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ASEBA P&O Procedures 

Setting Up Account And Signing In to ASEBA P&O 

Administrator - Initial Setup and Sign-in for ASEBA P&O account: 

1. After having received the letter from ASEBA containing the token, click on the link (for example,

https://www.p-and-o.org/createaccount?token=KYZBF-LGWKP-GFQJG-KNXPY to create your

account.

2. The ASEBA P&O screen below will open to the Validate Account page, with the token field
pre-populated :

3. Please click the Validate tab, which will take you to the next window:

PLEASE NOTE THAT ALL WORK NEEDS TO BE SAVED BEFORE CLOSING FORMS OR 
WALKING AWAY FROM THE COMPUTER. THERE IS A TIME LIMIT OF 20 MINUTES OF 
INACTIVITY.



4. Please fill out all the information for #2 and #3 pages. Please make up an Account name (or
number). Enter an Account name that will be meaningful and easy to remember. This will
be the account name for all users.

For the "User Name" and "Account" fields please use a single word or hyphenated word.
No Spaces. Username can be letters, number and use of one dash (-).  Passwords needs to
have 1 Uppercase, 1 lowercase, and be at least 10 characters long.  ex. Password77

Lockout of account after 7 repeated attempts and will last for 11 minutes.

(Owner number is owner phone number)

Please check off all agreements and click Continue.
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5. Your account is now created and you will see the page below.

ASEBA P&O Procedures 

Administrator / Regular User (System Admin) Functions Administrative 

Users have access to User Management and Account details, whereas Regular Users only have access to 

Home and Log Out. 
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Regular user view.

Admin user view.
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1. Sign in to ASEBA P&O

2. Click on My Account  (from the tab on top right)> User Management

3. The screen will open, displaying a list of current users (or will have only the administrator if none
have been entered).

Users Management (Administrative Users only) 

 Use this function to manage program access (users, roles and access, and password features).  

at p-and-o.org or p-and-o.eu



How to Add New Users

1. Sign in to ASEBA P&O at p-and-o.org or p-and-o.eu

2. Click on My Account  (from the tab on top right)> User Management
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We suggest that you create more than one administrator for each account 
in case someone leaves the organization or is on vacation.

3. Click on the blue + button to add new users
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4 Please fill out the information on the new user: Name, Email, User name, Password and Role. 
Phone number is optional. Click Save.

The new user will show up in your user list.
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How to View Account Details - Administrators Only

1. Sign in to ASEBA P&O at p-and-o.org or p-and-o.eu

2. Click on My Account  (from the tab on top right)> Account Details

The Account Name, E-unit Balance and Account Expiration are viewable. 



How to Edit Users, Set & Reset Passwords and Disable Accounts

1. Sign in to ASEBA P&O at p-and-o.org or p-and-o.eu

2. Click on  My Account  (from the tab on top right)> User Management

3. Under the Action Tab you will see 3 icons for every user:

Click on the Edit icon to edit a user. You can change all the 
information shown below and disable the account. You will 
not be able to delete an account as HIPAA requires an audit 
trail.  Click Save.
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Click on the lock icon to set a password for a user. Please fill in the 
password information and check off all agreements and Click Save. 
Please let the user know what the new password has been changed to.

Click on the Question Mark icon to reset a user's password. An email will 
be sent to the user for them to reset their password.
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New User (Other than Administrator) Initial Sign-In to ASEBA P&O: 

1. Navigate to:  p-and-o.org  or p-and-o.eu

2. The Sign In screen below will display:

3. Enter your User Name and Password.(Enter the credentials provided to you by your 
administrator for initial sign-in.)

4. Click Log in.

5. When signing in for the first time, the following screen will open, displaying fields for User Name,
Current Password, New Password, Password Confirmation, links (and check boxes) pertaining
to the End User (EULA) and Health Insurance Portability and Accountability Act (HIPAA)
License Agreements, Data Consent agreement and the Processor Contract for GDPR, as well
as a Submit button.
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6. Enter User Name, Current Password, New Password, confirmation of Password again as
provided to you.  Enter a New Password that is at least 10 characters in length and contains at
least 3 of the following characters: one upper case letter, one lower case letter, and one digit.

7. Confirm the new password by re-typing it in the Password Confirmation box (If passwords do not
agree, user will receive an error message stating that “Those passwords didn't match. Try again."

8. Check off the End User License Agreement (EULA) and the Health Insurance Portability
and Accountability Act (HIPAA) documents, The Data Consent agreement and the
Processor Contract for GDPR.

9.

10. Sign In with the updated credentials

11. Program will open to the Home page.

Click Submit.
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How to Create an Individual Scale Score Report: 

1. Sign in to ASEBA P&O at p-and-o.org or p-and-o.eu

2.

Create a name for your New Assessment. Ex. ISS report for Jackson Collins.3.

Click on Start a New Assessment. It is recommended that there be at least 5 forms 
per individual (for ex. Intake, Progress, Progress, Outcome, Follow-up), but the 
program will work with 4 forms. 
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4. Select a Data Source - from Aseba-Web, Data file (Excel) or another P&O Assessment.

**Please make sure that the amount of time between the first assessment of a client and 
the next are several months apart.**

5. If you choose Aseba-Web, please click on Aseba-Web tab.

6. Sign in to your Aseba-Web account with username, password and Account name.
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You will see a list of available Assessed Persons from your Aseba-Web account to choose from

7. Uncheck Select All.

Check the Assessed person you want the Individual Scale Score on and click Continue.8.
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9. Click on Individual Scale Score.

10. Click in the circle to select the Assessed person and click Continue.

11. Click on Assign Date Numbers to Forms.
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In the example below, there are only 4 forms for the selected Assessed person - two on initial 
intake and two 11 months later. The earliest dates are 1 and the later dates are 2.  If you have many 
forms under an assessed person, please put 1 on a cluster of close or exact dates of earlier 
assessments (ex. mother and father completed CBCL forms on intake on or near the same date in 
June of 2019) and put 2 for clusters of  later assessments close in date ( ex. Grandparents and 
teachers completed CBCL forms in December of 2019), and 3 for even later clusters of dates (ex. 
mother and father once again do a CBCL at the end of therapy for Assessed person in May of 
2020), etc..

12. Assign Dates 1, 2, 3, etc. and click Continue.

13. Click on Verify Assessment.
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If the Verification is successful, you will see the window below.  If it is not, 
the verification will tell you want his wrong and to go back and edit the issue.
Click Continue.

14. Click on Generate the Individual Scale Score Assessment to generate the ISS Report.
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Below is an example of an ISS Report for Jackson Collins. Please navigate through the report by 
using the arrows at the top of the report. You may also print this report by clicking on the printer 
icon at the top of this report as well. 
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1.

HOW TO IMPORT A DATA FILE (EX. EXCEL) FOR ISS REPORT

Please click on P&O App Data File.
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2. Please click Select your file to upload.

3. Please browse to your file, click on the file and then click on Open.
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The file will be imported into the program.

4. Please continue to follow the directions from pages 16-19.

HOW TO IMPORT DATA FROM A PREVIOUS ASSESSMENT FOR AN ISS REPORT

1. Please click on P&O App Assessment tab.
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2. Please click the Existing Assesment that you want to import data from and
click Continue.

4. Please continue to follow the directions from pages 16-19.

3. Or, you may click on Open an Existing Assessment from the Home Page.
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2. Click on Start a New Assessment.

1. Sign in to ASEBA P&O at p-and-o.org or p-and-o.eu

        How to Create an Anova Report:
Analysis of Variance determines if the mean outcome scores between services 
exceed chance expectations. Outcomes are also tested by characteristic to look for 
interaction effects. Covariates can be defined and may account for some of the 
difference.  **It is recommended that you have data from 50+ Assessed persons 
before attempting an Anova Report.**

3. Create a name for you New Anova Assessment and click Next.



26 

4.
Select a Data Source - from Aseba-Web, Data file (Excel) or another P&O App Assessment.

       For this example, I will be importing data from a Excel data file.

5. Select the file to import



6. Select the Assessed persons you want to import or leave on Select All and click
Continue.
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7. Click on Anova

8. Create a name for the Services you are providing, if more than 2, please
click on the + symbol to add services and click Next.
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10. Assign services to clients.  Please assign services under Service Method tab.  
You may also choose Select All at the bottom of the page if the groupings are all 
using the same service on that page.

9. Click on Assign Client to Services.
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11. Please make sure to click on every page of Assessed Persons and assign them a service.
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13. Click on Assign Date Numbers to Forms.

12. Click on Continue to Assessment Home.
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14. On this page, please assign Date 1 and Date 2 to each Assessed person for this
Anova Report.  After assigning Date 1 and Date 2, please click on Next to go the the
next Assessed Person in the list.  The dates should appear in order of oldest to newest
on the list. Once you have completed assigning dates to all Assessed Persons, please
click on Continue to Assessment Home.  This step will take the most time.
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15. Click on Define Covariates.

16. On these pages, you can view Client Characteristics for Analysis of Covariance.
Click Continue.



17. Click on Verify Assessment.

If the Verification is successful, you will see the window below.  If it is not, 
the verification will tell you want his wrong and to go back and edit the issue.
Please click on Continue to Assessment Home.
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18. Click on Generate the ANOVA Assessment for the ANOVA Report.

19. Choose either Client Characteristics or Covariates that you wish to generate the ANOVA
report on. In this example, Gender was chosen.  Click Generate Report.
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Below is an example of a 5 page ANOVA Report.
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3. Create a name for you New Chi-Square Assessment and click Next.

    How to Create a Chi-Square Report: 
Pearson's Chi-Square Test for Independence determines if the proportion of 
desirable outcomes between services exceed chance expectations. Outcomes are 
divided into categories based off of certain selectable criteria, and the proportion 
of those categories from each service is tested to see if the categorization is 
independent of the choice of service.  **It is recommended that you have data 
from 50+ Assessed persons before attempting an Chi-Square Report.**

2. Click on Start a New Assessment.

1. Sign in to ASEBA P&O at p-and-o.org or p-and-o.eu
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4. Select a Data Source - from Aseba-Web, Data file (Excel) or another P&O App Assessment.

For this example, I will be importing data from a Excel data file.

5. Select the file to import
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6. Select the Assessed persons you want to import or leave on Select All and click
Continue.
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7. Click on Chi-Square

8. Name the services you provide for the Chi-Square Assessment Report. In
the example below, Group A and Group B are used. Click Next.
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9. Click on Assign Client to Services.

10. Assign services to clients.  Please assign services under Service Method tab.  
You may also choose Select All  at the bottom of the page if the groupings are all 
using the same service on that page.
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11. Please make sure to click on every page of Assessed Persons and assign them
a service.

12. Click on Continue to Assessment Home.
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13. Click on Assign Date Numbers to Forms.

14. On this page, please assign Date 1 and Date 2 to each Assessed person for this Chi-
Square Report.  After assigning Date 1 and Date 2, please click on Next to go the the
next Assessed Person in the list.  The dates should appear in order of oldest to newest
on the list. Once you have completed assigning dates to all Assessed Persons, please
click on Continue to Assessment Home.  This step will take the most time.
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15. Click on Classify Outcomes of Clients.
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16. Click on either Drop of 5 points in the scale T score or Scale T score went from
Clinical or Borderline-Clinical to Normal. In the example below, Drop of 5 points was
chosen.

Each page may be viewed. Click on Continue to Assessment Home.
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17. Click on Verify Assessment.

If the Verification is successful, you will see the window below.  If 
it is not, the verification will tell you want his wrong and to go 
back and edit the issue. Please click on Continue .

An example of an error.
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18. Click on Generate the Chi-Square Assessment tab.

Below is an example of a Chi-Square Report.
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        How to Use the Random Number Generator Tool: 

Before Services can be analyzed, they have to be assigned to individuals before the start of 
care. The Random Number Generator helps facilitate this process.

1. Sign in to ASEBA P&O at p-and-o.org or p-and-o.eu

3. Choose Random Blocks, Simple Number at Random or Suggest Service at Random.

2. Click on Random Number Generator Tool.
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3. If you choose, Random Blocks,

4. Please fill the needed information. Click on Select Random Blocks.



5. If you choose Simple Number at Random, please fill in the needed information
and click on Select Random Number.

6. If you choose Suggest Service at Random, please fill in the needed information
and click on Suggest Service at Random.
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