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From your list of projects, first choose the one you 
want to describe

Attention: with this red symbol, you can erase data, if you are 
entitled to do so. Be extra careful when erasing an entire project. 
Along with the project, you erase ALL data linked to it (other 
descriptions, assessments, documents, …)!
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You are now on the page with the meta data of the 
previously selected project. Now, click on ‘Descriptions’ 
in order to get to the list with the descriptions for that 
project.  

3

Now click on „ New description“, in order to start one. 

If you do not want to start from scratch, you can copy 
and adapt an existing description, using the already 
available data as a base for the new description.  
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In the same way as you have seen meta data for each project (name, starting 
date, end date), you also start new descriptions by entering the meta data.  
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First choose a profile category:

– Standard templates (draft, design … as in quint-essenz)
– Institutional templates (e.g. application forms used by an institution) 
– Customized templates (tailor-made profile).

Depending on the selected category, the second drop down menu will then 
provide a choice of available description templates. 
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Here, you can enter dates for a maximum of 4 budgeting 
periods.
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By clicking on the title of any section, its subsections (elements) will appear or 
disappear, then each element can be opened and closed individually. 

This is the list with the relevant sections and subsections for your 
description (depending on selected profile). You can work through it in 
any order and enter the appropriate data and text. 

Traffic light system:  At first, all areas appear red because all the fields are 
still empty. After your first entries, the colours will initially change to yellow 
and - once you have marked your entry as “completed” - to green.

By clicking on this symbol, the entire list can be opened (+) and closed (-).
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When starting a new description the following user rights are given 
automatically:

– Owner & Administrators: read, write, delete
– Members: read and write
– Guests: no rights

Check the rights of all actors and change them if needed. 
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For entering text, click here.

Each subsection – here "Need (normative)" – starts with a key 
question and provides at least one field for entering text and data. 
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Save your text BEFORE going on to the next 
element! 

Save!!!
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In any part of the description: change here from "in progress" to 
"complete" as soon as you are satisfied with your entry. The traffic 
light will then change to green. For later amendments, you can 
revert back to "in progress" status at any time. If you retain any of 
your initial text, the traffic light will change to yellow again, if you 
delete all your previous entries, you have a blank page again and 
the traffic light will go back to red. 
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In some subsections (settings, target groups, objectives, budget,…) 
you can make your entries either in the usual text fields or you can 
use the provided lists or tables. When such an option is given, you 
should use it (e.g. for your target groups) in preference to the text 
field. It will later become useful for other applications.

Add new entry to the list

For more information, this symbol will lead you to a relevant text 
on the quint-essenz website.

Delete entry in list
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Changing the order in your lists and tables is simple: just 
drag and drop with your mouse. The numbering will change 
automatically.  
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If you want to print a report, click on "Report". 
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Here is a list of the available types of 
reports.  

Select the elements and 
generate the report.
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A report based on your entered data 
will automatically be generated and will 
appear in a new browser window or 
browser tab. Should you add or change 
existing data later on and then 
generate a new report, these changes 
will of course be integrated. 
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