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Manual – How to register yourself online
In this manual, we help you through the process of: creating your account, adding your
team, editing your team and starting the Team Mirror. Online registration is necessary for
you as a facilitator. Your team members receive a personal link to the online Team Mirror
questionnaire.
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Before
We are happy to hear that you want to get started with the Team Mirror tool! In this manual,
we lead you through the registration procedure. To make sure your registration runs
smoothly, we recommend you to keep the following information ready:
•
•
•

•

Names and surnames of your team members
Email addresses of your team members
The preferred language of your team members (NL / FR / ENG). The chosen
language has an impact on the automatic mailings that will be sent to this team
member, but also on the language of the online questionnaire that will be sent to the
team member. For correct interpretation of the questions, we recommend to make
sure every team member can fill in the questionnaire in his / her preferred language.
A date where you and your team members will come together to discuss the Team
Mirror reports during your team workshop.

How can I register myself as a facilitator of my team?
To get started with the Team Mirror tool, visit the website www.teammirror.eu and click on
the ‘start’ button in the right upper corner. (Or copy this link in your browser
https://my.teammirror.eu/login/index)

By registering yourself, you activate your personal account. This gives you the ability to log
in on the home page and manage your team(s). Click on ‘register’ and the following page
will appear:
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Enter your email address and choose your preferred language. Note: your email address
and language are fixed! You cannot adjust this later. Finally, copy the captcha image
and confirm your registration. You will receive a confirmation mail within 5 minutes. Please
check your spam box if you have not yet received the confirmation email after 5 minutes.

Click on the link in the confirmation email to complete your registration. The following page
will appear.

You can complete your profile. Enter your name and surname and choose a password. This
password should contain at least 8 characters, of which at least 1 number, 1 capital letter
and 1 small letter. The system will fill in your email address automatically. You cannot
change it anymore. Click on ‘Submit’. From now on, you can always log in with your email
address and your password.

How can I create my team?
When you have finished your registration, the following page will appear.
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Click on ‘add team’ and the following page will appear.

Enter the name of your team. Choose a deadline for filling in the online questionnaire and a
date for your team workshop. Hint: it is a good idea to set a strict deadline. This gives you as
facilitator enough time to prepare your team workshop based on the results of the
questionnaires. Furthermore, there are 2 extra options:
•

•

Send out the ‘Expectation Finder: This is a really short online questionnaire to
assess the expectations of your team members towards your team workshop. The
invitation for the Expectation Finder questionnaire will be sent out 14 days before
your team workshop date. The answers to this questionnaire can be very relevant for
you, as a facilitator, to prepare your team workshop. The Expectation Finders gives
your team members the opportunity to indicate the topics to discuss during your
team workshop.
‘Reports not available for team members on beforehand. The automatically
generated Team Mirror reports will be send to the team members the day after the
deadline. The team members can print out their report and bring it to your team
workshop. If you select the option ‘reports not available for team members
beforehand’, the automatically generated reports will be sent on the day of your
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team workshop. So, wen you select this option, the team members cannot see the
report on beforehand. In this case, you as a facilitator have to print and bring the
reports yourself. The advantage of this option is that reactions questions, or even
resistance by reading the report can be professionally handled and discussed by the
facilitator during the team workshop. Moreover, we designed the team workshop
presentation in a way that the results of your team can be processed in a calmly way
/ in small parts. Disadvantage of this option is that the team members cannot preread the report. Pre-reading the reports before can help you to save time (for
example if you decide to shorten your team workshop from a total day to a half day
due time issues). Note: you cannot change this later, selection this option is
definitively.
Click on ‘Submit’.

You can always add new team and manage your existing teams by clicking on ‘Teams’ at
the top of your page.

How can I adjust team members?
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You can select the option ‘team leader’ if the team member is also the leader of the team.
This is just for your own information, selecting the option ‘team leader’ has no influence on
the questionnaire / report / … of this person.

You can hit ‘Add yourself’ if you are a member of the team yourself and you would like to
complete the questionnaire also. You details will be filled in automatically.

You can delete team members by clicking on the trash bin icon. You can adjust the
information (email address, typing mistakes in names,…) of team members by clicking on
the pencil icon. Note: make sure the names are written correctly. They will be used in the
automatic communication materials (automatic emails, Team Mirror reports,…)
Click on ‘Start Team Mirror’. The following page will appear.
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You can answer these questions for your own information if you are an external facilitator. In
this is the case, we recommend you to organise an intake meeting with the team leader
The Team Mirror questionnaires will be send automatically to all your team members.

Q&A
How can the team members fill in the Team Mirror questionnaire?
When you completed the payment, and the system has started the Team Mirror tool, your
team members will receive an email with a personal link to the Team Mirror Questionnaire.
The team members can fill in the questionnaire right away, they don’t have to create an
account. You, as a facilitator, are the only person who has to create an account.

I have chosen the option ‘Expectation Finder’, what now?
This is a really short online questionnaire to assess the expectations of your team members
towards your team workshop. The invitation for the Expectation Finder questionnaire will be
sent out 14 days before your team workshop date. The answers to this questionnaire can be
very relevant for you, as a facilitator, to prepare your team workshop. The Expectation
Finders gives your team members the opportunity to indicate the topics to discuss during
your team workshop. You will receive an email if one of your team members has completed
the Expectation Finder questionnaire. You can download the answers (Excel format) when
you log in to your account.

How can I, as a facilitator, monitor the filling in?
When you log in, you can see in the overview the status of your team members:
• Wait = team member has not yet started
• Active = team member has not yet fully completed
• Ready = team member has finished
Moreover, 3 days before the deadline, an automatic email will be sent as a reminder to the
team members who did not yet complete the online questionnaire. You, as the facilitator of
your team, will receive an overview of the team members who did / did not complete the
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questionnaire. Hint: it is also a good idea to encourage them personally to complete the
questionnaire.

Can I change my password?
After logging in you click 'profile'. Here you can adapt your data.

I didn't get an email for completing my registration. What now?
Check whether the mail got in to your spam box. If not, please contact us via
teammirror@unicorngroup.be.

A team member didn't fill in the Team Mirror. What happens now?
Even if not all team members fill in the Team Mirror questionnaire the results are valid. As
long as the team members who did fill in the questionnaire are a representative sample. This
is the case because every team member is considered to be an observer of the team, all
statements are strictly at the team level and we only use aggregated scores.

I can submit team members using Excel, however participants don't get included in the
list. How come?
Check the layout you are using with the layout of the example Excel. Go to 'teams'. Click on
'add participants' and consequently on 'import participants'. Above you see 'sample Excel'.
Change nothing to the layout of this file, because that is the only reason that could cause
trouble with uploading.

Can I add participants after I started the Team Mirror?
Yes, log in and click on 'teams'. Click on the team of which you want to add participants and
subsequently click on 'add participants'. These participants automatically get an email with
the link that takes them to the online questionnaire. If this doesn't work, contact us via
teammirror@unicorngroup.be.

Can I change my email address?
No, the email address you used for registration is definitive.

What is an Expectation Finder? Should I tick that box?
The Expectation Finder is a short questionnaire with 6 questions. If you tick that box
participants automatically get it. These questions are about their expectations for the Team
Mirror workshop. Participants can for example indicate if they want to see specific topics
discussed during the workshop.

There is no week between the invitation of the Team Mirror and the deadline, can I still
send out an Expectation finder?
Yes, in that case the Expectation finder and the invitation for the Team Mirror are sent on
the same moment.

What is the deadline of the Expectation Finder?
There is no deadline for the Expectation Finder. We did not create a specific report for the
Expectation Finder. As a facilitator you can log in and click on teams. At the end of the team
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row you see a little black arrow. If you click on that arrow the computer downloads an Excel
with all the answers of the participants.

I can choose for the option 'reports not available for participants on beforehand'. Why
would I do that?
If you select the option ‘reports not available for team members beforehand’, the
automatically generated reports will be sent on the day of your team workshop. So, wen
you select this option, the team members cannot see the report on beforehand. In this case,
you as a facilitator have to print and bring the reports yourself. The advantage of this option
is that reactions questions, or even resistance by reading the report can be professionally
handled and discussed by the facilitator during the team workshop. Moreover, we designed
the team workshop presentation in a way that the results of your team can be processed in a
calmly way / in small parts. Disadvantage of this option is that the team members cannot
pre-read the report. Pre-reading the reports before can help you to save time (for example if
you decide to shorten your team workshop from a total day to a half day due time issues).
Note: you cannot change this later, selection this option is definitively.

Who can facilitate the team workshop?
The facilitator of the workshop can be an engaged team member, a formal or an informal
team leader, a manager, a coach from HR, an external coach or trainer, etc. The duty of this
facilitator is to support the team in surfacing the potential of the team and its team members.
Of course, you can ask Unicorn to facilitate this workshop. Unicorn is specialised in
coaching teams. Sometimes it is better to involve someone who isn't linked to the team or
the organisation. Someone who knows the tools inside out.
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