When you click on Reports in the secondary menu, you 

will be directed to the following page: the report overview. 

Here you can find all the reports belonging to a certain 

group project. 
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Here you can find information on the reports that have 

been generated within a particular group project. You 

can find their name, the instrument that was used and 

when the reports have been created.

You can also search for them manually by using the 

search bar. 

If you want to generate a new report, click on New 

report. 
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Create report 
After you click on New report, you will see the following 

wizard: here you can create a new report. 
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Select the instrument you want to use for this report. 

When you are finished, click on Next.
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Report detail page/edit report
This is the report detail page. You will be directed to this 

page after you have generated a new report or clicked on 

a particular report in the report overview. Here you fill in or 

edit the information necessary for the report. 
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Edit or fill in all the information needed for the report. 

When you are finished, click on Save.
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Download report
When you are viewing the report’s overview, check the 

box next to the report(s) you want to download and click 

on Download selected reports. Then you will see the 

following wizard: 

1
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2

When you want to download the selected report, click 

on Download. 

If you want to go back to the report overview, click on 

Close. 
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Your Organisation detail page
By clicking on Your Organisation in the primary menu, it 

directs you to an overview page of your organisation. This is 

the Info page of your organisation.

1 2

1

3

3

2

On this page, you can find some organisation 

information, such as the organisation’s website, email 

address, telephone number and the address details of 

your organisation. 

You can also view some statistics regarding the amount 

of active and inactive projects and the organisation’s 

owner. 

You are also able to edit the organisation’s information 

anytime. For that, you click on Edit. 
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Edit organisation settings
On this page, you can edit the information regarding your 

organisation. Here we have made a distinction between 

mandatory organisation information and extra information. 

Under mandatory information, we have categorised the 

organisation’s name, website, telephone number, email 

address and address details. 

The extra information you could fill in is a short 

organisation biography and a logo.

When you have filled in the (mandatory) information, 

click on Save in either the top right corner or the 

bottom right corner. 
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It is required to fill in the mandatory information (marked 

with a red asterisk) and it is optional to fill in the extra 

information. 



47

Employee overview
When clicking on Employee in the secondary menu, you 

will be directed to the following page: an overview of all 

1

2
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2

Here you can find their email addresses, first name, last 

name, role within the platform and when they were 

added to the platform. This information is displayed in 

alphabetical order on a first name basis. 

You can also search for specific information by using the 

search bar. You can search for specific email addresses 

and names.

the employees within your organisation that are part of the 

platform.
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Create employee
By clicking on Create in the Employee overview, you will 

see the following page: here you can add employees to 

your organisation. We have made the distinction between 

It is required to fill in the mandatory information. This 

includes someone’s first name, (prefix), last name, email 

address, organisation, role and language. 

Optional information is someone’s telephone number 

and their background colour logo.

When you are finished, click on Save. If you want to add 

more project managers straight away, click on Save and 

add next.
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mandatory information (marked with a red asterisk) and 

optional information.
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Employee detail page
By clicking on a particular employee within the employees 

overview you will be directed to that employee’s detail 

page. 
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Here you can find information about a particular 

employee regarding their organisation, such as their 

email address, organisation, telephone number, role and 

language.

You can also see for which instruments this employee is 

certified.

Here you see some statistics on which projects 

this employee is currently working on, how many 

participants this employee has introduced to the 

platform, when the projects were created and when this 

employee last logged into the platform. 

By clicking on Edit you can always make changes to this 

information if necessary.
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Edit employee
When you want to make changes to an employee’s 

information, click on Edit. This will direct you to the 

following page where you can do this. We have made the 

distinction between mandatory information (marked with a 

red asterisk) and optional information.
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It is required to fill in the mandatory information. This 

includes someone’s first name, (prefix), last name, email 

address, organisation and language. 

Optional information is someone’s telephone number, 

certified instruments and background colour logo.

If this employee has never logged into the platform 

before, you need to send him or her a welcome mail. To 

do that, click on Send welcome mail.

If this employee has forgotten his or her password, 

you can let them recover it by sending an email with 

a recovery password by clicking on Send recover 

password mail. 

When you are finished, click on Save.
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Usage overview
By clicking on Usage in the secondary menu it directs you 

to the page below. This page gives you an overview of the 
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Here you can see how many questionnaires are running 

and how many are finished for each assessment for 

each report (self-report or feedback report). 

Here you can see how many reports these 

questionnaires have generated for each assessment. 

If you can not find what you are looking for straight 

away, use the filter at the top of the page. Here you can 

specifically look into the usage of the platform within 

certain months or within a particular month. 

If you would like to export the table, click on Export as 

CSV.

usage of the platform within your organisation.
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